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Create and Manage Documents

Create a Document

This objective may include but is not limited to: 
· Creating new blank documents
· File tab  New or CTRL + N
· Creating new documents using templates
· File tab  New  Click on a template  Click a suggested search term  Enter a custom search term
· Importing files
· File tab  Open  Click Computer (or OneDrive)  Click Browse  Choose a file type  Find the file  Word will import the file
· Opening non-native files directly in Word
· File tab  Open  Click Computer (or OneDrive)  Click Browse  Choose a file type  Find the file  Word will open the file
· Opening a PDF in Word for editing
· File tab  Open  Click Computer (or OneDrive)  Click Browse  Choose a file type  Find the file  Word will open the file

Navigate Through a Document

This objective may include but is not limited to: 
· Searching for text within document
· Home tab  Editing group  Find
· Click drop down arrow for Advanced Find
· Inserting hyperlinks
· Select text  Insert tab  Links group  Hyperlink
· Select option on left  Enter URL or choose file  Set other options  OK
· Creating bookmarks
· Select text  Insert tab  Links group  Bookmark
· Enter bookmark name  Click Add
· Using Go To
· Home tab  Editing group  drop down arrow on Find  Go To
· Select option on left, such as Page  Enter page number  Click Go To

Format a Document

This objective may include but is not limited to: 
· Modifying page setup
· Page Layout tab  Page Setup group
· Review all buttons
· Dialog Box Launcher button to open Page Setup dialog box
· Changing document themes
· Design tab  Document Formatting group  Themes
· Notice the colors and fonts also available
· Set as Default button
· Changing document style sets
· Design tab  Document Formatting group  Style Set More button
· Inserting simple headers and footers
· Insert tab  Header & Footer group
· Select a header design or create your own by clicking Edit Header
· This also applies to footers
· Inserting watermarks
· Design tab  Page Background group  Watermark
· Select one or click Custom Watermark
· Set picture or text options
· Inserting page numbers
· Insert tab  Header and Footer group  Page Number
· Choose location, set custom options if necessary

Customize Options and Views for Documents

This objective may include but is not limited to: 
· Changing document views
· Right portion of Status Bar
· View tab  Views group
· Also notice Show group
· Using zoom
· Right portion of Status Bar
· View tab  Zoom group
· Customizing the Quick Access toolbar
· Drop down arrow on Quick Access toolbar  More Commands
· Choose commands from  All Commands
· Customizing the Ribbon
· File tab  Options  Customize Ribbon
· Turn on Developer tab
· Add new tab and new group
· Splitting the window
· View tab  Windows group  Split
· Adding values to document properties
· File tab  Properties  Advanced Properties
· Using Show/Hide
· Home tab  Paragraph group  Show/Hide button
· Recording simple macros
· Carefully plan the steps  PRACTICE!
· Developer tab  Code group  Record Macro  Enter name  OK  Record steps  Click Stop in Status Bar
· Access macro from Developer tab
· Assigning shortcut keys
· File tab  Options  Customize Ribbon  Customize button  Macros  Macro category  Select macro  Press keys  Assign
· Managing macro security
· Developer tab  Code group  Macro Security
· Review all Trust Center settings

Configure Documents to Print or Save

This objective may include but is not limited to: 
· Configuring documents to print
· File tab  Print  Review all Settings
· Saving documents in alternate file formats
· File tab  Export  Create PDF/XPS Document  Create
· File tab  Export  Change File Type  Choose file type  Save As
· Printing document sections
· File tab  Print  Pages box: s1 (for section 1)
· More information  http://support.microsoft.com/kb/826218
· Saving files to remote locations
· File tab  Save As  SkyDrive  Sign in if necessary  Browse  Select folder  Enter file name  Save
· Protecting documents with passwords
· File tab  Info  Encrypt with Password
· File tab  Save As  Select location / Browse  Tools  General Options  Enter password settings  OK
· Setting print scaling
· File tab  Print  Bottom option under Settings  Scale to paper size  Select option  Print
· Maintaining backward compatibility
· File tab  Save As  Select location / Browse  Check Maintain compatibility with previous versions of Word  OK
· File tab  Export  Change File Type  Choose file type  Save As


Format Text, Paragraphs, and Sections

Insert Text and Paragraphs

This objective may include but is not limited to: 
· Appending text to documents
· Insert tab  Text group  drop down arrow on Object  Text from file  Select file  Insert
· Finding and replacing text
· Home tab  Editing group  Replace
· Enter word  Replace All (Find Next to replace individual instances of word)
· More button for additional options including replacing special characters and formatting
· Copying and pasting text
· Select text  Home tab  Clipboard group  Copy
· Find location  Paste button
· Review Paste Special options
· Dialog Box Launcher button to manage pasting multiple strings of text
· Inserting text via AutoCorrect
· teh becomes the
· File tab  Options  Proofing  AutoCorrect Options  AutoCorrect tab
· Removing blank paragraphs
· Home tab  Paragraph group  Show/Hide  Select extra paragraphs  press Delete or Backspace
· Inserting built-in fields
· Insert tab  Text group  Quick Parts  Field
· Choose field  Set properties  Set options (if necessary)  OK
· Inserting special characters
· Position cursor at appropriate place in document
· Insert tab  Symbols group  Symbol  More Symbols
· Locate symbol on Symbols or Special Characters tab  Insert

Format Text and Paragraphs

This objective may include but is not limited to: 
· Changing font attributes
· Home tab  Font group  Set options
· Dialog Box Launcher button for additional options
· Using Find and Replace to format text
· Home tab  Editing group  Replace
· More button for additional options including replacing special characters and formatting
· Using Format Painter
· Select text  Home tab  Clipboard group  Click Format Painter
· Double click Format Painter to use multiple times  Press Esc to disable it
· Setting paragraph spacing
· Home tab  Paragraph group  Line and Paragraph Spacing button
· Home tab  Paragraph group  Dialog Box Launcher button
· Page Layout tab  Paragraph group
· Setting line spacing
· Home tab  Paragraph group  Line and Paragraph Spacing button
· Home tab  Paragraph group  Dialog Box Launcher button
· Clearing existing formatting
· Select text  Home tab  Font group  Clear All Formatting button
· Setting indentation
· Home tab  Paragraph group  Indent buttons
· Home tab  Paragraph group  Dialog Box Launcher button
· Highlighting text selections
· Select text  Home tab  Font group  Text Highlight Color button
· Adding styles to text
· Select text  Home tab  Styles group  Choose style
· Changing text to WordArt
· Select text  Insert tab  Text group  WordArt  Select one
· Modifying existing style attributes
· Home tab  Styles group  Right click style  Change options  OK

Order and Group Text and Paragraphs

This objective may include but is not limited to: 
· Preventing paragraph orphans
· Page Layout tab  Paragraph group  Dialog Box Launcher button  Line and Page Breaks tab  Set pagination options  OK
· Inserting breaks to create sections
· Page Layout tab  Page Setup group  Breaks button
· Creating multiple columns within sections
· Select text for columns  Page Layout tab  Page Setup group  Columns button
· Adding titles to sections
· Create all section breaks
· Insert tab  Header & Footer group  Edit header or footer  Enter Section 1 title  Scroll to Section 2  Do NOT “Link to Previous”  Enter Section 2 title  Repeat for all sections
· Forcing page breaks
· Page Layout tab  Page Setup group  Breaks button


Create Tables and Lists

Create a Table

This objective may include but is not limited to: 
· Converting text to tables
· Select text  Insert tab  Tables group  Table button  Convert Text to Table
· Converting tables to text
· Select table  Table Tools: Layout tab  Data group  Convert to Text
· Defining table dimensions
· Insert tab  Tables group  Table button  Insert table  Enter dimensions
· Select table  Table Tools: Layout tab  Table group  Properties  Table tab  Change width of table
· Setting AutoFit options
· Select table  Table Tools: Layout tab  Cell Size group  AutoFit button options
· Using Quick Tables
· Insert tab  Tables group  Table button  Quick Tables  Select one
· Establishing titles
· Select table  Table Tools: Layout tab  Table group  Properties  Alt Text tab  Enter title and description

Modify a Table

This objective may include but is not limited to: 
· Applying styles to tables
· Select table  Table Tools: Design tab  Table Styles group  Select style
· Modifying fonts within tables
· Select table  Table Tools: Design tab  Table Styles group  Modify table style
· Select cells in table  Home tab  Font group
· Sorting table data
· Select column in table  Table Tools: Layout tab  Data group  Sort
· Configuring cell margins
· Select table (or group of cells)  Table Tools: Layout tab  Table group  Properties  Table tab  Options  Set cell margins  OK
· Using formulas
· Select appropriate cell in table  Table Tools: Layout tab  Data group  Formula  Set options  OK
· Modifying table dimensions
· Select column or row in table  Table Tools: Layout tab  Rows & Columns group
· Merging cells
· Select cells to merge  Table Tools: Layout tab  Merge group  Merge Cells

Create and Modify a List

This objective may include but is not limited to: 
· Adding numbering or bullets
· Home tab  Paragraph group  Bullets, Numbering, or Multilevel List
· Creating custom bullets
· Home tab  Paragraph group  drop down arrow on Bullets button  Define new bullet  Select character  OK
· Modifying list indentation
· Select items in list  Home tab  Paragraph group  Dialog box launcher  Adjust indentation  OK
· Modifying line spacing
· Select items in list  Home tab  Paragraph group  Dialog box launcher  Adjust spacing  OK
· Increasing and decreasing list levels
· Select items in list  Home tab  Paragraph group  Decrease Indent or Increase Indent button
· Modifying numbering
· Select items in list  Home tab  Paragraph group  drop down arrow on Numbering button  Select one


Apply References

Create Endnotes, Footnotes, and Citations

This objective may include but is not limited to: 
· NOTE:  For the sake of brevity, this review will NOT include how to properly set up endnotes and footnotes for certain styles.  If you need assistance with that, please consult a website such as The Perdue Online Writing Lab (OWL) at http://owl.english.purdue.edu/.
· Inserting endnotes
· References tab  Footnotes group  Insert Endnote
· Managing footnote locations
· Position cursor  References tab  Footnotes group  Insert Footnote  Footnotes group Dialog Box Launcher button  Set options  Apply
· Configuring endnote formats
· Select endnote  References tab  Footnotes group Dialog Box Launcher button  Set options  Apply
· Modifying footnote numbering
· Select footnote  References tab  Footnotes group Dialog Box Launcher button  Set options  Apply
· Inserting citation placeholders
· References tab  Citations & Bibliography group  Insert Citation button  Add New Placeholder  Enter a name  OK
· Inserting citations
· References tab  Citations & Bibliography group  Select appropriate style  Insert Citation button  Add New Source  Select type  Enter information  OK
· Inserting bibliography
· May want to insert page break at end of document
· References tab  Citations & Bibliography group  Select one
· Changing citation styles
· References tab  Citations & Bibliography group  Select appropriate style

Create Captions

This objective may include but is not limited to: 
· Adding captions
· Select object  References tab  Captions group  Insert Caption
· Setting caption positions, changing caption formats, changing caption labels, excluding labels from captions
· Select object  References tab  Captions group  Insert Caption


Insert and Format Objects

Insert and Format Building Blocks

This objective may include but is not limited to: 
· Inserting Quick Parts
· Insert tab  Text group  Quick Parts  Select one
· Inserting textboxes
· Insert tab  Text group  Text Box  Choose one from gallery or draw one
· Utilizing Building Blocks Organizer
· Insert tab  Text group  Quick Parts  Building Blocks Organizer  Choose one  Insert
· Customizing building blocks
· Insert tab  Text group  Quick Parts  Building Blocks Organizer  Choose one  Edit Properties  OK  Close
· Location:  C:\Users\%username%\AppData\Roaming\Microsoft\Document Building Blocks\1033\15
· Insert one to customize  Make adjustments  Select it  Insert  Quick Parts  Save Selection to Quick Part Gallery  Fill out properties  OK
[image: ]
· When you close Word, you will be prompted to save changes to Building Blocks.dotx and Built-in Building Blocks.dotx.

Insert and Format Shapes and SmartArt

This objective may include but is not limited to: 
· Inserting simple shapes
· Insert tab  Illustrations group  Shape button  Select shape  Click once in the document to insert a shape (or click and drag to draw a shape of desired size).
· Inserting SmartArt
· Insert tab  Illustrations group  SmartArt button  Select category  Select graphic  OK
· Modifying SmartArt properties (color, size, shape)
· Select SmartArt  SmartArt Tools: Design tab  SmartArt Styles group  Change Colors  Select color theme
· Select SmartArt  SmartArt Tools: Format tab  Size group  Change dimensions
· Select SmartArt  SmartArt Tools: Design tab  Layouts group  More button  More Layouts  Choose desired layout
· Wrapping text around shapes
· Select shape  Drawing Tools: Format tab  Arrange group  Wrap Text  Select one or click More Layout Options
· Positioning shapes
· Drag shape to desired location
· Select shape  Drawing Tools: Format tab  Arrange group  Position  Select one or click More Layout Options

Insert and Format Images

This objective may include but is not limited to: 
· Inserting images
· Insert tab  Illustrations group  Pictures or Online Pictures  Find one  Insert it
· Applying artistic effects
· Select picture  Picture Tools: Format tab  Adjust group  Artistic Effects  Select one or click Artistic Effects Options
· Applying picture effects
· Select picture  Picture Tools: Format tab  Picture Styles group  Picture Effects  Make selection
· Modifying image properties (color, size, shape)
· Select picture  Picture Tools: Format tab  Adjust group  Color  Choose one
· Select picture  Picture Tools: Format tab  Size group  Change Height and Width
· Select picture  Picture Tools: Format tab  Size group  Drop down arrow on Crop  Crop to Shape  Choose shape
· Adding Quick Styles to images
· Select picture  Picture Tools: Format tab  Picture Styles group  More button  Select Quick Style
· Wrapping text around images
· Same procedure used for shapes   Picture Tools: Format tab  Arrange group
· Positioning images
· Same procedure used for shapes   Picture Tools: Format tab  Arrange group
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