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Log into your Office 365 accountand click on / Diffice 263
the “‘Waffle’
You will see all the apps available to you. Click

on Word. Apps

E Outlook

Onelirive

Word on Office 365 looks just
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like Word but with fewer I I!I Word Exce
features.
@ Fowerroint @ onenote Click Share to instantly
. share your work via email.
3 SharePaoint m Teams
Switch Folder name
between your file will Documenttitle. Double click
Office Apps be saved into to change the name. As you make changes, this will say ‘Saving...’
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Add Bullet Points If you havea Ticrophone, you can speak into it
\ Change Font, Slze and Style - or numbers to and will type for you! You can use some
Copy Make text larger and make lists headphones which have built in microphones.
smaller. Make it Bold, /talic, i
‘ nderlined. Chan lour or
Format W ge colo Make your text go to the
Painter ghient. left or right or in the centre.
Undo
File Home Insert Layout References Review Wiew He Dpen in Deskto ' Tell me what you want to do
y p pe pApp y
= PageBresk [JJ] Table ~ [ Picture ~ @ Lnk ©J New Comment Header & Footer  [4] Page Numbers ~ () Symbol +~
X Pal hal A
Add a Header or
Insert Inserta picture Footer. These are dd bol
a fromyour spaces at the top or Add page numbers to your Add symbols
table computer or bottom of the document
the Internet document that will
appear on every page.
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Word — The Basics — The Layout & View Menus
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Change the Margins

Ehange your Change the line spacingin your documer/lt

document to Portrait

around your document or Landscape
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Add a Header or
Footer. These are

The Immersive Reader
will read back what you
have typed.

Zoomin and spaces at the top or

out of your bottom of the
document document that will

appear on every page.




Word — The Basics — File Menu

Save As

| Save As
b{/j) Sawve a copy online.
E_Ej Fename
(WE

Create a New document

Open a previously saved document

fzname thiz fils.

Save a copy of your document
somewhereelse. Youcan also
convertit to a PDF if need be.

‘ Download a Copy
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Download a copy to your computer.

Sharethe document from here to | ™ Download as PDF

PDF | . N
. . Downdoad a copy of this document to your computer s a PDF file
your teacher who can review it. — g
E'f‘ Download as ODT
Download a copy of this dotument to your computer & an OOT file.

Where's the Save Button?

here's no Save button because we're automatically saving youwr docurnent




