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WHERE TO BEGIN 

What I/you need to 
know before we start 

4 

What do you hope to learn from this class? 

3 

What types of documents do you need or would 

you like to create? 

2 
Have you used any other versions 

before or a similar program? 

1 
What version of Word do 

you have? Work/home 



Avg. person spends 255 hours/yr futzing around on computer –3X 

more than the typical American gets in vacation time each year! 

Futzing? "time spent solving the little, mundane problems that occur 

as we struggle to master our machines." 

Est. that this costs U.S. economy about $350 billion/yr in lost 

GDP, more than 3X what U.S. spent on education in 2015! 
 

Men are 19% more likely to waste time futzing than women. Why? 

Because women typically just ask for help. 
 

DID YOU KNOW 



1. Start Button 

2. Start Menu 

3. Task Bar 





(IN WORD) FROM THE FILE TAB 



5 7 6 1 2 3 4 

Course summary 

8 

Help Create your first Word 2013 document  Closed captions 

Press F5 to start, Esc to stop 

Summary Feedback  Help  Save and print Add formatting Insert things Headers 

1:45 3:03 3:05 2:58 4:06 

Get started 

1/5 videos 



THE RIBBON 
Tabs 

Groups 





RIBBON – SHOW/HIDE 



HOME TAB 



CLIPBOARD 





FORMAT TEXT 

Select, 
then 

Format 

Click and 
Drag. 

OR 

Double-
Click 

Release mouse 
- highlighted 
box appears 
over selected 

text.  



Creating “DUMMY Text” 



WORKING 

WITH TEXT 

Clipboard 

 



FORMAT PAINTER 



PA R AG R A P H  

G R O U P   

(HOME TAB) 

• Bullets, Numbering, 

Outline 

• Alignment 

• Indent 

• Paragraph Spacing 

• Sort 

• Fill 

• Borders 

• Show/Hide 

• Paragraph Dialog Box 
• Tabs (later) 



BULLETS, LISTS NUMBERING 



CONTEXTUAL TABS 





QUICK ACCESS TOOLBAR 



MINI TOOLBAR 



BACKSTAGE VIEW 





OPTIONS 

Make Word Your Own 

Customize 



PRACTICE 

• Tables 

• Pictures 

• Shapes 

• SmartArt 

• Shapes 

• Charts 

• Screenshots/Screen Clippings 

• WordArt 

• Headers, footers, page numbers, text 

boxes 

• Quick parts 

• Other 

 

 


