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Introduction

Welcome toWord: Intermediate! If you’ve completed the Fundamentals class, or if

you’re already comfortable with the basics, this class is the perfect next step.

In this course, we’ll explore tools that help your documents look more professional

and polished. You’ll learn how to adjust margins, apply themes and styles, create

columns, add hyperlinks, and work with text boxes and tables. These are the kinds

of features that give your work structure, clarity, and style.

Don’t worry if this sounds a little more advanced—I’ll guide you through each

step, just like before. Whether you’re creating a letter, flyer, report, or newsletter,

these new skills will help bring your ideas to life.

What You Need

Before we begin, make sure you have:

• Completed Word Fundamentals or equivalent experience

• Access to Microsoft Word (2019 or Office 365 preferred)

• Student files folder from your instructor

• About 2-3 hours to work through all activities

Learning Goals

By the end of this session, you will:

• Apply professional formatting using margins, themes, and styles

• Create structured layouts with columns and text boxes

• Build and format tables to organize information clearly

• Add hyperlinks and visual elements to enhance documents

• Use review tools to track changes and clean up documents

• Save and share documents in various formats

Let’s dive in and take your Word skills to the next level!

Module 1: Advanced Formatting and Document Structure

This first module builds on your basic Word skills by introducing features that give

your documents more polish and organization. You’ll learn how to fine-tune your

margins, use AutoCorrect and Quick Parts to save time, and apply themes and styles
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to give your documents a consistent and professional look. These tools are especially

useful when you’re working on longer or more formal pieces.

Activity 1.1: Start Word

File Step 1: Getting Your Document Ready

1. Click in the Windows search bar at the bottom of the screen

2. Type word

3. When the search dialog appears, click theWord app link

4. Click Open

5. Navigate to the Student Files folder and click Charleston02

6. Click File → Save As → Browse

7. Navigate to the Student Files folder and save it as Charleston-Int

8. Click Save

COG Step 2: Turn on Line Numbers (if needed)

1. Click Layout → Page Setup → Line Numbers

2. Choose Continuous to have line numbers on every line

Activity 1.2: Exploring Margins

Different margin settings can dramatically change how your document looks

and feels. Let’s explore the options Word provides.

1. Press [Ctrl] + [Home] to go to the start of the document

2. Click Layout → Page Setup → Margins

3. Click Narrow and notice the margin changes

4. Click Moderate to observe the subtle shift in margins

5. ClickWide and see how the margins open up

6. Click Mirrored—the left margin on page one and the right margin on page

two become slightly wider. This is perfect for creating book-ready

documents

7. Click Normal to return to the default margin setting
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8. Notice that Custom Margins at the bottom lets you set unique margins if

the standard ones aren’t enough

9. Save the document

Understanding Mirrored Margins

Mirrored margins are designed for documents that will be bound like a book.

The inside margin (where the binding goes) is wider to account for the space

lost to binding. This creates a more professional look for reports, manuals, or

any multi-page document that will be printed and bound.

Activity 1.3: Text Time-Savers: AutoCorrect and Quick Parts

AutoCorrect and Quick Parts help you type faster and more consistently.

AutoCorrect automatically replaces abbreviations with full text, while Quick

Parts stores formatted text you use frequently.

COG Step 1: Setting up AutoCorrect

1. Click anywhere in Line 2

2. Press [Home] to move to the beginning of the line

3. Click File → Options → Proofing → AutoCorrect Options

4. In the Replace box, enter grs (or your own initials)

5. In theWith box, enter George Self (or your own name)

6. Click OK twice (Note: this change will be active in all future documents)

7. Type grs (with a space after the s). Notice it changes to George Self

+ Step 2: Creating a Quick Part

1. Press [Home] to move to the beginning of the line

2. Type Written by (with a space after by)

3. SelectWritten by George Self (do not include the space after Self)

4. Click Insert → Text → Quick Parts → Save Selection to Quick Parts
Gallery

5. Accept all the dialog box defaults and click OK
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Check Step 3: Testing Your Quick Part

1. SelectWritten by George Self (include the space after Self)

2. Press [Delete]

3. Click anywhere in Line 2

4. Press [Home]

5. Press [Enter] to create a new line

6. Click anywhere in Line 2

7. Click Insert → Quick Parts → Written by

Trash Step 4: Clean Up AutoCorrect

1. Click File → Options → Proofing → AutoCorrect Options

2. Find and delete the grs AutoCorrect item (or your initials if different)

3. Click OK twice

4. Save the document

Pro Tip: AutoCorrect Best Practices

AutoCorrect works best with short, memorable abbreviations that you won’t

accidentally type in regular text. Consider using:

• Your initials for your signature line

• addr for your full address

• ph for your phone number

• Company-specific abbreviations for long organization names

Activity 1.4: Themes and Styles: Professional Document Design

Themes and styles help your document look clean, consistent, and

professional, but they can be confusing at first. Follow this step-by-step

approach to understand how everything fits together.

COG Step 1: Apply Basic Heading Styles

1. Press [Ctrl] + [Home] to move to the start of the document
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2. Click Home → Styles → Heading 1

3. On Line 5, replace the three asterisks with Introduction

4. Click anywhere in Line 5, then click Home → Styles → Heading 2

5. On Line 52, replace the three asterisks with Newspaper Articles

6. Click anywhere in Line 52, then click Home → Styles → Heading 2

Palette Step 2: Apply a Document Theme

1. Press [Ctrl] + [Home] to return to the start

2. Click Design → Document Formatting down arrow

3. Select the Lines Simple theme to apply it to the entire document

4. Hover your mouse over other themes to see how they change the

document

5. Click Design → Document Formatting → Colors

6. Hover over each color scheme to see how they change the headings

7. Select Orange Red to apply those colors to the document

8. Save the document

Understanding Themes vs. Styles

Themes control the overall look: fonts, colors, and effects for the entire

document.

Styles control specific formatting: how headings, body text, and special

elements appear.

Think of themes as choosing the paint colors for your house, while styles are

choosing what type of furniture goes in each room.

Activity 1.5: Using the Navigation Pane

The Navigation Pane shows your document’s structure and lets you jump

between sections quickly.

1. On Line 50, double-click the three asterisks and press [Delete]

2. Press [Ctrl] + [Home] to return to the start
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3. Click View → Show → Navigation Pane

4. Click the Headings tab at the top of the pane

5. Click Newspaper Articles in the Navigation Pane to jump there instantly

6. Try dragging Newspaper Articles above Introduction in the Navigation

Pane

7. Press [Ctrl] + [Z] to undo the move and return sections to their original

order

8. Close the Navigation Pane by clicking the X at the top right

9. Save the document

Activity 1.6: Apply Additional Styles

Now let’s use more styles to make specific text stand out while maintaining

consistency.

1. On Line 61, triple-click the word Yesterday

2. Click Home → Styles → Subtle Emphasis

3. On Line 63, triple-click the word Tombstone

4. Click Home → Styles → Subtle Reference

5. Click anywhere in Line 63

6. Click Home → Paragraph → Borders → Bottom Border

7. On Line 64, triple-click the three asterisks and press [Delete]

8. Click and drag to select Lines 64-96

9. Click Home → Styles → Subtle Emphasis

10. On Line 97, triple-click the word Tombstone

11. Click Home → Styles → Subtle Reference

12. Save the document
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Activity 1.7: Create a Custom Text Style

Sometimes you need formatting that isn’t available in Word’s built-in styles.

Let’s create a custom style for company names.

+ Step 1: Create the Style

1. On Line 7, select the phrase Tombstone Mill and Mining Company

2. Click Home → Styles options arrow (small arrow in bottom-right corner)

3. Click New Style at the bottom of the Styles panel

4. Configure the style in the New Style dialog box:

Name: Mill

Style Type: Character

Style Based On: Default Paragraph Font

Click Bold

Font Color: Gray Text 2, Darker 25%

Check Add to the Styles Gallery

Check Only in this document

Click Format button → Font

In the Font dialog box, check Small caps

Click OK twice

5. Click the X to close the Manage Styles dialog box

Check Step 2: Apply Your Custom Style

1. On Line 13, select Corbin Mill and Mining Company

2. Click Home → Styles → Mill

3. Save the document

Activity 1.8: Modify an Existing Style

One of the most powerful features of styles is that changing the style

updates all text using that style automatically.

1. Click anywhere in Line 7 and press [Home]
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2. Click Home → Styles options arrow

3. At the bottom of the Styles Panel, click the third button labeled Manage

Styles

4. In the Manage Styles dialog box, click Mill

5. Click Modify

6. Change the Font Color to Brown, Accent 4, Darker 25%

7. Click OK twice

8. Click the X to close the Manage Styles dialog box

9. Save the document

Notice how both instances of company names updated automatically when

you changed the style!

Big Idea: Consistency Through Styles

Using styles instead of manual formatting (like clicking Bold or changing

colors directly) has major advantages:

• Change the look of all similar elements at once

• Maintain consistency across long documents

• Create professional-looking documents faster

• Make documents easier to update and revise

Module 1 Checklist

1. Explored different margin options and understand when to use each

2. Created and tested AutoCorrect shortcuts for faster typing

3. Built and used Quick Parts for frequently used text

4. Applied document themes to change overall appearance

5. Used the Navigation Pane to move between sections quickly

6. Applied built-in styles to headings and text elements

7. Created a custom character style for special formatting
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8. Modified styles and saw automatic updates throughout the document

9. Understand the difference between themes and styles

Module 2: Page Layout and Visual Elements

Now that your document has structure, let’s focus on the layout and visuals. In this

module, you’ll work with columns, hyperlinks, text boxes, and tables—tools that help

present information more clearly. You’ll also add images and symbols to give your

work a visual flair. These features are great for newsletters, brochures, and other

projects that combine text and design.

Activity 2.1: Working with Columns

Columns can make text easier to read and give your document a more

professional, newspaper-like appearance. Let’s explore how to create and

format columns, then remove them to understand the process.

COG Step 1: Set Up Column Breaks

1. Click anywhere in Line 18 and press [Home]

2. Click Layout → Page Setup → Breaks → Continuous

3. Click anywhere in Line 25 and press [End]

4. Click Layout → Page Setup → Breaks → Continuous

COLUMNS Step 2: Create and Format Columns

1. Click anywhere on Line 18

2. Click Layout → Page Setup → Columns → Two

3. Click Layout → Page Setup → Columns → More Columns

4. Check the Line between checkbox to place a line between the columns

5. Click OK

6. Click anywhere in Line 37 and press [Home]

7. Press [Backspace] to adjust column flow

UNDO Step 3: Remove Columns and Clean Up

1. Press [Ctrl] + [Z] three times to remove the columns

2. Click Home → Paragraph → Show/Hide to see formatting marks

3. Notice the Section Break (Continuous) on Line 17
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4. Click just before the section break (after the paragraph mark following

Tribute) and press [Delete]

5. Save the document

Understanding Section Breaks

Section breaks divide your document into parts that can have different

formatting. Continuous breaks let you change column formatting

mid-document without starting a new page. When working with columns,

always insert section breaks first to control exactly which text gets formatted.

Activity 2.2: Adding Hyperlinks

Hyperlinks connect your document to websites, email addresses, or other

documents. They’re essential for digital documents and can make printed

documents more interactive when converted to PDF.

1. In Line 3, select the word Charleston

2. Click Insert → Links → Link

3. For Address, enter https://tinyurl.com/charlestonaz

4. Click OK

5. Test the hyperlink by holding [Ctrl] while clicking the link

6. Save the document

Pro Tip: Hyperlink Best Practices

• Use descriptive link text instead of click here

• Test all links before sharing documents

• For printed documents, consider including the full URL in parentheses

• Use short URLs (like tinyurl.com) for complex web addresses
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Activity 2.3: Creating Text Boxes

Text boxes let you place text anywhere on the page and wrap other text

around them. They’re perfect for quotes, sidebars, or callout information.

1. Click anywhere in Line 18 and press [Home]

2. Click Insert → Text → Text Box → Austin Quote

3. Type this sentence: Charleston was the center of activity for this
part of Cochise County.

4. With the quote box selected (grab handles are visible), drag the right

handle to the left until for this part of Cochise County moves to the

second line

5. With the text box still selected, click Shape Format → Arrange → Position

6. Click More Layout Options

7. Set Horizontal Alignment to Centered

8. Set Vertical Absolute Position to 0” below the paragraph

9. Click OK

10. Save the document

Activity 2.4: Adding Drop Caps

A drop cap makes the first letter of a paragraph large and eye-catching, just

like in a storybook. It’s a fun way to give your writing a more artistic or

traditional look.

1. Click anywhere in Line 18 and press [Home]

2. Click Insert → Text → Drop Cap → In Margin

3. Click Insert → Text → Drop Cap → Dropped

4. Click Insert → Text → Drop Cap → Drop Cap Options to open the

formatting window

5. Try changing the font to Book Antiqua or Georgia for a literary feel

6. Click OK

7. Click Insert → Text → Drop Cap → None to remove it
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8. Save the document

When to Use Drop Caps

Drop caps work best for:

• Story beginnings or chapter openings

• Newsletter articles or magazine-style layouts

• Formal invitations or announcements

• Historical or literary documents

Avoid drop caps in business reports, resumes, or technical documents where

they might seem unprofessional.

Activity 2.5: Building Tables from Text

Tables organize information clearly, but they involve several steps, especially

when converting plain text into a structured table. We’ll walk through each

step together as you build and format your own table.

Table Step 1: Practice with a Simple Table

1. Click anywhere in Line 34 and press [Home]

2. Click Insert → Table

3. Select a 2×2 table

4. Type any text in those four cells for practice

5. Delete this table:

Click anywhere inside the table

Click the table selector in the top-left corner

Click Delete → Delete Table in the pop-up menu

6. Save the document

ARROWS-ALT-H Step 2: Convert Text to Table

1. Click anywhere in Line 41 and press [Home]

2. Select everything to the end of Line 46 (do not include Line 47)

3. Click Home → Paragraph → Line and Paragraph Spacing and set it to 1.0
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4. Click anywhere in Line 41 and press [Home]

5. Select everything to the end of Line 47

6. Click Insert → Table → Convert Text to Table

7. When the Convert Text to Table dialog box appears, click OK

8. Save the document

Palette Step 3: Format the Table

1. Click anywhere on the first line of the table (just below Line 40)

2. Click Table Layout → Rows & Columns → Insert Row Above

3. Enter Date in the first empty cell and Event in the other

4. Click in the first cell (Date), then click Table Layout → Cell Size → Width

5. Enter 1.5

6. Click in the second cell (Event), then enter 4.0 for this cell width

7. Click Table Design → Table Styles down arrow and select Grid Table 4 –

Accent 3

8. Click Table Layout → Table → Properties

9. In the Table tab, click Center alignment

10. Click OK

11. Save the document

Table Design Tips

• Keep table styles simple for better readability

• Use consistent column widths that make sense for your content

• Add headers to make data easier to understand

• Center-align tables that are narrower than the page width

• Use the Table Design tab to quickly apply professional formatting
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Activity 2.6: Inserting Symbols

Symbols add professional touches to documents—copyright notices,

trademark symbols, special bullets, or decorative elements.

1. Click anywhere in Line 2

2. Press [End]

3. Insert a space after the name Self

4. Click Insert → Symbols → Symbol → More Symbols

5. Click the Special Characters tab

6. Click the Copyright symbol

7. Click Insert

8. Click Close

9. Save the document

Useful Symbols for Documents

Common symbols you might need:

Copyright (©): For protecting written work

Trademark (™): For business names or products

Registered (®): For officially registered trademarks

Em Dash (—): For sentence breaks (longer than hyphen)

En Dash (–): For number ranges (1990–2000)

Degree (°): For temperatures or angles

Activity 2.7: Adding and Formatting Images

Images make documents more engaging and can help explain complex ideas.

Let’s add a map image and format it professionally.

IMAGE Step 1: Insert the Image

1. Press [Ctrl] + [End] to go to the end of the document

Page: 14



Word: Intermediate Spring 2026

2. Press [Enter] to insert an empty paragraph

3. Click Insert → Illustrations → Pictures → This Device

4. Locate the Student Files folder and select Charleston-Map

5. Click Insert

EDIT Step 2: Format and Position the Image

1. Click the image, then click the Picture Format tab on the menu bar

2. Set theWidth to 4.0 (height will automatically adjust to keep the same

ratio)

3. Click Arrange → Rotate → Rotate Right 90°

4. Click Arrange → Wrap Text → Top and Bottom

5. Click Arrange → Align → Align Center

6. Click Picture Styles → Picture Border and select Black

7. Explore other settings under Picture Format to fine-tune the map’s display

8. Save the document

Image Best Practices

• Always resize images proportionally to avoid distortion

• Use appropriate text wrapping for document flow

• Add borders or effects sparingly—less is often more

• Consider your audience: formal documents need conservative image

formatting

• Save frequently when working with images, as they can increase file size

Module 2 Checklist

1. Created and formatted a two-column layout with dividing lines

2. Properly removed columns and cleaned up section breaks

3. Added functional hyperlinks to external websites

4. Created and positioned text boxes for callout information
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5. Experimented with drop caps for decorative text effects

6. Built a simple table and deleted it for practice

7. Converted existing text into a structured, formatted table

8. Applied professional table styles and set appropriate column widths

9. Inserted special symbols like copyright marks

10. Added, resized, and formatted images with proper positioning

11. Applied borders and text wrapping to images

12. Understand when to use each visual element appropriately

Module 3: Document Review and Finalization

Before sharing a document, it’s important to review and finalize it. In this module,

you’ll use tools to track edits, clean up hidden metadata, and create a polished version

of your document. You’ll also learn how to save your work as a PDF and print it.

These steps help ensure your document looks just right, whether you’re emailing it

or handing it out in person.

Activity 3.1: Using Track Changes for Document Review

Track Changes is essential for collaborative work. It shows exactly what

changes were made, who made them, and when. This feature helps you

review edits carefully before accepting or rejecting them.

COG Step 1: Turn on Track Changes and Make Edits

1. Click Review → Tracking → Track Changes

2. Make some edits to see how tracking works:

In Line 19, click before the word merchant and insert noteworthy

Notice how the addition appears in a different color and is underlined

In Line 19, select the word furniture and delete it

Notice it appears crossed out rather than disappearing

COMMENT Step 2: Add a Comment

1. On Line 21, click before the word while

2. Click Review → Comments → New Comment

3. Enter This sentence needs clarification in the comment bubble
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EYE Step 3: Review Changes with Different Views

1. Click Review → Tracking → All Markup and try different viewing options:

Simple Markup: Shows final version with red lines indicating changes

All Markup: Shows all changes inline

NoMarkup: Shows how the document will look if all changes are

accepted

Original: Shows the original document with no markup

Check Step 4: Accept or Reject Changes

1. Click Review → Changes → Next to find the first change

2. Click Reject for this change

3. Click Reject for the second change

4. Click the comment, then click Review → Comments → Delete

5. Turn off Track Changes by clicking the same button used to turn it on

6. Save the document

Track Changes Best Practices

• Always turn on Track Changes before making edits to shared documents

• Review changes carefully—don’t just accept everything automatically

• Use comments to explain why you made certain changes

• Save a copy of the document before accepting/rejecting all changes

• Turn off Track Changes when you’re done reviewing to avoid cluttering

future edits

Activity 3.2: Document Inspector: Cleaning Hidden Content

The Document Inspector finds and removes hidden information that you

might not want to share—like comments, revision history, or personal data.

1. Click File → Info → Check for Issues → Inspect Document to look for

problems
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2. In the Document Inspector dialog box, notice all the different types of

content it can check:

Comments and revisions

Document properties and personal information

Hidden text

Custom XML data

Headers, footers, and watermarks

Invisible content

3. Make sure all boxes are checked, then click Inspect

4. Review the results. For any content found, you’ll see a Remove All button

5. Click Remove All for any content you want to remove

6. Click Close to close the dialog box

7. Click the circled left arrow at the top left corner of the screen to return to

the document

8. Save the document

Why Clean Documents Matter

Hidden content can contain:

• Personal information you didn’t intend to share

• Comments or revision history from internal discussions

• Metadata about when and where the document was created

• Hidden text or formatting that might cause display problems

Always inspect documents before sharing them publicly or with clients.

Activity 3.3: Saving in Different Formats

Different situations require different file formats. Word documents are great

for editing, but PDFs are better for sharing finished documents that shouldn’t

be changed.

Page: 18



Word: Intermediate Spring 2026

File-pdf Step 1: Save as PDF

1. Click File → Export → Create PDF/XPS

2. Navigate to your desired save location

3. Change the filename to Charleston-Int-Final

4. Make sure PDF is selected as the file type

5. Click Options to see additional settings:

Page range: Choose specific pages or all pages

Optimize for: Standard for printing, Minimum size for email

Include: Bookmarks, properties, structure tags for accessibility

6. Click OK, then Publish

7. The PDF will open automatically for you to review

File-word Step 2: Save asWord Template

1. Return to your Word document

2. Click File → Save As → Browse

3. Change Save as type toWord Template (*.dotx)

4. Name the file Charleston-Template

5. Click Save

6. This creates a reusable template with your formatting and styles

Choosing the Right File Format

Word (.docx): For documents that will be edited further

PDF (.pdf): For final documents that should look the same everywhere

Template (.dotx): For reusable document formats and styles

Rich Text (.rtf): For compatibility with older word processors

Plain Text (.txt): For content without formatting
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Module 3 Checklist

1. Turned on Track Changes and made practice edits

2. Added comments to explain needed changes

3. Reviewed changes using different markup views

4. Accepted and rejected changes appropriately

5. Used Document Inspector to find and remove hidden content

6. Understand why cleaning documents is important for sharing

7. Saved the document as a PDF with appropriate settings

8. Created a Word template for future use

9. Know when to use different file formats

Final Words

You’ve come a longway! By completing the Intermediate class, you’ve added valuable

new tools to yourWord toolkit—tools that helpmake your documents look professional

and polished. You’ve learned how to create visual interest, organize information, and

review your work before sharing it.

When we started, Word might have seemed like just a typing program. Now

you know it’s a powerful design and publishing tool. You’ve discovered that the

key to professional-looking documents isn’t just good writing—it’s using the right

combination of formatting, layout, and review tools.

Keep Learning

I encourage you to continue practicing with Word in your daily projects. Try

using these features for:

• Creating newsletters for community organizations

• Designing flyers for events or small businesses

• Building professional reports with tables and images

• Setting up templates for letters or invoices

If you’re ready for even more, consider signing up for the Advanced Word class.

That’s where we explore referencing tools, mail merge, and how to connect Word with

Excel. You’ll learn to create master documents, build forms, and automate repetitive

tasks.
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Remember that the appendix contains helpful resources you can explore at home,

so your learning doesn’t have to stop here. Most importantly, approach Word with

the same wisdom you bring to any new tool—practice regularly, don’t be afraid to

experiment, and know that every expert was once a beginner.

Keep exploring, keep asking questions, and most of all, keep learning. You’ve

earned the confidence to tackle any Word project that comes your way!

Appendix A: Quick Reference: Ribbon Commands

Margins: Layout → Page Setup → Margins —Choose from preset margin options or

create custom margins for professional document layout.

AutoCorrect: File → Options → Proofing → AutoCorrect Options —Set up abbre-

viations that automatically expand to full text as you type.

Quick Parts: Insert → Text → Quick Parts →
Save Selection to Quick Parts Gallery —Store frequently used text with format-

ting for easy insertion.

Themes: Design → Document Formatting → Themes —Apply coordinated fonts, col-

ors, and effects to entire documents.

Styles: Home → Styles —Apply consistent formatting to headings, body text, and

special elements.

Navigation Pane: View → Show → Navigation Pane —View document structure and

jump between sections quickly.

Columns: Layout → Page Setup → Columns —Create newspaper-style column lay-

outs for better text flow.

Hyperlinks: Insert → Links → Link —Add clickable links to websites, email ad-

dresses, or other documents.

Text Boxes: Insert → Text → Text Box —Place text anywhere on the page with

flexible positioning options.

Tables: Insert → Table —Create structured data displays or convert existing text

to table format.

Symbols: Insert → Symbols → Symbol —Add special characters like copyright sym-

bols, trademarks, or decorative elements.

Images: Insert → Illustrations → Pictures —Insert photos, graphics, or maps

with professional formatting options.

TrackChanges: Review → Tracking → Track Changes —Monitor and control all edits

made to collaborative documents.
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Document Inspector: File → Info → Check for Issues → Inspect Document—Find

and remove hidden content before sharing documents.

Appendix B: Troubleshooting Common Issues

Columnswon’t format correctly—Make sure you’ve inserted section breaks before

and after the text you want to format in columns. Use Continuous breaks to avoid

starting new pages.

Hyperlinks don’t work —Check that the web address is complete and correctly

typed. Test links by holding Ctrl while clicking. Remember that links won’t work in

printed documents.

Text boxes move unexpectedly —Right-click the text box, choose More Layout

Options, and set specific position settings rather than using relative positioning.

Tables won’t convert properly—Ensure your text is consistently formatted before

converting. Use tabs or commas to separate data that should be in different columns.

Images are too large or distorted —Always resize images by dragging corner

handles (not side handles) to maintain proportions. Use the Picture Format tools for

precise sizing.

Styles aren’t applying correctly —Make sure you’ve selected the text you want

to format before applying the style. Character styles apply only to selected text;

paragraph styles apply to entire paragraphs.

Document won’t save as PDF—Check that you have enough disk space and that

no other programs are using the file. Try saving to a different location or with a

different filename.

Track Changes shows too much detail —Switch between markup views using

Review → Tracking → Display for Review to see different levels of detail.

Appendix C: Advanced Features to Explore Next

Mail Merge—Combine Word documents with data from Excel or other sources to

create personalized letters, labels, or envelopes automatically.

Master Documents —Manage large documents by breaking them into smaller

subdocuments while maintaining consistent formatting and numbering.

Forms and Content Controls—Create fillable forms with dropdown menus, check-

boxes, and text fields that others can complete digitally.

Bookmarks and Cross-References—Create internal navigation systems within long

documents, with automatic updating of page numbers and section references.
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Citations and Bibliography—Automatically format academic citations and generate

bibliographies in various citation styles like APA or MLA.

Table of Contents—Generate automatic tables of contents that update when you

add or change headings throughout your document.

Macros and Automation—Record repetitive tasks and replay them with a single

click to save time on routine formatting operations.

Collaboration Features —Use real-time co-authoring, compare documents, and

manage version control for team projects.

Appendix D: Helpful Keyboard Shortcuts

Ctrl + Home/End—Jump to the beginning or end of your document instantly.

Ctrl + A—Select all content in the document for quick formatting changes.

Ctrl + F—Open Find dialog to locate specific text, formatting, or other elements.

Ctrl + H—Open Find and Replace to change multiple instances of text or formatting.

Ctrl + Z/Y—Undo and redo actions—essential for experimenting safely.

Ctrl + B/I/U—Apply bold, italic, or underline formatting to selected text.

Ctrl + Shift + C/V—Copy and paste formatting from one text selection to another.

F7—Run spell check on your entire document or selected text.

Shift + F3—Cycle through different capitalization options for selected text.

Ctrl + Enter—Insert a page break at the cursor location.

Ctrl + Shift + Enter—Insert a column break when working with column layouts.

Alt + Shift + D—Insert current date that updates automatically.

Appendix E: Resources for Continued Learning

Microsoft Support Website: Official tutorials, troubleshooting guides, and feature

explanations directly from Microsoft (https://support.microsoft.com/word).

Word Help (F1): Built-in help system accessible anytime while working in Word.

Search for specific features or browse by category.

LinkedIn Learning: Professional video courses covering Word basics through ad-

vanced features, with certificates of completion available.

YouTube Educational Channels: Free video tutorials from educators and Microsoft

MVPs. Search for specific features or techniques you want to learn.
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Local Library Resources: Many libraries offer free access to online learning plat-

forms like Lynda.com or have printed Word guides available for checkout.

Community College Classes: Look for continuing education classes that focus on

specific Word features or business document creation.

Microsoft 365 Training Center: Free online training modules with interactive exer-

cises and downloadable practice files (https://support.microsoft.com/training).

Word User Groups: Local or online communities where you can ask questions,

share tips, and learn from other Word users’ experiences.

Remember

The best way to learn Word is to use it regularly with real projects. Don’t be

afraid to experiment—you can always undo changes or start over. Every

document you create is an opportunity to practice and improve your skills.
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