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Microsoft
Word

Why Word?
What is Word? e User-friendly interface
A word processing software e Personalized
that allows you to create customization
documents and collaborate e Collaboration and sharing
with others, anywhere and e Easily accessible
anytime. e Use on desktops, laptops,

and mobile devices
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Tips and Tricks
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Paragraph Iy

Need to change the layout of your
document? Word lets you easily change
the page setup, indentation, and spacing
between paragraphs!
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Margins Orientation Size Columns

Formatting
and
Layout

4

Use headings, font styles
and sizes, line spacing, and
margins to format documents
using the university
guidelines!

Indent Spacing
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Tips and Tricks

Share
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Enhance collaboration with
peers, professors, and more by
sharing documents. Once

Add a message

shared, add comments to the

document and track the g

changes made by others!

Sharing
and
x _I_— Tools
L~ l/
Comment
Comments

|j:_|5« EB All Markup v
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B Show Markup v

Track

Changes v Reviewing Pane v

Tracking

_I% Add Text v al:)1 E‘] Insert Endnote

BI Update Table ab; Next Footnote v

Table of Insert
Contents v Footnote
Table of Contents Footnotes
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Writing a research paper or
essay? Word makes it easy for
you to create a Table of
Contents and add footnotes so
that your readers have all the
direction and context they

- need.
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Writing

Tips and Tricks Tl

4

;
Add citations using different (_lﬁ | [ Manage Sources
styles, including APA, MLA, \/ P
and Chicago. Use the built- - 7 Style: APA v
in reference manager to Insert -
help manage these Citation v E Bibliography v
citations and references!

Citations & Bibliography

abc , Make mistakes while working on
£ v Spelling and Grammar v your assignments? Want to be a
little more creative with your word
Edi Thesaurus choice? Word has you covered
Itor S with proofing tools including a
—123 Word Count Spelling and Grammar check,
Thesaurus, and Word Count!
Proofing
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Header &
Tips and Tricks Footer
and
Visuals

B v
Word allows you to add H ead er

headers, footers, and page T
numbers to your document,
super helpful for research
papers and essays!

Footer v

=
D
#

Page Number v

Header & Footer

/\{\ |-_Cl) Shapes v 2= SmartArt
%2 Icons Chart
Table Pictures 2 ':D]
v v €D 3D Models v @ Screenshot v
Tables [llustrations

Add visuals to your
document, including
tables, pictures,
shapes, charts and
graphics!
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Visuals,
Tips and Tricks Autosave
& OneNote

Want to edit your pictures?

Word has many picture o o N = Sl v T
formatting features, including sackgound v E@Tarsparency~ £3 < | | "V 1q secionpane v | U7 Hpar
transparency, positioning, and e B
style! [ picture Border ¥

= e =] e ]

& Picture Effects v

@3 Picture Layout v

Picture Styles N

Word’s AutoSave feature

saves your work as you make
AutoSave @ Eﬂﬂ progress, ensuring that your
K~/ work is not lost due to
unexpected interruptions.

Any notes taken in Word can [u

be linked to OneNote to help

with organization and Linked

management! Notes
OneNote
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