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(o) Create and manage documents
Create a document

« Creating new blank documents, reating new documents using templates, importing files, opening non-native fies directly in
Word, apening 2 PDF in Wor for eciting

Navigate through a document
« Searching for text within document, inserting hyperlnks, creating bookmarks, using Go To
Format a document

« Modifying page setup, changing document themes, changing document style sets, inserting simple headers and footers,
inserting watermarks, inserting page numbers

Customize options and views for documents

+ Changing document views, using zo0m, customizing the quick access toolbar, customizing the ribbon, splitting the window,
adding values to document properties, using show/hide, recording simple macros, assigning shortcut keys, managing macro
security

Configure documents to print or save.

« Configuring documents to print, saving documents n alterate fle formats, printing document sections, saving fles to
remote locations, protecting documents with passwords, setting print scaling, maintaining backvard compatibility

Preparation resources
Basic tasks in Word 2013

Create your first Word 2013 document (training)

Move around in a document using the navigation pane

© Fommattext paragraphs,and sections
Insrt test an paragraphs

« Appending text to documents, finding and replacing text, copying and pasting text, inserting text via AutoCorrect, removing
blank paragraphs, inserting built-in fields,inserting special characters

Format text and paragraphs

+ Changing font attributes, using find and replace to format text, using format painter, setting paragraph spacing, setting line:
spacing, clearing existing formatting, setting indentation, highlighting text selections, adding styles to text, changing text to
WordArt, modifying existing style attributes.

Order and group text and paragraphs

« Preventing paragraph orphans, inserting breaks to create sections, creating multple columns within sections, adding ites to.
sections, forcing page breaks

Preparation resources
Insert fields
Copy formatting using the format painter

Add a page bresk
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©  Creste tables ana s
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+ Converting ext o ables,converting tabls o text, defning table imensions, secing AUtoFY opsons, sing auick ables.
estabisring ttes

Moditya tble

« Appiing syes t tables, maiing fons wienin tables,soing table dta, configuring cell margis,using formulas,
mexiting table dimensions. merging cels

Crase snc mosity st
« Ading numibering or bulles, creating custom bulles, moditying st ndertation, modiying e spacing. ncreasing and
ecreasing st el mocifing rumbering
Preparation resources
stz asle
Comerttens o 3 tabe or s able o et

Change buletsle

O sontystrnces
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« Inserting encnores, manging ootmote locations, coniguing endnote formats, modiing fostncte numbering. nserting
ciation placeholders insaing iations, insering bibiography,changing citston ses

Creste captions.
+ Acdting captions seting caption positions,changing caption formats, changing capion lbels,excluding zbels rom
captions.

Preparation esources
e

Creste 3 bintography.

Add captons n Word
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« Inserting simple shapes, inserting SmartAr, modiying SmariAr properces(colo, iz, shape), rappingtext around shapss.
posiining shapes.

Insart snt ormatimges
o Inserting images, applying ariscc efects, 3ppying picture ffecs, meditying mage propertes coor sz shape). adding
ik styes to images wrapping text around images, postioning mages
Preparation esources
ik pars
Change the colorof 3 shape.shape border, o enie SmartAr graphic

Move pcures or ipart




