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Identifying Screen Elements

Office 2016 looks similar to Office 2010 but the tabs, ribbons and groups have a sleek new look. The
Ribbon can still be customized so you can put your favorite tools on the Home tab or create new tabs. The
Quick Access toolbar continues to be a great productivity tool because it is always visible and it can hold
your most frequently used commands. The File tab has many of the same commands that the 2010 File
Menu had (i.e. New, Open, Save, Save As, Print etc.), but it also has some new options like History and
Feedback and opening PDFs as Word documents. Some dialog boxes remain and can be accessed using
the Dialog box launcher in the lower right corner of some groups. The View Zoom Slider continues to be
in the bottom right corner of the screen and allows you to quickly change the magnification of the zoom.

Ribbon Display
Options

File Menu Ribbon Tell Me

Sandy Rylander B = O

Document2 - Word

5 4 Sharin,
Styles Insert Draw Design layout References  Mailings Review View Developer  Acrobat Q) Tell me what you want to do S share [J | 8
Tools
ﬁD cu Calibri (Body} =[11  ~| A A Aa~ & CIRR D =1 % =) SFax :Fam Forms Header/Footer ?File Name OFind -
o o . ervelone Labels M 2] Transmittal EZOutlook P PrintPage 33 Replace
ste - - N - - i etter Envelope Labels Memo . .
= fomatpainter B T U e X AW A & - 2 2 [A]Agenda ools Calculate [ select~
P Collapse
Clipboard & Font B paragraph & Custom Programs Editing ibb.
¢ pres ; = Ribbon
O E BE-% & B O T [H 4 Noma YAV o e [ H-8- & - P &#H &3 G &4~
L fo o "5“"“‘1 . 2 . 345 g

Navigation ~ X

Search document R -

Quick Access  Group Dialog Box
Headings Pages Results = Toolbar Launcher

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. N

View View Zoom

Tools Slider
Section: 1 Pagelof1 At1" Owerds [[£ Track Changes: Off & B B - 1 + 100%

Ribbon Display Options

? -3 %

[1" Auto-hide Ribbon
Hide the Ribbon. Click at the top

of the application to show it

F Show Tabs
Show Ribbon tabs only. Click a

tab to show the commands.

— | Show Tabs and Commands
Show Ribbon tabs and
commands all the time.

View Zoom Slider on the Status Bar

Either drag the slider or click on the Minus or Plus icon to Zoom in or out.

Customizing the Status Bar

Right click the Status Bar to customize the tools that are displayed. Great tools to add in Word are Track
Changes, Vertical Position and Section. Excel also has great options!
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The Quick Access Toolbar

The Quick Access toolbar is always visible and therefore an excellent toolbar for your most used
commands. While the Ribbon changes according to the selected Tab, the Quick Access toolbar does not.

Customize the Quick Access Toolbar

The Quick Access toolbar can be easily customized. Simply right click on any tool and select Add to Quick
Access Toolbar. You can also right click on any tool and select Customize Quick Access toolbar to see all
customization options.

= Add the Change Case tool to the Quick Access toolbar.

Calibri (Body)-[10 ~| A A |Aa-| A [I=-32-"5- == 4] [ | T
B T U -aer o | A -G Add to Quick Access Toolbar <4+— Right click the
u 2 A
/ Customize Quick Access Toolbar... desired tool to
Font
Show Quick Access Toolbar Above the Ribbon add to quick
Case Change Tool Customize the Ribbon... access toolbar.

Collapse the Ribbon

1. Select the Home tab.
2. Right click the Change Case tool.
3. Select Add to Quick Access Toolbar.
The tool is added to the end of the toolbar. ¢

¥ H&ac D Ej_ E{E{l&?ha-:

=  Remove the Change Case tool from the Quick Access toolbar.

1. Right click the Change Case tool on the Quick Access toolbar and select Remove from Quick
Access Toolbar.

=  Add the Email as PDF Attachment, Quick Print and Spell Check tools.
1. Right click the Quick Access toolbar and select Customize Quick Access Toolbar.

Remove from Quick Access Toolbar
Customize Quick Access Toolbar... %
Show Quick Access Toolbar Above the Ribbon
Customize the Ribbon...

Collapse the Ribbon
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2. The following dialog box appears. The commands on the left are the ones that can be added to
the toolbar and the commands on the right are the ones that are already on the toolbar.
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Word Options ? X
ceneral @ Customize the Quick Access Toolbar. ~ Change from Popular Commands to Office
Display = Menu to add the Print tool.
. Choose commands from: & / Customize Quick Access Toolbar: L
Proofing
| Popular Commands '| | For all documents (default) hd
Save
Language <Separator> = Open Recent File... =
Advanced Accept Rews,l_on Open ]
% Add a Hyperlink D New File
Customize Ribbon FH Add Table 4 = Save
_ = Align Left 9 Save As Other Format 4
Bullets > 74 Close/Close All
Add-ins = Center 9 Email
<= Change List Level 4 @Jﬁ E-mail as PDF Attachment
Trust Center [23 Choose a Text Box 4 E,j Insert File Name in Footer
EE Copy <Separator=
X Cut L € Undo >
A Decrease Font Size (J Redo N
Define New Number Format... <Separator>
253 Delete Comment Remove T Show All -
E Draw Table [ view Table Gridlines
Draw Vertical Text Box A4 Styles...
29 Email Style I-
£ Find ¥ Format Painter
B Fit to Window Width nj Spelling & Grammar
Font I~ <Separators
A Font Color |b Take a Screenshot 4
A Font Settings Screen Clipping .
Font Size I-
as' Footnote Modif
¥ Format Painter - .
- Customizations: !
Show Quick Access Toolbar below the Ribbon Import/Export ¥ 0
| oK | | Cancel |
3. To add the Email as PDF Attachment tool, double click Email as PDF Attachment in the left
column or click on it once and then click Add. Then double click Quick Print and Spelling and
Grammar to add them to the toolbar.
Notice that Email as PDF Attachment is not on the list of Popular Commands.
4. Click the down-arrow next to Popular Commands and select All Commands.
Word Options ? X
General @"E Customize the Quick Access Toolbar.
Display
. Choose commands from: @ Customize Quick Access Toolbar:(
Proofing
Popular Commands | '| | For all documents (default) =
save Popular Commands &
Language Commands Mot in the Ribbon Open Recent File... -
Advanced All Commands Open ]
Macros D New File
Customize Ribbon || | I Save
y »
Quick Toolbar File Tab E Save As Other Format
Blog Post Tab 8 Close/Close All
Add-ins Print Preview Tab I;_:I Email
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5. Scroll down the list of commands and double click Email as PDF Attachment.

Choose commands from:

All Commands ¥

| Elbow Connector ~

[ Ernail

@_El, E-mail az PDF Attachment €4——
®  Move the tools to the following order: Spell Check, Email as PDF Attachment, Print and Quick Print
and then add a separator before the Spell Check tool.

1. Select the Command desired and click the Up or Down arrows to move them into the correct
order.

Customize Quick Access Toolbar:(i

For all documents (defaulty A4

j MNew

L_f Qpen

H Save

lb’}i Save As

l__j Close

Ll‘l—'l E-mail

<Separator>
9 showal
ﬂ Styles... %

hutoCorrect QOptions...

<+—

s
" AutoText 3
f Format Painter

2. Add a separator by double clicking Separator at the top of any of the command lists. Move it
above Spell Check using the Up arrow. Click OK.

Tip! To add a command below another command already on the Quick Access toolbar, click on
the tool below which you want the new tool to appear and then double click on the tool
you wish to add. For example, to add Email as PDF Attachment after Spell Check, click
Spell Check on the right side and then double click Print Preview on the left side.

Word Options

Genera . .
E‘E Customize the Quick Access Toolbar.
Display
. Choose commands from:'d Customize Quick Access Toolbar:'i
Proofing
Popular Commands - For all documents (default)
Save
Language <Separator> {—— - Open Recent File...
[/1 Accept Revision Open
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Tip! Below are some great tools to have on your Word Quick Access Toolbar.

B akale

=

[

e H=a GJ

Ew

Open Recent File...
Open

Mew

Save

Save As Other Format
Close/Close All

Email

E-rnail as PDF Attachrment
< Separator>

Undo

Redo

<Separators>

Show All

View Table Gridlines

Styles...

Style

Format Painter
Spelling & Gramrmar

Version 10072016_0645

© Rylander Consulting

N

]

i ZJrexlrenl

Office 2016 N

Take a Screenshot
<Separator>

Update

Insert Page and Section Breaks
Add a Table

Repeat Header Rows
Calculate

<Separator>

Building Blocks Crganizer...
Save Selection to AutoText G...
AutoText

Cuick Tables

AutoCorrect Options...
<Separator>

Find

Replace...

<Separator>

Page Setup

Print Preview Edit Mode
Print Preview and Print
Cuick Print

3



N Office 2016

The Mini Toolbar

The Mini toolbar allows you to quickly format selected text by appearing right next to the text as shown
below. When you select text the Mini Toolbar will appear faintly. As you move your mouse closer to the
toolbar it gets more pronounced.

There-are-many-Gallerie | Calibri (Body) ~ |10 ~| A" A" ¥ AJ.
presets-that-can-be-appl o -
Header-preset-or-edit-or I uW-p =iz~ syl

Some-dialog- g ;|4 (Ctrl+E) -available-in-Word-2013.--Dialog-boxes-can-k
The mini toolbar displays table options when you are in a table.

Calibri B¢-[10 -| A A == - [ -[F-

B I=%-A-

& Insert Delete

H“)U‘FI

Delete Cells...

Delete Columns
Dele{@ Rows
Delete Table

= Use the Mini Toolbar to Bold the words “Mini Toolbar”

ﬂLXJ %

1. Type “The Mini Toolbar allows you to quickly format”.

2. Select the words “Mini Toolbar” and watch the Mini Toolbar appear. Bold the selected words by
clicking the “B” tool.
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Search (Tell Me)

The Search textbox in the Ribbon which displays “Tell me...” as you hover over it, is a very useful tool.

When you type something in the Search box, you’ll actually search through an application’s list of
commands which are then also useable from list of results.

So, if you for instance don’t know how to Create footnote, simply type “Footnote” in the Tell Me field and
you can click on the command from the results.

Clicking on the “Get Help on ...” link will open the regular Help viewer and the “Smart Lookup” link will
open an “Insights” pane in Outlook and performs a web search with Bing.

@ Footnote

a8' Footnote

28" Footnote and Endnote A/
AE  Go To Next Footnote »

D Add a Header »

'_IFJ Endnote

@' Get Help on "Footnote” A/ »

,@’ Smart Lookup on "Footnote”

When you click in the Search box, you'll also see a list of the last five commands you ran from
within “Search”, saving you time getting to the feature you want faster.

Recently Used
1 Footnote

AB

Try
write an essay
eave a comment
change how table looks

print
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Smart Lookup
Office 2016 applications have the Smart Lookup” feature which uses Bing as a research tool.
To use Smart Lookup:

1. Either right click a word or select a phrase and right-click it.

2. Choose Smart Lookup from the pop-up menu.

2.-+ Choose-Smart:Lg='-= f-m=sthomnm simnneee |
Cut
3.- The-Insights-pan: - e
You-can-olso-acce = Copy W
= &D Paste Options:
1 o,
0

Adjust List Indents...
J= Restartat1
:j Continue Numbering
S Set MNumbering Value...
A Font.
e Paragraph...
}D Smart Lookup
Synonyms ’
By Translate
% Hyperlink...
ta

New Comment

1. The Insights pane appears and opens with definitions, and other articles on the web.
You can also access Smart Lookup on the ribbon by selecting Smart Lookup on the review tab.

Smart Lookup v X
Exlors Define /
Web search A

Get insights into what you're workin...
https.//support.office.com/en-us/article/Get-insights-int...
Use the new Smart Lookup feature in Office
2016 to get additional information on a
word of phrase in your document. Just

Get started with Smart Lookup, Offic...
http:/Awww poworld.comyarticle/2385814/software-prod.
Get started with Smart Lookup, Office 2016's
handy Bing-powered research tool. Smart
Lookup for Office 2016 displays Bing sear ...

Smart Lookup - Microsoft Community
http://answers. micresoft.comyen-us/msofficeforumy/ms...
I'm using Word 2016 for MAC (365
customer). Every time | hi-light a word and
select "Smart Lookup™ a panel opens on ©...

Office 2016's Smart Lookup automati...
http://venturebeat com/2015/09/22/office-2016s-smart-...
Microsoft today announced Smart Lookup,
a nifty new feature in its Office 2016
software suite. The feature automatically ...

A Mirrnenft Nffica 201A Praview: Sm
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Screen Capture Tool

Office 2016 ERN

Screen Capture allows you to capture any area of the screen without using a third party program.

Inserting an Entire Screenshot of any Open Window

If you select Insert, Screenshot, Word displays screenshots of all open windows in the screenshot gallery.
Simply click on a screenshot to insert it into your document at the insertion point.

Take a Screen Clip

If you only wish to insert a portion of your screen, first go to the window where the shot is to be taken.
Then go back to Word and select Insert, Screenshot, Screen Clipping. The last screen you displayed is
redisplayed (but faded) with some crosshairs for you to drag a selection. The area of the screen you select
with the crosshairs is ‘cut’ and pasted into your Word document at the insertion point.

®  Add a Screen Clipping to a Word.

1. View the screen you want to clip in Excel.

Important! This must be the last thing you view before returning directly to Word!

2. Click in the body of a message and select Insert, Screenshot, Screen Clipping.

3. The screen will immediately return to the last screen you viewed and turn light in color.
Crosshairs will appear. Carefully drag across the area you wish to clip.

The shot will be added at the insertion point.

Drag crosshairs across from here.
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Drag crosshairs to here.

Baskin Robbins

January _February  Warch April

2800 3,300 4300 5300 19,300
2700 3700 4700 5700 19.200

7900 5 11400 S 15400 5 19,400 5 23,900 5 80.400
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Start Screen

There is a Start screen for each application that contains links to open recent documents as well as many
options for using templates to create new documents. The new Word start screen is shown below.

O - m] X
Search for online templates p Sandy Rylander |
O r sandy_rylander@msn.com
Suggested searches: Business Industry Personal Design Sets Event Education Labels Switch account
R e C e nt EEATURED  PERSONAL
Pinned -

Office 2016 - Great Features Across All...
Documents » _Office 2016 ¢ (=> Aa
_Excel 2013 Training New.docx

Sandy Rylander's OneDrive » _My Documents »...

_Office 2013 - What is New - Lync and... Ta ke a
Sandy Rylander's OneDrive » _My Documents »... tO u r‘

Outlook 2013 Web App.docx

Sandy Rylander's OneDrive » _My DOCUMENLS »... Blank document Welcome to Word Single spaced (bla... Creative resume, ...

_PowerPoint 2013 Training New.doex

Sandy Rylander’s OneDrive » _My Documents »... oo oo

_Outlook 2013 Training New.docx
Sandy Rylander's OneDrive » My Documents »...

Today

=R Soundings-10April.pdf <

Documents » _ Articles » _PSALA Soundings

Word 2016 - What is New.docx
Documents » _ Office 2016 » Word 2016 Creative cover let... Crisp and clean re... Crisp and clean c... Polished resume, ..

@ Open Other Documents —
(\‘N Title:

Title =]

Open Recent Files

Notice the left side of the screen displays recently used documents. You can open these documents with
a single click. You can also use Push Pins, which only display as you hover over a file name, to keep a
document from leaving the Recent files list. You can also remove the push pin at any time. Simply click a
push pin to pin or unpin a document to the list. By default 25 recent documents are displayed, but you
can display up to 50 documents on this list (Select File, Options, Advanced, Display, Show this Number of
Recent Documents to change the number of documents displayed).

Office 2016 - Great Features Across All Applications.docx - Word

Open

(L) Recent Pinned
| Offce 2016 - Great Fetures Across All Appliations dos 10701550+
Documents - _Office 2016
Ty Gl Excel 2013 Training New.doo
sandy_rylander@msn.com = ! w.eocx 10/4/2016 1214PM ¥
- B3| Sandy Rytander's OneDrive » My Documents » Office 2013 ‘
2 . Office 2013 - What is New - Lync and Office 365 Final docx
. 4 112016 1212PM ¥
| Other Web Locations v Sandy Rylander’s OneDrive »_My Documents »_Office 2013 R TN
a Outlook 2013 Web App.dook -
;] This PC Sandy Rylander's OneDirive » My Documents » _Office 2013
a _PowerPoint 2013 Training New.docx i Y G
+ Add a Place Sandy Rylander's OneDrive » My Documents > _Office 2013
a _Outlook 2013 Training New.docx I ©
Sandy Rylander's OneDrive » My Documents » _Office 2013
Browse

10/7/2016 7:16 AM

Today
Soundings-10April pdf

‘ww  Documents » _Articles » _PSALA Soundings

m Word 2016 - What is New.docx 10/7/2016 6:46 AM
Dacuments » _Office 2016 = Word 2016

This Week

a _Outlook 2016 Training.docx

10/5/2016 11:22 AM
Dacuments » _Office 2016 » Outlook 2016 0/5/2016 11:22

- OneNote 2013 Training New.docx B

Push-pins
Push Pin Documents
Recent Documents have push-pins to the right of the document names. Click a push-pin to keep the

document or folder from scrolling off the list. Click the push-pin again to unpin it.
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Tip! If you prefer to start in a new document and not display the start screen you can prevent the start
screen from appearing by following the instructions below. This must be done for each application if
desired.

1. Select File, Options, and General and deselect the Show the Start screen when this application
starts. Click OK.

Word Options ? X
General R N N .
F?-. General options for working with Word.
Display o
Proofing User Interface options
Save | Show Mini Toolbar on selection "
Language +| Enable Live Preview 'V
Advanced v| Update document content while dragging
Customize Ribbon ScreenTip style: | Show feature descriptions in ScreenTips &7
Quick Access Toolbar Personalize your copy of Microsoft Office
Add-ins User name: Abulhosn, Lynn
Trust Center Initials: LA

Always use these values regardless of sign in to Office.
Office Background: | Circles and Stripes ¥

Office Theme: Colorful v
Start up options

Choose the extensions you want Word to open by default: Default Programs..
v| Tell me if Microsoft Word isn't the default program for viewing and editing documents.
Open e-mail attachments and other uneditable files in reading view V'

iShDW the Start screen when this application starts! <—

Real-time collaboration options

When working with others, | want to automatically share my changes: | Ask Me ~

Show names on presence flags

Cancel
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Resume Reading

When you close a document, Word and PowerPoint remember the position you were in before saving
(Excel has always done this). When you reopen the file, as long as you are signed in to Office with a
Microsoft account or Office 365 account, the Resume Reading callout will appear next to the scroll bar to
indicate the last location.

To resume where you left off:

1. When you reopen Word you'll see the following callout.

Styles Inset Draw Design  Llayout  Refere

i Calibr S - KA A ' 7 = Fam Forms Header/Footer B3 File Mame O Find -

== . " {3] Transmittal [} Outlook @ print Page 5, Replace
aste cabex, 3 M- A= == t=- - |- Letier Ewelope Labels Mema '

T rormatpaioter | B T U - abe 30 [ A A = [A]agenda Select~
paragraph 3 Custom Programs Editing

clpboard - o .
Ok EB- &% 8 T E 4 nomal+Calibri - ¥ G v e [1H-O- H L B[ @L-mh A

. . o 5
Navigation ~ X
o-

Headings  Pages  Results
4 identifying Screen Eleme... Welcome back!
Ribbon Display Options Pick up where you left off

View Zoom Slider on t..

Resume Reading

Customizing the Statu.
4 The Quick Access Toolbar
Customize the Quick A...
The Mini Toolbar
Tell Me What You Want ¢
Smart Lookup

A few seconds ago

A

4 Sereen Capture Tool .
Inserting an Entire Scr...

- Office-20169

Open Recent Files
Push-pins -

2. Tap orclick the callout to go directly to the position where you left off.

Note: After a few seconds, the callout changes into a bookmark icon " /. You can tap or click the icon to
go return to where you left off.
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Building Blocks/Quick Parts

Building Blocks are a greatly expanded version of AutoText. Building blocks store text, graphics and other
objects. They are categorized by function and organized in galleries. You can store Building blocks in any
gallery, but different galleries will appear in different places. For example, if you store text in the Headers
gallery it will appear when creating a header, where a building block stored in the Quick Parts category
will appear under Insert, Quick Parts.

Quick Parts Gallery

Quick Parts are reusable potions of formatted text, graphics etc. that can quickly be inserted into your
documents. You can use Quick Parts to add a FileName and Path to your document.

Create a Quick Part

B Create an AutoText Quick Part to Insert a Filename and Path into a Document
1. Insert the Filename and Path field into your document.

a. Select Insert, Quick Parts, Field.

D 4 A~ [ Signature Line -

] F@Date & Time
Quick WordArt Drop _
Partzs~ 4= Cap~ ™ Object -

Z AutoText b
[=1 Document Property [
] Field... h <«

=r Building Blocks Crganizer...
l__|H;.=iE*.*.Z'..'"..':.Z Part Galle

b. Select FileName, Lowercase (if desired), Add path to filename and click OK.

Please choose a field Field properties Field options

Categories: Format: [#]{Add path to filename, €—

(Al [none}
Izl Uppercase
Field names:

Database - First capital
Date Title case
DocProperty

DocVariable

EditTime

Ei

FileSize

Fill-in

GaoToButton

Greetingline

Hyperlink

If

IncludePicture

IncludeText

Index

Infao

Keywords A

Preserve formatting during updates
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https://d.docs.live.net/d49965fd63ae2c14/documents/__business/microsoft office training
great features across all applications.docx

Drag across the Filename and Path to select it and change the font to 6 pt. (on the Home
tab). You will need to type 6 into the size box because the lowest point size displayed is 8 pt.

<— Select th'e File Name and'Path 12016 -

‘ Calibri (Body) ~ E{ I - <4—— Change the Font to 6 pt.

2. Create the Quick Part

a.

b.
C.

d.

Tip!

Tip!

With the text still selected, select Insert, Quick Parts, Save Selection to Quick Part Gallery

D 4 A [# signatureLine -

m Date & Time

Quick WordArt Drop .
Parts = - Cap M object -

Z AutoText 3
[E1 Document Property »
[mm] Fielc

=} Building Blocks Qrganizer...
|__'E Save Selection to Cuick Part Gallery... l}

Change the Building Block Name to Filename and Path.
Change the Gallery to AutoText.

Create a New Category called _Snippets and click OK.

Hame: |Fi|ename and Path

Gallery: AutoText

Cotegory:  IETTEC - |

Description:

Save im: |N::urma|.::|::utm

Options: |Insert content only

To store paragraph formatting — i.e. indentation, alignment, line spacing, and pagination,
include the paragraph mark (1) in the selection.

If you have a set of related Building Blocks, use Categories to group them together (i.e.
_Letters, _Snippets, _Contracts- notice | start each with an underscore. This is a technique
to ensure that your Quick Parts will be displayed above Microsoft’s Quick Parts which
normally are stored under a “General” or “Built-In” category.
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Tip! To have a Building Block appear at the top of a category, use a symbol like an asterisk at
the beginning of the name (i.e. *Filename and Path).
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Insert a Quick Part
®  Insert the Filename and Path Quick Part
1. Select Insert, Quick Parts, AutoText.
2. Click the Filename and Path Quick Part to Insert at the Current Document Position; or

3. Right click the Filename and Path Quick Part and select from the menu below to insertin a
different location.

% & Hyperlink IJ D D |;| 4 A [# Signature Line -

|*™ Bookmark i F('};Date&Time
e o Comment | Header Footer Page Text Quick WordArt Drop ]
o | 2] Cross-reference - ~  Mumber~ | Box+ Partsw 4= Cap~ [ Object ~
) ) o [=] =)l AutoText »
(O the File tab, the galleries inchude items that are designied to coardinate with the overall |ook of your
clocuimment, You can e these galleries o irsert tabl es, leaders, foaters, lists, cover pages, and other
eoscumment buileling Blocks., Wher you create pictures, charts, o diagrams, they also coordinate with your E-] Qucument F'rl:lperty 4

current document look.

|:| [mm] Field...

You can easily change the formatting of selected text in the document text by choosinga look for the

el ectend et Trom the Chuick Siyles gallery onthe Home tab. You can also formatied directly by using te 3 Building Blocks Organizer...
other controls on the Home b, Most controls offer a chaioeof using the look o the curment theme o -

_Snippets l‘—‘E
Filename and Path Picture 248
bt i dioes | ve net /049965 id6 30020 14/_my documents_office 2003y word 2013 training.docs TEXt BDX 32

Text Box 31
Insert at Current Document Position <+

% Insert at Page Header
Insert at Page Footer

If you have any questions Insert at Beginning of Section

i1 yoa s hosuld havea ay guestions pleaseconiact aur offics at (503]) 44 Insert at End Df SECtiDI"I
Insert at Beginning of Document
Insert at End of Document

Edit Properties...

If you should =F Organize and Delete...

&f
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Headers/Footers Gallery

Quick Parts are reusable great for text you want to insert right at the insertion point, but you may always
want certain text in a Header or Footer. Many companies like the file name and path in the footer.
Saving the same entry to the Footers Gallery will automatically insert the field into the footer.

Create a Footer Building Block

®  Create a Building Block in the Footer Gallery that Inserts the Filename and Path into a Footer
1. Drag across the File Name and Path to select it and then select Insert, Footer.

https://d.docs.live.net/d49965fd63ae2c14/documents/__business/microsoft office train§g_r Select the_F'Ie Name and, Path 2016 - great

features across all applications.docx
2. Type Filename and Path in the Name box.
3. Select Save Selection to Footer Gallery.

4. Create a new category named _My Footers

HName: |Fi|ename and path

Gallery: | Footers

Category: NI - |

Description:

Save im: |Nnrma|.dntm

Options: |Ir15ert content only

5. Click OK.
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Insert a Footer Gallery Item

® Insert the Filename and Path footer
1. Start a New Document.
2. Select Insert, Footer.

3. Select Filename and Path to insert the Footer.
Notice that your footer is above Microsoft’s Built-in footers because you gave yours a Category
name that begins with a symbol!

E— |;| 4 A @Signature Line -

. E% Date & Time
Footer  Page Text Quick WordArt Drop .
*  MNumber- | Box~ Pars- = Cap~ [ Object -

_My Footers
Filename and path % <+
+1N) | AHs 013 Ward 2018 Trawiagdids

Built-in
Blank

[ype b}
Blank (Three Columns)

e e [Pl Tieve bred

4. Right click the Filename and Path if you would rather insert it at the Current Document Position.

Filename and path
|

Insert at Current Document Position <€——

Edit Properties...

e — . FrrT

=f Organize and Delete...
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Delete a Building Block

As you can see, you really only need to create the Filename and Path building block in either the Footers
or the AutoText Gallery, because they both give you the flexibility to insert the information in different in
the body of the document or the footer. If you think you will usually have this information in footer,
delete the AutoText entry.

= Delete the Filename and Path Quick Part.
1. Select Insert, Quick Parts, Building Blocks Organizer

4 A§ @'Epignature Line -

) E"é. Date & Time
Quick WordArt Drop ]
Paris~ o Cap-~ ™ object ~

| & AutoText »

' =1 Document Prope 3
perty

| ] Field...

=[ Building Blocks Organizer...
|_—'E Save Selection to Chuick Part Gahen

2. Select the Quick Parts Filename and Path and click Delete.

Building blocks: Click a building block to see its preview
MName Gallery Category Template & ~
Facet Cover Pages  Built-in Built-In Buil...

Facet (Even ... Headers Built-in Built-In Buil...

Facet (Even ... Footers Built-in Built-In Buil...

Facet (Odd ... Headers Built-in Built-In Buil...

Facet (Odd ... Footers Built-in Built-In Buil... =—
Facet Quote  Text Boxes Built-in Built-In Buil...

Facet Sideb... Text Boxes Built-in Built-In Buil...

Facet Sideb... Text Boxes Built-in Built-In Buil...

Filename AutoText General Mormal.dotm

Filenamea... Footers _My Footers Mormal.dotm

Filename a... AutoText _Snippets Hormal.detm

Filigree Cover Pages  Built-in Built-In Buil...

Filigree Footers Built-in Built-In Buil...

Filigree Headers Built-in Built-In Buil...

Filigree Qu... Text Boxes Built-in Built-In Buil...

Filigree Side... Text Boxes Built-in Built-In Buil...

Fourier Seri...  Equations Built-In Built-In Buil...

Grid Headers Built-in Built-In Buil...

Grid Cover Pages  Built-in Built-In Buil...

Grid Footers Built-in Built-In Buil...

Grid Quote Text Boxes Built-in Built-In Buil... hd
P R Sy S T Ao o mon 7| Filename and Path
< i >

| Edit Properties... | | Delete H}| Insert
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Building Blocks Organizer

The Building Blocks Organizer allows you to View, Insert, Delete or Edit Properties of Building Blocks.

1. Display the Building Blocks Organizer by selecting Insert, Quick Parts, Building Blocks Organizer.

2. Building Blocks are displayed sorted by Name. To display the list in a different order, click the
heading desired at the top of the table (i.e. click Gallery, Category etc.).

EBuilding blocks:

Click a building block to see its preview

Change sort order by clicking
on the column heading.

MName Gallery Category ‘JﬁmM
Plain Mumb... Page Num.. Simple Built-In Buil... N
Plain Mumb... Page Num.. Simple Built-In Buil...
Plain Mumb... Page Mum.. Simple Built-In Buil...
Plain Mumb... Page Num.. Simple Built-In Buil...
Plain Mumb... Page Mum.. Simple Built-In Buil...
Plain Mumb... Page Num.. Simple Built-In Buil...
Plain Mumb... Page Mum.. Simple Built-In Buil...
Reimburse... AutoText _Letters Mormal.dotm
Denial Letter  AutoText _Letters Meormal.dotm
MOTION AutoText _Minutes Mormal.dotm
Pagex Page Mum.. _MyPageM.. MNormal.dotm
Signatures Tables _My Tables MNermal.dotm
Member Ta... Tables _My Tables Mormal.dotm
Member Inf... Tables _My Tables Mermal.dotm
Claims Tables _My Tables Mormal.dotm
Signature AutoText _Snippets Mormal.dotm
If you have ... AutoText _Snippets MNermal.dotm
If you should  AutoText _Snippets Mermal.dotm
Please note  AutoText _Snippets MNermal.dotm
Semaphore  Cover Pages  Built-in Built-In Buil...
Blank (Thre... Footers Built-in Built-In Buil...
Fodeeel Toanoo N o [N
< >
Edit Properties... Delete Insert

Blank
EBlank footer

Close

3. Select Edit Properties, if you wish to change any Building Block properties.

a. Select a different Gallery (see a list of choices below).
Quick Parts is the default gallery and is great for things you use a lot, but if you add too many
to this category it will become unwieldy and difficult to use.

Modify Building Block

)

Mame:
Gallery:

Category:

'| Description:

4| Savein:

Options:

FileMame and Path

Footers

AutoText
Bibliographies
Cowver Pages
Equations
Footers

Page Mumbers

Page Mumbers (Marginz)
Page Mumbers (Top of Page)
Quick Parts

Table of Contents

Tables

- - ‘Text Boxes
Building aWatermarks

Page Numbers (Bottom of Page)

m

i

b. Select a Category or create a new category. If you create a new category, give it a name
and click OK.
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Tip! To have this Building Block appear at the top of the list of categories, use a symbol like an
asterisk at the beginning of the name, i.e. *Document Essentials, or enclose the name in
parenthesis, i.e. (Document Essentials).

-
Modify Building Block (2] = |
MName: FileMame and Path
Gallery: Footers Izl
Category: | Create Mew Category... |El

Create New Category M

Description:
Name: | (Document Essentials)|
Save in:
Options: [ o J’ i l

e

c. Save in Normal.dotx or Building Blocks.dotx.
These defaults make the Building Block available to all documents.

d. Select one of the Options:
Insert content only, Insert content in its own paragraph, or Insert content in its own page.

Modify Building Block (D 3]

MName: FileMame and Path

Gallery: Footers E|
[=]

Category: (Document Essentials)

Description:
Save in: Building Blocks.dotx E|
Options: Insert content only

Insert content in its own paragraph
Insert content in its own page

e. Add a description if desired.

Modify Building Block (2l

Mame: FileMame and Path

Gallery: Footers

Category: (Document Essentials)

]
=]

Adds a footer with the filename and path

Description:
Save in: Building Elocks. dotx

-]
Options: Insert content only |Z|
l

o ) [ conee
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f.

When you click OK on the Modify Building Block properties and the following box appears,

click Yes to save with the new information.

Microscft Office Word

=X

—_—

Do you want to redefine the building blodk entry?

4. Notice the new Category. Click Close when done.

Tip!

[ Building Blocks Organizer = _ﬁ m
Building blocks: Click & huildinn hinck tn see its nreview
Name Gallery Category  @Fempl: Click on a heading to Sort that column. o
Plain Mumb... Page Num... Simple Building Blo... |=:
Plain Mumb... Page Mum... Simple Building Bla...
Plain Mumb... Page Mum... Simple Building Blo...
Plain Mumb... Page Num.. Simple Building Blo...
Plain Mumb... Page Num... Simple Building Blo...
Plain Mumb... Page Mum... Simple Building Blo...
Plain Mumb... Page Mum... Simple Building Blo...
FileMame a... Footers (Document ...  Building Blo... Notice the new Category
Automatic.. Tableof C..  Built-In Building Blo...
Trig Identit... Equations Built-In Building Blo... E
Cubicles (E.. Headers Built-In Building Blo...

All Building Blocks can be inserted from the Insert, Quick Parts, Building Blocks Organizer.

Add/Edit/Remove Presets

Some Galleries like the Header and Footer galleries allow you to Edit or Remove entries simply by right
clicking on the entry and selecting Edit or Remove. You can also add an entry by selecting the entry text
and selecting the Save Selection To Header Gallery... at the bottom of the Insert Header options.

D D |;| 4 [ signature L
#
- Date & Tirr
Header Footer Page Text Quick WordArt Drop )
= *  Mumber~ | Box~ Parts~ = Cap [l object ~
Built-in -
Blank
e bore
Blank (Three Columns)
[T [y vl e e
Austin
Pamsrwns Btbe]
Banded
@ More Headers from Office.com 3
[ Edit Header
|_=;; Remove Header
|_“E Save Selection to Header Gallery... +—
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®  Add a Header preset.

1. Select Insert, Header tool.
There are several pre-defined headers that can be selected simply by clicking them.

2. Click Blank (Three Columns) header to insert that header.

Built-in
Blank
TPy b
Blank (Three Columns)
Mymebere) b e ere] (L]
Blank (Three Columns)
\ustin Blank header set up for left, right,

[

and center alignment

I

3. The new header is inserted with text fields where text is to be inserted.

[Type*hm’e] -+

[Type here]

-+

[Typehere]|

4. Click to select the first text field. Click Date & Time on the tab. When the Date & Time dialog
box appears, check the Update Automatically box, select the Date format shown below and

click OK.
g Home  Insert

Page Lawout References Mailings Review Wi Developer
EL =h Iy F EE j =7 [ Previous Section | [ Different Fir
= & & =
Iy Mext Section Different On
Header Footer  Page Date  Quick Picture Clip Goto Goto o X -
- *  Mumberv || &Time Parts~ Art Header Footer o Link to Previous (V] Show Dacy
Header & Footer Insert Mavigation Qpr
Date and Time ==
Available Formats: Language:

5/2j2008

Saturdaé Auaust 02, 2003

8/2/08
2008-08-02
2-Aug-03
5.2.2008

Aug, 2, 08

2 August 2008

&(2/2008 5:13 AM
6/2/2008 5:13:24 AM
13 AM

g:13:24 AM

05:13

05:13:24

« | |English (Unitsd States) :

s Update automatically:

Default. ..

5. Complete the header as shown below.
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6. To make this new header a preset, press Ctrl + A to select the entire header and then select
Header, Save Selection to Header Gallery.

7. Fill out the Create New Building Block dialog box as shown below and click OK.

HMame: |3|-Co|umr1 Header

Gallery: |Headers

Category: |_M3r Headers

Description:

Save im: |Norma|.dotm

Options: |Insert content only

8. Start a new document.

9. Insert the header you just created by selecting Insert, Header and click the 3-Column Header
Quick Part. Notice that it creates the entire header for you.

Print and Print Preview

Print

1. Click the File Tab and select Print which displays both the Print Options and the Print Preview:
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Open
Save
Save As
Print
Share
Export
Publish

Close

Account

Feedback

Options

Add-ins ~

Office 2016 ESN

Office 2016 - Great Features Across All Applications.docx - Word

Print
i) Copies: |1 :

<+

Print

Printer
Xerox Phaser 6180DN PS

Sandy Rylander . 7 = O x

ga Ready

Printer Properties

Office 2016

Settings
ITD Print All Pages
The whole thing
Pages: i
E Print One Sided
Only print on one side of the p...
Collated

lﬁlﬁ 123 123 123 T

4

q

D Portrait Orientation -

Letter
85" x 11"

E Custom Margins -

1 Page Per Sheet -

P SR 41 |of76 ¥

Rylander Consulting

51% = —+————+ [

a. Print to display the Print dialog box; or

Tip! Print, Quick Print and the old style of Print Preview are great tools to place on the
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Print Preview - Old Style (add to Quick Access Toolbar)

w5 Word 2013 Training.docx - Word 7 B £/0%
PRINT PREVIEW Sandy Rylander ~ ’
. ¥ . X D One Page /| Show Ruler
Q ke O B DOQL e e

FE Multiple Pages Magnifier

Print Preview Options | Margins Orientation Size | Zoom 100% : Close Print
and Print - - - ErPageWidth | L Shrink One Page L7 Previous Page Preview
Print Page Setup IT- Zoom Preview A
O -7 U T Exerciselist + Bol~| & W | ae” B | N [ = [~ "

L ~1-~|‘--~-|-§1"-|-~2‘--\~‘3‘--\-‘-4--‘“-5--‘\‘--6‘%‘--7-‘ Magnifier

5 r Turn the mouse cursor into a  —

; — word 2013 magnifying glass which can be Word 2013

: used to quickly toggle between

Print Preview - 01d Siyle (add to Quick Access Toalbar) 100% and Fit Whole Page zoom
B levels through clicking the formsp et e, 8 aresres

document.

vl ana et wheres

If you uncheck this option, you can

& edit the document.
N Ward 2010

& Create a Bulleted or Nembered List

- £ it Textin PrintPreview: Desetha check in e g crackbz 2 turm ragrificatin
. o

presz E¥TER

H - : e

2. Tosuesmsticsny cramte rmares s, fype tha numier one 8n b perisa 1, felowes by s
e

fon print Pravis

w 3. T smomaticy wests eteres o, type s eter srcs pvice o] sicwe oy s spsze

: - e e "

- — kering snd Ml Lt
. . .y ———
- thetart andchece ster bulets o nurberng.

"

: me = m ww 4§

~ -

- EEam s H@

=

@

SECTION: 3 PAGE 60 OF 157 20946 WORDS [[%  TRACK CHANGES: OFF

b. Edit Text in Print Preview: Clear the check in the Magnifier checkbox to turn magnification
off.

c. Close Print Preview: Click the Close Print Preview tool when done with Print Preview.
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Email a Document as an Attachment or PDF
1. With a document on screen that you wish to E-mail:

2. Select the File, Share, Email, Send as Attachment or Send as PDF.
The on-screen document will be attached to an Outlook e-mail message either as a document or

PDF.

3. Shortcuts to both of these functions can be added to your Quick Access toolbar!

_Word 2013 Training.docx - Word

Share

_Word 2013 Training Email

Sandy Rylander's SkyDrive » _My Documents » _.. Everyone gets a copy to review

£
Share Send as -
Attachment
[ ] .
s Invite People s
Everyone works on the same copy
:',_:3 Everyone sees the |atest changes
GO Geta Sharing Link . Keeps the email size small
Send a Link

Post to Social Networks

S

Everyone gets a PDF attachment
Preserves layout, formatting, fonts, and images <€—
Content can't be easily changed

[% Email <+

Account

Outlook
E1 _Ward 2013 Training.docx - Message (HTML)
FILE MESSAGE INSERT OPTIOMS FORMAT TEXT REVIEW gSyncit
o Cut . (=1 #% L“J " > Follow Up ~
L 28 %% W aLsh
Copy . I High Importance
Paste Address Check | Attach Attach Signature Zoom
- Format Painter Book Names File  ltem ™ - ' Low Importance
Clipboard [F} Basic Text Mames Include Tags ul Zoom
H X \ P I Bl RS -
From - sandy@rylanderconsulting.com
=1
To..
Send
Cc..
Bec,
Subject _Word 2013 Training.docx
Attached @5|_word 2013 Training.doox (10 MB}
E"'I"'l"'I"'Z"'I"'J"'I"'4"'I"'5"'I"'6"'I"'?"'I"'s"'l"

Version 10072016_0645
© Rylander Consulting



IR Office 2016

Enhanced collaboration - Simpler Sharing

If you store your document online at OneDrive or SharePoint, and share it with others using Office 2016
or Office Online, you can see each other's edits as they occur. Flags appear where others are working in
the document. The first time another person opens the same document, you will each prompted to opt in
if you have not opted in before. Opting in is an application setting, not a document setting. It can be
turned off and on, but it is not limited to the document you are working on.

®  Share a Document
1. Save a document online.

2. Click Share in the top right corner of your screen to generate a link or an email invitation.

Sandy Rylander [E

bCcDdEe  Aal Share
Share this document, and see who
| it's shared with.

aining... No
3.  When the person invited opens the document and agrees to automatically share changes, you

will be able to see their edits as they are being made and they will be able to see yours. Flags

indicate where people are working in the document.

You can just share viewing privileges if you don’t want the person to be able to edit the document

(Select the drop-down arrow after Can edit and select Can view).

Share T
Invite people
rifeglen@gmail.com D

Hi Glen, let's start warking on this.

Sandy Rylander

Other people are editing this document. X

Do you want to automatically share changes as they happen?

P
&

Don't ask me again

Version 10072016_0645
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The person receiving the invitation to edit will receive an email that looks like this:

Send / Receive

Folder View

Q Tell me what you want to do

Inbox - srylander@nwatest.onmicrosoft.com - Qutlook

= "_"j a T Ignore D :\4 E:ﬂ ﬁ* F2 Meeting | [¥7 Move to: 7 & To Manager . @ ) Unread/ Read 425 New Group Search People
- % CleanUp ~ ﬁ(' € > 5 [ Team Email v Done =1 a Categorize~ & Browse Groups [ Address Baok
New  New New o Delete Archive Reply Reply Forward = ¥ Move Rules OneNote X
Email fems= Meeting s Junk™ Al EEMore - + Reply & Delete Create New B B |> Follow Up ~ Y Filter Email -
New TeamViewer Delete Respand Quick Steps w Move Tags Groups Find S
4 Favorites Search Current Mailbox .. £ | Current Mailbox ~ 2 Reply 2 Reply All (€3 Forward G5 M
B2 All Unread ByDate *  Newest 4 Sandy Rylander <sandy_rylander@msn.com> Sandy Rylander 7:27 AM
Clutter 1 " - : -
uter 4 Today Ishared "Word 2016 New Features Shared2.dooc” with you in OneDrive
Sent It
enttiems Sandy Rylander @ If there are problems with how this message is displayed, click here to view it in a web browser.
Drafts Ishared "Word 2016 New F. 7:27 aM Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message. o
Collaboration document
Deleted Items
) Bing Maps
Microsoft Online Ser... 2l
. Skype for Business Dial-i 8/29/2016 =
4 srylander@nwatest.onmicros... Vi
T View this email in your Collaboration decument
Inbox 3 X :
Er Microsoft Online Ser...
rafts 5
Vou now have Skype for Bu..  B/5/2016
Sent lems View this emailin your Word 2016 New Fegtures Shared2
CeeedR=ns Microsoft Online Ser.
Clutter 1 Skype for Business Dial-in ... 8/4/2016
View this email in your
Conversation Histary
Junk Email Jason McCann
Missed conversation with J..  7/1/2016
Outbox Jason McCann [10:23 AMJ:
Free online storage for your files. Check it out.
RSS Feeds Mi £ Online S " 3
icrosoft Unline Ser.. Get the OneDrive mobile app.
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They can then click on View in OneDrive which will open the document for viewing in the Word Web App.
To Edit the document, select Edit in Browser.

(4 word 2016 New Features Sh.

Word Online

Sign in

Sandy's OneDrive b _Office 2016 Word 2016 New Festures Shared2 Edit in Browser U= AETEU  Fetu

Collaborating and sharing

Get your team on the same page by using buit-in collaboration tools to share and co-author
documents.

Real-time co-authoring in Word

‘Work together on the same document by using real-time co-authoring in Word. Everyone on
vour team can simultancously edit the same document. Flags indicate where teammates are
working in the document. and you can see their edits as they make them with real-time typing.

This capability is available when you are working in documents stored on Microsoft OneDrive
for Business and Microsoft SharePoint Oniline. When another person opens the same document,
you are both prompted to opt in i you have not previously done so.

Note: Opting in is an application setting, not a document setting. If vou opt in, any time you find
vourself in a collaborative space with others who have also opted in or who are co-authoring in
Microsoft Word Online, they will see your changes as you make them. You can turn this setting
off and on, but after you turn it on, it s not mited to the document you were in when you did so

Opting in to real-time co-authoring

1. Open a document stored on OneDrive for Business or on SharePoint Online.
v

D Tlnm srmes mrn mmsnntad ta amen m mdlant Van Doanl thann an meshasinm In ;s am far
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Once open in the Browser they can select Edit in Word if they want to edit in their desktop application.
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When you open a shared document you can immediately see who is working in the document and where.
You can also chat with other editors by using Skype for Business, and can view document activity, all from
the share in the top-right corner on the ribbon.

Bonnie Kearney

EE S

£ Find ~
AaBbCc AaBbCcDt T
Zac Replace
le Subtitle Subtle Em... |= k Select -
[P Editing ey

You can choose a thumbnail picture of a person to begin an IM conversation by using Skype for Business
or open their contact card information. Choose the Skype for Business button to start a group chat with
everybody working in the document.

Word 2016 Documentation - Word Sandy Rylander

Home [ERUESISEEET Layout  References  Mailings do 2 Share

By X Cut e o £ Find -
. s ,
- Calibri Bady) -1~ | A" &" | Aa~ | 4 AaBbCcDe| AaBbceDe AaBbCe AzBbCel AQB asebccr agsbeene aaspeen || o .
Copy - 3 Replace
Paste - o LAk - == H - =
e romatpanter | B T Ut x AW S= TNormal | TNoSpac.. Headingl —Heading2 Title Sustitle  SubtleEm.. Emphasis < | g
Clipboard [ Font ® Paragraph B Styles & Editing ~
Share T
Invite people
EE|
Sandy Rylander
Available - Video Capable
®@PoO®Ee -

Start video call at: srylander@nwatest.onmicrosoft.com
Y Owner

Justin Lee
Can edit

Send as attachment

Get a sharing link

PageZof2 3Iwords [ E:] B - 1 + 100%
__________________ . — _ __ S — — il

2 ® =g [

Opting in to real-time co-authoring

"  Optin

1. Open a document stored on OneDrive for Business or on SharePoint Online.

2. When you are prompted to share changes, select Yes. Real-time co-authoring is now on for any
document you work on in a collaborative space.

Note: You will be prompted only if someone else is working on the document or opens the document
while you are working on it.
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Threaded Comments

Threaded comments in Word enables conversations right next to relevant text. You can see who said
what to whom. Threaded comments show comments and responses.

Now with one click of on the ribbon you can make or view comments in your document. With
enhanced collaboration, it's easier to reply to or resolve comments and mark them as complete.

B3 File Name | O Find - %) New Comment
& Print Page 2 Replace
it Select -

Editing ~

Justin Lee 1 hour ago
ok
1

Sandy Rylander A few seconds ago

This-looks-great!jy /

€I Reply ¥ Resolve
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Graphics - 4 New Features to help with Adding, Positioning and
Wrapping

Add Graphics from Desktop
Drag graphics directly into a document from the desktop, or any folder, and position it in your document.

Layout Options

When you insert an object, the layout options pop-up appears. This allows you to select how text will
wrap around the object.

LAYOUT OPTIONS %

Move with text G
Fix position on

page !

See more...

Live Layout View

Watch text wrap around object as you move or size the object.

Alignment Guides

Alignment guides help you align objects with other objects or text on a page.

This 1s the view from our condo in Kihei on the beautiful
island of Maui. If you get the chance to visit, take it!

Cloud Storage

Office 2013 is integrated with SkyDrive (consumer) and SkyDrive Pro (business). You can directly save
files to Microsoft's SkyDrive. Files, by default, are stored on SkyDrive so files can be accessed from any
internet-capable device. SkyDrive also provides backup.

Templates and Tools

There are many new templates that including a: Blog Post, Annual Report, Family Photo Calendar, Sports
Certificate, Wedding Invitation etc.
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Paste Preview

Paste Preview allows you to see how text will appear when pasted prior to actually pasting it.
1. Copy the desired text.
2. Click the down arrow on the bottom half of the Paste tool on the Home tab.

3. Hover over the different paste options to see how text would appear each that paste option.
When you have determined the best option, click on that option to paste.
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Improved Illustrating Capabilities

SmartArt

SmartArt provides templates such as lists, process diagrams, organization charts, and relational charts,
which makes them easy to create.

= Al
List

Process

Cycle

Hierarchy . - -
Relationship N -
Matrix = —

o HEE =

Pyramid

Basic Block List

Picture Use to show non-sequential or grouped

blocks of information. Maximizes both
horizontal and vertical display space for
shapes.

Office.com

@R @D o §

SmartArt Graphic Picture Layouts

SmartArt graphic picture layouts allow you to tell your story with photographs or other images. Just insert
your pictures in the SmartArt shapes of your picture layout diagram. Each shape also has a caption where
you can add descriptive text.

If you already have pictures in your document, you can quickly convert them to a SmartArt graphic, just
like you can with text.

All
List

Process

Cycle

Hierarchy -
Relationship
Matrix

Pyramid

Basic Block List

Picture Use to show non-sequential or grouped

blocks of information. Maximizes both
= horizontal and vertical display space for
= shapes.

s v

@EDRE R0 § D

Office.com

Create a SmartArt graphic by:

1. Insert the SmartArt graphic picture layout.
2. Add your photographs.
3.  Write descriptive text.
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Artistic Effects

With Word 2013, you can no apply sophisticated "artistic" effects to your picture to make the picture look
more like a sketch, drawing, or painting. It's an easy way to enhance your images without using additional
photo-editing programs.

Some of the 20 artistic effects include Pencil Sketch, Line Drawing, Watercolor Sponge, Mosaic Bubbles,
Glass, Pastels Smooth, Plastic Wrap, Photocopy, and Paint Strokes.

Picture Corrections

You can transform your images into compelling, vibrant visuals by fine-tuning the color intensity
(saturation) and color tone (temperature) of a picture. You can also adjust brightness, contrast, sharpness,
and blurriness, or you can recolor the picture to better match your document content and to make your
work pop.

Automatic Background Removal of Pictures

Another advanced picture editing option in Word 2013 is the ability to automatically remove unwanted
portions of a picture, such as the background, to highlight the subject of the picture or to remove
distracting detail.

Picture Compression and Cropping

Use the picture-editing tools to trim images and get just the look that you want. Now you have control of
the image quality and compression trade-offs so that you can make the right choice for the medium
(print, screen, or e-mail) that your document is used for.
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Formatting Themes

Themes are similar to styles, but they apply to an entire document. Themes include theme fonts, theme
colors and theme effects. If you format text or graphics manually they will not change as the theme
changes, but if you leave the formatting set to automatic then they will take on the appearance of the
new theme as the theme changes.

To see what themes can do, open a document that was created in Word 2013 and select Page Layout,
Themes. As you point to various themes you can watch the entire look of the document change thanks to
Live Preview. Notice there are three tools to the right of the Themes tool. From top to bottom they are:
Theme Colors, Theme Fonts, and Theme effects. You can change a Theme which would include all three
or select them individually using these tools.

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS

Aa| This Document

Themes

-

Built-In
TITLE Title Title TITLE Title Title Tithe
N aV HEALING 1
Search TITLE T e TITLE - . T

Theme Colors vs. Standard Colors Theme Fonts
Offi
Theme Colors Theme Colors: If you select a theme color, it - ot
e
H BN EE is a placeholder color that changes as you A Calibri Light
a -
change themes. If you select a Standard kalibri
Color, it will not change as Themes change. Office 2007-2010
A Cambria
/ a calitri
Ll I I | § | I I cambria (Headings) A Calibri
A Calibri
Standard Colors calibri (Bady) - a calibri
HE EEEEN ;;\n.-_.u |
%9 More Colors... Theme Fonts: Are a combination of 2 fonts: Aa Arirf
i a Heading Font and a Body Font. Applying a corbel
[ Gradient » . .
font with (Headings) or (Body) after the font A | Corbel
name will apply a font that will change when coreet
the Theme changes, otherwise the font will A i
stay the same. See examples to the right. 2 | candara
Franklin Gothic
A Franklin Gothic M...
a Franklin Gothic Book

Customize Fonts...
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Shape Styles

Styles are groups of formatting characteristics given a name. For instance the Heading 1 style we selected
from the Style gallery has the following formatting characteristics:

Font: +Headings, 14 pt, Bold, Font color: Custom Color(RGB(82,90,125)), Space Before:
24 pt, Keep with next, Keep lines together, Level 1, Style: Linked, Quick Style, Based on:
Normal, Following style: Normal

By selecting the Heading 1 style, you are applying all those characteristics at once.

Word has long had text styles, and now it also has Shape Styles. Shape styles include shape characteristics
like borders, shadows, tints and gradients and can be applied to almost any graphic object.

®  (Create an oval and add the Intense Effect — Blue-Gray, Accent 1. See shape below.

S —

1. Select Insert, Shapes. Click the Oval shape and with the mouse pointer looking like crosshairs
drag somewhere in your document to create an oval.

Q;I PE| ll &+ .’

Shapes SmartArt Chart Screenshot | Apps for
= i Office -

Re%ently Used %pes -
BENNO0OALLedG
IR YANE SR I+ s

Lines

SNSTLLTLRNGYS

Intense Effect - Blue-Gray, Accent 1

2. Double click the oval to display the Format tab under the Drawing tools group.
Scroll down the gallery of Shape Styles and click Intense Effect — Blue-Gray, Accent 1 to apply it.
If you point to the style it will give you a Live Preview of what the style will look like without
actually applying it. Preview some other styles and see how they would look.
E Shape Outline -

L\\} L¥ Shape Fffects -

Shape Styles Tu

-] £ ShapeFill -

4

4|

Accessibility Checker

Accessibility Checker helps identify and resolve accessibility issues in your documents, so that you can fix
any potential problems that might keep someone with a disability from accessing your content.

If your document has any accessibility issues, the Microsoft Office Backstage view displays an alert that
lets you review and repair any issues in your document, if necessary. You can see the alert by clicking the
File tab. Under Info, click Check for Issues, and then click Check Accessibility.
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Great Features in Word

Improved Version History

Now you can go to File, History to see a complete list of changes that have been made to your document
and to access earlier versions.

®  Open a Previous Version

1. Select the File, History.
The History pane appears to the right of the document.

2. Inthe History pane, select the version you want to restore.

Word 2016 Documentation - Word Sandy Rylander 2 - x
Info
New .
Word 2016 Documentation
Open OneDrive - Northwest Administratars Inc.
Save Protect Document Properties ~
Control what types of changes people can make to this decument Size P
Save As Protect
Bcument Pages 2
ey Words 3
Total Editing Time 490 Minutes
G ,ﬁ Inspect Document Title Add atitle
. h=a Before publishing this file, be aware that it contains: Tags Add atag
Share Check for
eckfo Comments Comments Add comments
Document properties and author's name
(T Content that people with disabilities are unable to read EE -
Close Last Modified Today, 10:40 AM
’_ﬁ Manage Document Created Yesterday, 6:38 AM
Q Check out document of recover unsaved changes. Last Printed
Account Manage N
D Today, 10:40 AM (autosave)
Options Related People

Author
Sandy Rylander

Add an author

Last Modified By -

Related Documents

&]Open File Location =

ia
10:41 AM
10/5/2016
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Research Topics

You can research a topic using Researcher in Word 2016. Researcher opens a pane on the right side of
the screen and allows you to find and add content and images to your document quickly. It also allows
you to easily create an outline and add citations. Researcher uses Bing as its search engine.

Document1 - Word

Insert Draw Design Layout References
—_— *r —
Add Text - 1 s Ma

AB b2l “
| Update Table A§ - LA style

Table of Insert Smart Researcher Insert
Contents - Footnote Lookup N Citation - 1\ Bibli
Table of Contents Footnotes . Research Citations & Bibl

®=  Research Roe v. Wade
1. Select Researcher from the References Tab on the Ribbon.

2. Type a search topic (i.e. row v. wade) in the search box and press Enter.

Researcher =X

row v. wade X l

You might want to try

Wind Power

Machu Picchu

Marie Curie

Leonardo da Vinci

Eiffel Tower

Powered by [» bing

3. Click one of the results in the results pane to see details.

Roe v. Wade

11 sources

Background, Before the
Supreme Court, Supreme .

Roe vs. Wade
4 sources
Plot, Cast, Production, Release
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4. Click the “+” to add the heading to your document at the insertion point if desired.

Researcher vooX

« | My Research L

Roe v. Wade

Overview Research Images

Roe v. Wade, 410 U.S. 113 (1973), is a landmark
decision by the United States Supreme Court
on the issue of abortion. It was decided
simultaneously with a companion case, Doe v.
Bolton. The Court ruled 7-2 that a right to
privacy under the Due Pr ...

en.wikipedia.org - Text under CC-BY-SA license

5. Select the Research tab to see sources. Hover over a resource and click the “+” to add a citation.
You can also select the Images tab to add Images to your document.

Researcher v X
& | MyResearch »

Roe v. Wade

Overview Research Images

11 sources Al -
Supreme Court decision Add citation °

The Abortion Papers (Op-Ed)

Website, www.washingtonpost.com, Michelma.

Supreme Court decision

Federal Jurisdiction
Book, Chemerinsky, Erwin, 2003, 132, Aspen Pu...

a. Hover over the Citation in the document and select the drop-down arrow to Edit the citation
or perform a variety of other functions.

Edit Citation ? X
Add
[# Edit Citation Pages: ]
Edit Source Suppress
Convert citation to static text [Jadthor [lyear [t
D' Update Citations and Bibliography | oK | | cancel |
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6. To add text and a cite, select the text and then choose Add or Add and Cite from the pop up

menu.
Researcher v X
&~ | My Research p

en.wikipedia.org - Text under CC-BY-5A license

Roe v. Wade, 410 U.S. 113
(1973), is a landmark
decision by the United
States Supreme Court on
he issue of abortion. It
as decided simultaneously with a companion
case, Doe v. Bolton. The Court ruled 7-2 that
a right to privacy under the Due Process
Clause of the 14th Amendment extended to a
oman's decision to have an abortion, but
hat this right must be balanced against the
state's two legitimate interests in regulating
abortions: protecting women's health and
protecting the potentiality of human life.
Arguing that these state interests became
stronger over the course of a pregnancy, the
Court resolved this balancing test by tying
state regulation of abortion to the third

Add
Add and Cite

Start date 1971 (1971)
End date 1973 (1973)

v

Researcher can also create an outline for your document once you have chosen your resources.

7. After researching topics, you will find an “Insert all topics” button appear toward the top of the
Researcher pane. Click to Insert Headings for each of the topics. This starts your outline.
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NOTE: Publishing to Docs.com feature is only available if you have an ,and is
currently only available to

Docs.com lets you showcase Office documents in their original formatting and track their usage with free
analytics. Choose File> Publish > Publish to Docs.com and then set the visibility options. When you
choose Upload, your web browser will open with the workbook on Docs.com. To learn more about what
you can do on Docs.com, see

Enhanced collaboration

Collaboration is getting better in Word 2016. You can still share your Word document with others and

work together in real time using . Now when you open your shared document, at a
glance you can see who is working within the document and where. You can chat with collaborators in
real time by using , and can view document activity, all from the top-right corner on the
ribbon.

Bonnie Kearney

=E G

ﬂ AaBbCt AaBbCcD:

le Subtitle  Subtle Em... =

A2 Find -
EE; Replace
[} Select -

a Editing M

4

Choose a thumbnail picture of a person to begin an IM conversation by using Skype for Business or open
their contact card information. Choose the Skype for Business button to start a group chat with everybody
working in the document.

Document activity

The new Activity pane lets you see the complete list of changes made so far, and gives you access to the
earlier versions. Choose Activity

on the ribbon to see the Activity pane.
Comments

Now with one click of

on the ribbon you can make or view comments in your document. With enhanced collaboration, it's
easier to reply to or resolve comments and mark them as complete.

January 2016

Black Theme
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The highest-contrast Office theme yet has arrived. To change your Office theme, go to File > Account, and
then click the drop down menu next to Office Theme. The theme you choose will be applied across all
your Office apps. To learn more about Office themes, see

November 2015
Do things quickly with Tell Me

You'll notice a text box on the ribbon in Word 2016 that says Tell me what you want to do. This is a text
field where you can enter words and phrases about what you want to do next and quickly get to features
you want to use or actions you want to perform. You can also use Tell Me to find help about what you're
looking for, or to use Smart Lookup to research or define the term you entered.

Work together in real time

If you store your document online at OneDrive or SharePoint, and then share it with colleagues who use
Word 2016 or Word Online, you can see each other's changes to the document as they happen. After you
save the document online, click Share to generate a link or an email invitation. When your teammates
open the document and agree to automatically share changes, you'll see their work in real time.

Share v X
Invite people
rifeglen@gmail.com u
Canedit ~

Hi Glen, let's start working on this.

Share
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Bonnie Kearney

Other people are editing this document. >

Do you want to automatically share changes as they happen?

P .

= -

Don't ask me again

Yes Mo

To learn how to collaborate in Word 2016, see Collaborate on Word documents with real-time co-
authoring.

Insights into what you're working on

Smart Lookup, powered by Bing, brings research directly into your Word 2016. When you select a word or

phrase, right-click it, and choose Smart Lookup, the Insights pane opens with definitions, Wiki articles, and
top related searches from the web.
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Insights TR

Explore Define

Natural
Environment

Sustainability
) I : ee*&:&&g

(,O

Sustainability

In ecology, sustainability is how biological
systems remain diverse and productive.
Long-lived and healthy wetlands and
forests are examples of sustainable
biological systems. In more general terms...

Text under CC-8Y-5SA license

g

n.wikipedis.org

More

Explore with Wikipedia

Sustainability - Wikipedi...
In ecology, sustainability is the
capacity to endure; it is how ...

Sustainable developmen...
Sustainable development Vv
(SD) ... The study, interpretin...

Ink equations

Including math equations has gotten much easier. Now you can go to Insert > Equation > Ink Equation any
time you want to include a complex math equation in your document. If you have a touch device, you can
use your finger or a touch stylus to write math equations by hand, and Word 2016 will convert it to text.
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(If you don't have a touch device, you can use a mouse to write, too). You can also erase, select, and
correct what you've written as you go.

A 4 A EEignatureLine g 7‘[ Q
-_ F;'g.DateBtTime _
Text Quick WordArt Drop _ Equation|Symbeol
Box~ Parts~ - Cap ~ [ Object - - -
Text Symbaols
= X

Preview here

/ v S X

Write Erase Select and Correct  Clear

Cancel Insert

Improved version history

Now you can go to File > History to see a complete list of changes that have been made to your document
and to access earlier versions.

Simpler sharing

Click Share to share your document with others on SharePoint, OneDrive, or OneDrive for Business, or to
send a PDF or copy as an email attachment, directly from Word.
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Share [ @

L Find -

N ;. Replace

bCcDa AaBbCcDa

e Em... Emphasis
Select -

For the details, see
Faster shape formatting

When you insert shapes from the Shapes gallery, you can choose from a collection of preset fills as well as
theme colors to quickly get the look you want.

From <

Edit PDFs

Word 2013 includes a PDF editor. You can open your PDFs directly in a Word and edit them. Simply open
the PDF and confirm that you wish to convert it to a Word document.

Navigation Pane

The Navigation pane provides three great views: Headings View, Pages View, and the Results View, to
help you organize and navigate your documents quickly. These three views are accessed by tabs at the
top of the pane.

Headings View: allows you to browse headings in your document. Each heading is indented according to
the heading level it was assigned with Word’s built-in heading levels 1-9. You can quickly see and change
the organization of your document. If you want to go to a heading in your document, simply click on the
heading in the navigation pane. To change the organization of the document, simply drag the heading in
the pane and drop it where you want it moved and it will move the text in the document. You can also
collapse and expand the view of subheadings by clicking on the arrows to the left of the heading names.

Pages View: allows you to quickly browse through your document using thumbnail views of pages and
then navigate to a page by clicking on it.

Results View: is a search results tab that displays snippets of all text found in your document using the
search tool at the top of the Navigation pane. Again, you click on a snippet to access it in your document.
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Close the Navigation pane by clicking the X in the top right corner of the Navigation pane or clear the
check in the View, Navigation Pane box.

Navigation Pane - Working with Headings

Headings View Thumbnail Page View Search Result/Phrase View

:[]Search document pel 'L H’ealch docurment Felns

Version 10072016_0645
© Rylander Consulting



N Office 2016

Right click a heading on the first tab to display a menu of options available for that heading.

Navigation X Click Arrow to expand or collapse a heading family
Search document FelRd ¢
4 Document Mavigation Pane
HEADINGS | PAGES | RESULTS
4 Mavigation Pane i X
File, Info Tab L 5 Click on heading to go to that
b [ File, Open 1= I Navigation Pane — Working w... <+ heading in the document
\—T%e Promot S :
File, News fomete Navigation Pane Functions
File, Save A = Demote L )
) Navigation Search Options
File, Print T New Heading Before
il Share’ ey Hesding After Improved Collaboration Drag a heading to a new location
File. Bsport 1., subheading 4 Screen Capture Tool <— to move a heading section to a
File, Optior . .
i Delete e new location in your document.

Select Heading and Content

4 The Quick Act

Customize &
The Mini Tool 1=

Print Heading and Content
Expand All

Lollapse All

Key Tips =
= Show Heading Levels »
4 Navigation Pa... .
Mavigation Pane - Working...
Mavigation Pane Functions
Mavigation Search Options

Improved Collaboration

Navigation Pane Functions

Move between headings by clicking on them in the Navigation Pane.
Collapse outline levels to hide nested headings.
Type text into the search box to find text, tables, graphics etc. instantly.

Drag and drop headings within your document to rearrange the structure. You can also delete, cut, or
copy headings and their content.

Easily promote or demote a heading, or a heading and all of its nested headings.

Add new headings to the document to build a basic outline or insert new headings without having to
scroll in the document.

Stay aware of the content being edited by others by browsing the headings that contain a co-
authoring indicator.

See thumbnails of all the pages in your document and click on them to move through your document.

Navigation Search Options

Navigation S
Search document J:} - )
Qptions...
HEADINGS PAGES RESULTS
Advanced Find...
File, Info Tab 2L Replace..
I File, Open Tab > GoTo.
File, Mew Tak
. Find:
File, Save As Tab L_'
Graphics
File, Print Tab L Vraphie
File, Share Tab B Tables
File, Export Tab T Equations
File, Options Tab, 5ave - 53 ap' Footnotes/Endnotes
Help [ Coemments b
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Use the Navigation Pane to Browse or Find Objects

Use the Select Browse Object to browse through your document and find all graphics, footnotes, tables
etc. The Select Browse object tool is located at the bottom of the horizontal scroll bar. Once you have

selected the object you want to browse, you actually browse by clicking the double up or double down
arrows.

. . L
Navigation =
Find phics X - B

s
Result 163 of 671 Options...

HEADINGS | PAGES | Resuts i Advanced Find..

23 Replace..,

2 GoTo. <4— GoTo...
Find:

Protected View
Building Blocks/Quick Parts
4 Improved lllustrating Capabiliti
SmartArt L2 Graphics <4——  Select Object
SmartArt graphic picture lay BB Tables

Artistic effects T Equations
Picture corrections

AB
Automatic background remc

Footnotes/Endnotes

Comments »
Picture compression and crop... —
Formatting Themes <+ Headings containing objects turn
Shape Styles . yellow

Expand or Collapse Outline Levels

Collapse or expand outline levels in a document by clicking the arrow to the left of any heading style. Put
summaries in headings and let readers open desired sections.

1. Click a triangle to collapse the body text and subheadings below.

Add On-line Videos

by

2. Inthe Insert Video window, search for videos on Bing, YouTube, etc. or insert a video's embed
code.

Click Insert, Online Video.

3. Select the video desired by clicking Insert.

Tip! On atouch device, you must tap a heading to display the triangle.
2. Click the triangle again to expand that part of the document.
Collapse or expand all the headings in a document.

1. Right-click any heading and select Expand All Headings or Collapse All Headings.
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T Exercise
:I [}
When T PasteOptions: ¢ |4 aw B | . [ you close and reopen a document, the headings will be
-
O ot 3 expanded by default.
Expand/Collapse »
A Font.. Collapse Heading ' Change default of displaying an outline level to
=q  Paragraph... 1= Expand All Headings CO"apsed by default.
E Define = Collapse All Headings [}
Synonyms ’ . 1. Place your cursor in the heading.
B o-authoring.
5 Tranglate ed by multiple people at the sam
@ Search with Bing . 2. Onthe Home tab, in the Paragraph group, click the
@ Hyperlink... dialog box launcher.

=ditor. You can open your PDFs

I # Mew Comment

U ULCIIT Y IuCUs

GE LAYOUT REFERENCES MAILINGS REVIEW

3. Inthe Paragraph dialog box, click the checkbox next to Collapsed by default. Click Ok.

Paragraph

Indents and Spacing ‘ Line and Page Breaks

General
Alignment: | Left [

QOutline level:  Level 1

Indentation

Find, Advanced Find and Replace

Find now displays the search tab on the Navigation pane to find text. Advanced find or replace will
replace text, formatting, non-printing characters (i.e. paragraph breaks, tabs etc.). You can use the
Binocular tool on the right side of the Home tab to select Find, Advanced Find or Replace.

- Find Replace GoTo
i Find [}
o . Find what: move or &
H Eind Options: Search Down
# Advanced Find.. Replace with: v
=2 GoTo..
ore »> o Feplace a1 ance

Find - Navigation Pane Search

When you select find on the Home tab, the Navigation Pane Results tab is displayed. Type the text you
want to find in the text box at the top of the pane. When done with the search, click the “x” on the right
side of the search text box. Notice that snippets of the found text appear in the Navigation pane and each
occurrence of find is highlighted in yellow in the document. Click the Up or Down Arrow to search
forward or backward or click on a snippet to move to that part of the document.
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. . N IR I A A AR - TR AR A A Ay
Navigation Y m
: « Find---Navigation-Pane-Search{
find x - . When-you-select-find-on-the-Home-tab, the-Navigation-Pane-search-tab-is-displayed.-Type-the-text-you-
Result 26 of 79 1~ . want-tofind-in-the-text-box-at-the-top-of the-pane.-When-done-with-the-search,-click-the-“x"-on-the-right-
- side-of-the-search-text-box.-:Notice-thatsnippets-of- the-found-text-appear-in-the:-Navigation-pane-and-each:
HEADINGS | PAGES | RESULTS occurrence-of-find-is-highlighted-in-yellow-in-the-document.§
Find, Advanced Find and Replace 1 -+ 1
: .Advancedﬂ
Find, Advanced Find and Replace 1 B Advanced-Find-is-on-the-Find-drop-down-on-the-Home-tab.--Advanced-Find-displays-the-Find-and-Replace-
- dialog-box.
Find — Navigation Pane Search 1 - @]
- Fmd-h
N '# Eind
Advanced Find 1 . # Advanced Find..
- | = GoTe.. 0

Find Each Occurrence Individually 1 » Find-Each-Occurrence-IndividuallyY
- Find-—goes-to-each-occurrence-one-at-a-time-as-you-click-Find-Next. 1

Some people like this new look while -

others find it annoying. To stop the . 1.+ Select-Home,Find-or-press-Ctrl-+F-to-display-the-Find-and-Replace-dialog-box.{

Advanced Find

Advanced Find is on the Find drop-down on the Home tab. Advanced Find displays the Find and Replace
dialog box.

dHh Find [y
# Find
IHJ Advanced Find...
=2 GoTo..

Find Each Occurrence Individually

Find — goes to each occurrence one at a time as you click Find Next.

1. Select Home, Find or press Ctrl + F to display the Find and Replace dialog box.
2. Type the desired text in the Find What dialog box and click Find Next.

3. Continue until you find the text you want.

Highlight All Instances of Found Text

Highlight All — highlight all occurrences in the desired location at once. You then scroll through your
document to view all the selected text.

1. Click Find in and select Main Document or any of the other options desired.

Reading Highlight ~ Eind Next Cancel

Main Document h‘

Headers and Footers

Text Boxes in Main Document
Highlight All Instances of Found Text

Highlight All — highlights all occurrences in the desired location at once. You then scroll through your
document to view all the highlighted text.

1. Click Reading Highlight and select Highlight All.
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' Reading Highlight ~ |\
Highlight All

2. After you have finished examining all the instances found, remove highlighting by selecting
Reading Highlight and Clear Highlighting.
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Match Case

Office 2016 N

Click More to see more options:

More Options ‘

Only finds text typed in the same case as what is typed in the Find
What box (i.e. Word will not find word).

Find Whole Words Only

Find only the word (i.e. the will not find other).

Use Wildcards

You can use wildcards in the search to find any character:
A? —any character
At — any digit
AS —any letter

Sounds Like

Finds words that are pronounced the same way (i.e. Cathy and Kathy)

Find All Word Forms

Finds words that are not spelled the same (i.e. is will find are, am,
was, were and be)

Match Prefix

Finds string only at the beginning of a word.

Match Suffix

Finds string only at the end of a word.

Ignore Punctuation Characters

Ignores punctuation (i.e. Home Find would also find Home, Find) — be
sure to search for the words without punctuation (i.e. Home Find)!!

Ignore White-Space Characters

Ignores white space in the search (i.e. AnnieLee and would also find
Annie Lee) — be sure to search for the words without white space (i.e.
AnnielLee)!

Format

Font, Paragraph, Tabs, Language, Frame, Style and Highlight

Special

Special Characters — (i.e. Paragraph Marks, Tab Character etc.)

Find Replace

GoTo

Find what: |ﬁnd

Options: Search Down

Search Options

Search; m

D Match case

D Find whole words only

D Use wildcards

I:‘ Sounds like (English)

I:‘ Find all word forms (English)

‘ ‘ Find Mext

| Reading Highlight = | ‘ Find In+

|:| Match prefix
|:| Match suffix

[l Ignore punctuation characters

[l Ignore white-space characters

No Formatting
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Replace

Replace can find and replace text, formatting, codes etc. Be very careful when using Replace All,
however. You can get unexpected results (i.e. if you replace “the” with “an” you may find other replaced
with oanr)!

Find Replace |_§0To |

Findwhat:  |Werd

Options: Search Down

Replace with: |Exce|

Replace | | Replaceﬂll| | Find Mext | | Cancel |

Search Options

Search;

[ Match case [ Match prefix

|:| Find whole waords only |:| Match suffix

Dgsewildcards

D Sounds like ([English) D Ignore punctuation characters
|:| Find all word forms (English) |:| lgnore white-space characters

Replace

| Format = | | Special = | Mo Formatting

4. Select Home, Replace or press Ctrl + H to display the Find and Replace dialog box.

5. Type the desired text in the Find What and the Replace With boxes and click Find Next to find
the first occurrence of the text.

6. Either click Replace to replace the text or Find Next to skip that instance.
7. Continue until you find and replace the desired text.

8. More — Definitions of options available when selecting the More button are on page 54.

Some Favorite Caret Codes for Special Characters

\ Code \ Where Available
Paragraph Mark p Find What/Replace With
Tab Character At Find What/Replace With
White space Aw Find What
Manual line break A Find What/Replace With
Manual page break m Find What/Replace With
Section break b Find What
Section Symbol (§) A% Find What/Replace With
Paragraph Symbol (1)) Av Find What/Replace With
Clipboard Contents ** Ac Replace With
Graphic g Find What
** Not on menu, but very helpful!
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Inserting Rows and Columns in Tables Tool

_
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