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Mouse Controls

1. How many mouse buttons does your mouse have?
2. What do they do?
a. Left button does the same as the Enter key (it’s the “action” key)
b. Right button brings up context sensitive menus based on what you are
doing
c. The wheel scrolls up and down (vertically), but some can go left and right
(horizontally), too.
d. If your mouse has other buttons, you should know what they do. Where
can find out if you don’t know?

For example, if there is one button on the left edge of the mouse, each time
you click it, you will go back one page—this works very well when you are using
a (web) browser or for navigating in File Explorer (but not in a multi-page Word
document!). If there are two buttons on the left edge, each time you click the
front one, you will be go forward (if available) one page. Not all mice have

these additional buttons. The buttons don’t work in all applications. @

3. Does your mouse have a light on the bottom? If YES, then the mouse is on and
it’s a laser mouse. No mouse pad is needed (or recommended) except on
surfaces that have little or no reflection or texture, like glass (to use a laser
mouse on glass all you need is a sheet of non-translucent-paper to act as a
surface).

4. To configure the mouse pointer’s “look”.
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a. Go to search at the left end of the task bar

B | © Type here to search

and start typing “mouse”. If you watch your screen as you type, you’ll see

)

you only need to type the first 2 or 3 letters until you see “Mouse Settings”.
DON’T REACH FOR THE MOUSE. Just tap ENTER. You will get the Mouse
Settings dialog box:

Settings

(Y Home Mouse

Find a setting Select your primary button

. Left
Devices

Roll the mouse wheel to scroll
Bluetooth & other devices
Multiple lines at a time

Printers & scanners

Choose how many lines to scroll each time

Mouse

Scroll inactive windows when | hover over them

@ O off

Typing
Pen & Windows Ink

AutoPlay Related settings

USB

Notice that there are 2 sides to the graphic, above. In Windows dialog boxes, these
are known as “panes”. (Get it? “Window panes” ©).)

In the RIGHT PANE under Related Settings there are 2 selections: Adjust mouse and
cursor size and Additional mouse options. Click on Adjust mouse and cursor size,
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and you’ll get this:

Settings

@ Home Cursor & pointer

Find a setting Make pointer, cursor, and touch feedback easier to see.

Ease of Access
Change pointer size and color

Change pointer size
N —H

Change pointer color

Vision
Display

Cursor & pointer

3 R

Magnifier
Suggested pointer colors

Color filters

¥ High contrast

+ Pick a custom pointer color
2 Narrator

Hearing
Make the cursor easier to see when typing

d) Audio .
Change cursor thickness

Ed Closed captions abc —.

Notice that the RIGHT Pane of the graphic has the inserted numbers 1, 2 and 3,
assigned to specific items:

There are 4 pointer options. The slider in #1 allows you to adjust the size of the
mouse’s pointer. Try it on your computer using the Settings panel (not the graphic,
above).

#2 allows you to select the colored or monochrome pointer (there are 4 choices)...the
little check mark in the box shows which is the selected option (in this case it’s a
colored pointer).

#3 shows what color the pointer will be. Itis a system wide setting. That’s how the
mouse will show up.
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#4 is to make the cursor easier to see when typing. Mine’s at the default (starting)
value. But change it and try it out if you'd like.

There are a couple of other mouse characteristics in Word which you need to
know:

= The INSERTION POINT and the “I” beam.

The Insertion Point is a vertical line slightly higher and lower than the line
where you are typing and it’s blinking. (The image at left is not blinking
because it’s a graphic.) Your insertion point will be blinking!

= The | beam actually looks like the cross section of an I-beam and may be
colored if your mouse is set up that way. It look like this: I

Many people hold the mouse incorrectly. Take a look at this video, to see how to do
it properly. Note: When the video starts, it will start with an ad. If you look to the
right area of the browser, you will see a small screen that looks like this:
with a number counting down.
As soon as that number gets to zero, you will see a
notification Skip Ads.
Click on it and you will skip the ad and go to the video R ErR=
you are trying to watch. You just learned something

to apply when watching Youtube videos!

Changes to Windows File Explorer to see complete file names

This is something you should do (or at least check) on any Windows computer you use.

Windows uses a menu system called Tabs and Ribbons for organizing commands. All
of the applications in Office use the system. Many other non-MS applications also
use them, as it is an easy way of organizing an application’s command structure.
When Windows arrives on a computer (new or not), certain apps, notably File
Explorer and Office don’t have the Tabs And Ribbons completely enabled (visible),
which makes navigation difficult. The steps below will enable you to change that
silliness.

1. Bring up File Explorer, by clicking this icon u on the task bar.
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2. Inthe resulting window, if it looks like the image immediately below, (the
colors may be different) that is there are only the 4 tabs on the 2" line, go to
#3. Otherwise hop down to #4:

| | = | File Explorer - O X

e File Home Share View o
| uNl # > Quick access L] Search Quick access R

~
~ Frequent folders (10) 301
FF Quick access 30 items

Neskton

3. The first change is this—note the down arrow inside the red circle at the RIGHT
end of the graphic below (you won’t see the red circle on you

| | = | File Explorer s
_5“ Home Share View { '
L 1~ o > Quick access v Q| | Search Quick access p

~
~ Frequent folders (10) 301
#F Quick access 30 items

Neskton

On your computer, LEFT click the down arrow and now you will be able to see
the entire RIBBON. Note that you can still see the TABS, and the arrow you
clicked is now UP-pointing, to close the ribbon, if you want, (I prefer it be fully
visible), you also see the RIBBON with its commands.

4. Notice, below, that the ribbon is expanded and taller. The first tab is the FILE
tab (highlighted in blue). The commands on the ribbon (next line down) are
related to that tab.

| =..Eile Fxplorer — O X
BESeIectall
]

= I A 1 | Easy access ~ Select none

Delete c
. DD Invert selection

Clipboard Organize New Open Select

In any application where the ribbon can be “hidden”, doing step #3, above, unhides it.
Once the Ribbon is showing in File Explorer (or any other application where you have
enabled it), it will always show, until it is disabled, or hidden, again. (This type of
control is known as a “toggle”. Toggles are like light switches: they stay in whatever
position you put them in until they are changed again.)
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| Z|Ei lorer — O X
@ Home Share View @:
X Mew item Open HaSelectall
= | W] Copy path 1 | Easy access ~ Edit Select none I

p ":_:”_'___.:-‘ Copy Paste 5] Paste shortcut e De\-ete Rename -_ Properties vir DDIn\fertseIectlon

Clipboard Organize New Open Select

In the ribbon graphic (above), notice that there are lig Ktical lines between

sections of the menu. Notice also, that there are names to the sections. In the
example above, starting from the left, are: Clipboard, Organize, New, Open, and
Select. These sections are called “mini-menus”.
In the Organize mini-menu, the tools are “move to”, “copy to”, “delete” and

[ S “rename”. Some items have a down pointer on them. Clicking on

Move  Copy Delete Rename

o o |his the pointer—circled in red to the left—will drop a menu with

org

additional choices and options. What you see on any ribbon
depends on how wide your window or screen is.

Now let’s make the change we came here to make................

In File Explorer, click on the VIEW tab.

| | = | File Explorer / — O >
’“ Home Share §

E TH Preview pane == Medium icons =5 Small icons - Sroup by [ ttem check baoxes E‘
SR List i== Details Add columns [] File name extensions
MNavigation Details pane == m= — Sort Hide selected Options
- - P = Tiles == Content - . size all columns to fit Hidden items T -
Panes Layout Current view Showy/hide

5. In the SHOW/HIDE mini-menu, place your mouse pointer in the checkbox that
says File name Extensions and click ONCE to put a checkmark in the box (as
below).

| = | File Explorer

Home Share View

[I [ Preview pane 25 Mediumicons =55 Small icans a Group by [ Mem check boxes
o iR List 4== Details ) Ado ]
Nap\;ﬁztlvon [(H Details pane | [E7 qije 5= Content ¥ ! fit  [] Hidden items __"_ Optlons

Panes Layout Current view Show/hide
T JF » Quick access v O Search Quick access

Windows will NOW always show us the oh-so-important file name extension. But
what is a file name extension? The file name extension is that set of characters after
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the period (.) at the end of the file name. It tells everyone, including Windows, what
application probably created the file. For example, the name of this document that
you see is MS Word365 Lesson 2.PDF , and has an extension of .PDF . (Two things to
note: the period (.) before the letters “PDF” is part of the extension, and extension
are not underlined. Here it is underlined only for readability. “PDF” tells Windows
that in order to open the file the computer must have a PDF reader installed. If there
is no PDF capable software, Windows will tell you it doesn’t have the right software
and ask you for one. Most emphatically, you do NOT need Adobe’s Reader—even
though many web sites say you do. You don’t. Any Reader-capable software will
work and there are lots of them.

Without “File name extensions” enabled, you would be unwise to handle files from
within FILE EXPLORER since you couldn’t tell what kind of file you were handling. The
default setting in every version of Windows (since 1993) is to have that feature
turned OFF. Enabling this feature is one of the first things to be done on any
Windows computer.

File Deletion Confirmation:
You should also make sure that you get a confirmation message before deleting a file.

Here’s how:
General
Right click on the Recycle Bin Icon. You'll get Recydle Bin Location_ Space Avallable
. . . D Backup (R:) 931 GB
a menu. Click on the Properties selection at D) 238G

Phatos (P:) 27278
Programs (C:) 465 GB

the bottom of the menu. Make sure that the
checkbox at the bottom of the Recycle Bin

Settings for selacted location

Properties window—the one that says @asomsas: -
Display delete_confirmation dialog is O Don' move et he Reyce i Remove flls
checked. -"-9\

If it’s not, place your mouse pointer in the g

box and click. Then click the APPLY button,

and then the OK button. oK Gancel

NOTE: Whenever you see the Apply button in a “settings” Window, if it’s not greyed
out, click it first, then click OK.
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Drive-, Folder-, and File-Names

When digital computing was first getting started, system designers had to come up
with a way to “name” or “address” storage devices (called “drives”) in or attached to
the machine. The system they came up with for early computers (way before PCs)
was an alphabetic letter combined with the colon character : . This naming
convention came to PC-type computers through IBM—which was the first really
successful PC vendor. Please note that the colon : is a special character and is known
as “reserved for the operating system”, which means we cannot use it for folder or
file names (but we can use it inside documents as it is used here). If you try to use it
(or some other characters) in a file name, you’ll get an error message—which tells
you the file name is illegal, but won’t tell you specifically what is wrong!!

Most PCs today start with drive C:. Perhaps you know that we don’t generally say “C
colon”, we just say “C” or “D” or whatever (all the way to “Z” (zee/zed). Didn’t
computers used to have 1 or 2 other named drives? And weren’t they called A: and if
available, B:? (If you know the answer, you’re dating yourself @ I) The answer, of
course, is “yes”! A:and if necessary, B: were reserved names for floppy drives. But
since most computers no longer have floppy drives, the names A: (and B:) have fallen
into disuse, and we no longer see them. There was never a B: without an A:, first.

Folders (icon: n) are used for organizing data—just like you would organize paper
files in a file drawer. A computer’s folder structure, unlike what you find in a file
cabinet drawer, is virtual. It exists only in the machine, and it’s something we cannot
lay our hands on. Folders, unlike files, cannot be printed. Folders can be inside of
other folders to provide better organization. A folder inside the main folder is called
a sub-folder. Some users mistakenly refer to named storage devices (“drive C:”) as a
folder. You can name a folder anything you want as long as you use accepted
characters. The characters you can use are governed by the operating system.

There are two main requirements for folder and file naming:

1. you cannot have 2 like-named, sub-folders in the same folder; and,
2. you cannot have 2 like-named files in the same folder.

In order to stay out of trouble when naming folders or files, it is suggested to only use
these characters: upper- or lower-case alphabet (A-Z and a-z), numbers (0-9), the
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hyphen ( -), and the underscore ( _) . Spaces are also acceptable. For additional
information see this page from the National Archives. In Windows, you can use other
characters, too, but if you use the wrong one, Windows will tell you that the file name
is illegal—but it won’t tell you which character(s) is(are) illegal. Hence the earlier
suggestion. Folders should be named so you can tell what files are in them.

Files, unlike folders, represent something that was actually created—and in most
cases—can be printed. Everything that is stored on a computer, is at its most basic
level, a file (except a folder, of course @). Files have different formats—how they
are laid out internally—governed by the application that created them and so
indicated by the extension (page 15). Files should be named so you know what
they’re about. Icons representing files usually indicate what program created the file,

like this: EWord.

File Names (or “filename(s)”. Either is correct. Here it will mostly be “file name”),
have 2 parts and are formatted: FILENAME.EXT . That is: FILENAME period (or dot)
EXTension. And just to be clear, there is no period after a file name extension, unless
it’s at the end of a sentence. There is no space after the period at the beginning of
the extension. The user typically creates the file name. There are limits on how long
a file name can be—generally 255 characters, including the path (the folder/sub
folder(s) names and the file name, itself). The application used to create the file,
typically assigns the extension. Why is the extension important? It is the extension
which tells us (generally) what kind of file it is, and what application likely created it.
The extension tells Windows which application created the file. If you click on a file
with an extension that is registered in Windows, Windows will open the program that
it thinks created the file and open the file inside the program—very handy! Files with
the extension .doc or .docx were created by different versions of Word or Wordpad®.
Likewise, a file with the extension of .txt is likely to be a harmless text file (like a page
that comes out of a typewriter). A file that ends in .exe is executable—that is, it's a
program (aka app or application), and unless you know what it does, maybe you don’t
want to run it (by double clicking it). If you don’t know what kind of file the extension
relates to, do a search! How about these?: .pdf, .doc, .docx, .xls, .xlsx, .ppt, .pptx,,
.qdf, .zip, .jpg, .cr2, .nef?

1 WordPad is Windows’ built-in word processor. It can read and write doc & docx files, and do bold, italicize,
and underscore, but other than that it’s really just a typewriter. @
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Configuration Options for Word

NOTE: Word, a part of Microsoft 365, is in a constant state of flux—more on that
later. That said, configuration options change frequently. Sometimes | am not aware
of them unless some sharp-eyed individual points them out—which | appreciate.
These changes are oft-times minor, and in general won’t have a large effect on the
way Word operates.

Word can be configured to do lots of different things, different ways. The following is
simply a suggested place to start your Word configuration. Once again, set it up the
way you want it. Note: This configuration was taken from my copy of Word in
Microsoft 365. Word 2019, Word 2016, Word 2013 are basically the same. Word
2010 is similar, with fewer choices.

Open Word. To get to the configuration options, click on the FILE tab, then Options
(along the left side).

AutoSave (@ off) [‘Eﬂ LE‘,E '—7 - = MS Word2016 Lesson 1.docx - Compati
Home Insert Design Layout References Mailings Review Vie
< — e —f— —
[] & | Calibr (Body) ~[14 ~| A" AT Aa- By = - i= =35 .
Paste I:B — e
¢ | B I U-a x X £-A- | =E=Z= = |&a-H
Clipboard =~ Font Paragraph

When you get to the Options list'you will find different
“pages”. If you can’t see the£ntire page, there will be a scroll
bar along the right edge gf'that window.

Go through each “page” and set things up as you see fit.
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The major sections are along the left side of the window. The first section is
GENERAL.

Word Options ? X
General ®) Optimize for best appearance -
| | Display Optimize for compatibility (application restart required)
] Show Mini Toolbar on selection @ \
Proofing N
Enable Live Preview @
Save i o
Update document content while dragging “V/
Language [] Collapse the ribbon automatically “©
Ease of Access ScreenTip style: | Show feature descriptions in ScreenTips v
Ad d
vanee Personalize your copy of Microsoft Office
Customize Ribbon -
User name: Henry S. Winokur
Quick Access Toolbar Initials: HSW
Add-ins [1 Always use these values regardless of sign in to Office.
Trust Center Office Background: | Circuit v
Office Theme: Colorful -

Office intelligent services

Intelligent services bring the power of the cloud to the Office apps to help save you time and produce better results.
To provide these services, Microsoft needs to be able to collect your search terms and document content.
[] Enable services

About intelligent services Privacy statement

LinkedIn Features

Use LinkedIn features in Office to stay connected with your professional network and keep up to date in your industry.
Enable LinkedIn features in my Office applications V'

About LinkedIn Features Manage Linkedln account associations

Start up options

Choose the extensions you want Word to open by default: Default Programs...
Tell me if Microsoft Word isn't the default program for viewing and editing documents.
[] Open e-mail attachments and other uneditable files in reading view @

[] Show the Start screen when this application starts

Real-time boration options

[] Show names on

Cancel

If you want to make sure that Word alwaysstarts with just a “white sheet of paper”
make sure that in the start up options you UNCHECK the option that says “Show the
Start screen when this application starts”.
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The 2" section is DISPLAY, which describes how Word will display on-screen:

Word Options

General

Display

Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

IE\ Change how document content is displayed on the screen and when printed.

Page display options

Show white space between pages in Print Layout view @
Show highlighter marks @

Show document tooltips on hover

Always show these formatting marks on the screen

[] Tab characters -
[] spaces see
[] Paragraph marks q
[] Hidden text abc
[] optional hyphens —
Object anchors G

[] show all formatting marks
Printing options

Print drawings created in Word @
[ Print background colors and images
[ Print document properties

[ Print hidden text

[] Update fields before printing

[] Update linked data before printing

Cancel

Remember, that how Word show up on your monitor is totally dependent on the
width of your monitor.
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The 3" section is PROOFING, which is about how Word will proofread, and suggest
corrections to your document.

General

abc Change how Word corrects and formats your text.

Display
Proofing AutoCorrect options

Save Change how Word corrects and formats text as you type: = AutoCorrect Options...

Language
When correcting spelling in Microsoft Office programs
Ease of Access

Ignore words in UPPERCASE
Advanced =

v Ignore words that contain numbers

Customize Ribbon v Ignore Internet and file addresses

Quick Access Toolbar v| Flag repeated words
Add-ins Enforce accented uppercase in French

Trust Center Suggest from main dictionary only

Custom Dictionaries...
French modes: Traditional and new spellings ¥
Spanish modes: = Tuteo verb forms only b

When correcting spelling and grammar in Word

v| Check spelling as you type
Mark grammar errors as you type
Frequently confused words

Check grammar with spelling

Writing Style: = Grammar & Refinements ¥ Settings...

Check Document

Exceptions for: ﬂ} Document1

Hide spelling errors in this document only

Cancel
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The 4™ section is the SAVE section, which is how, when and where, Word will save
your work.

Word Options ? X
B | Genera .
I Customize how documents are saved.
Display
Proofing Save documents
Save [] AutoSave OneDrive and SharePoint Online files by default on Word G
Language Save files in this format: Word Document (*.docx) -
Save AutoRecover information every | 1 % | minutes

Ease of Access
Keep the last AutoRecovered version if | close without saving
Advanced
AutoRecover file location: DAMS Office\AutoBackup\Word', Browse...

Customize Ribbon . ] - - -
[ ] Don't show the Backstage when opening or saving files with keyaoard/{or‘tcu@

[] Show
Add-ins Save to Computer] by default

Quick Access Toolbar ces for saving, even if sign-in may be required.
Trust Center Default local file location: DA Browse...

Default personal templates location:

Saving checked out f r supported. Checked out files are now saved to the Office Document
Cache.

Learn more

Server drafts location:

Preserve fidelity wh

[] Embed fonts in tH

Cancel

If you don’t know what a setting is for, there are numerous ways to figure it/them
out. For example/the “backstage” of Word is unknown to me, because | don’t work
in an environmént where the “backstage” is used, but | could find out by clicking on
the question/mark on the right side of title bar of the window. If you click on it, Word
will open its Help file and you can read about the entire Options section. You could
also go to your favorite search engine and search for something like “Word 365
backstage”. When a word or phrase is highlighted and underlined in a color, such as
the phrase immediately prior to this, you can click on the phrase and it will take you
somewhere—either on the local network, if you are in a business, or more likely, to
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the internet if you are non-networked (aka “standalone”). Thisis known as a “hyper
link” or “live link” or just a “link”. It is not a good idea simply click the link. Put you
mouse pointer on top of the link first and a box will pop up that tells you where it will
go. (As Bugs Bunny would say “be vewy, vewy careful of shortened URLs”. Ask me if
you don’t know what they are!)

The 5™ is the Language section:

Word Options

Genera
Display
Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

’&?‘} Set the Office Language Preferences.

Choose Editing Languages

Add languages to edit your documents. Editing languages set language-specific features, including spelling, grammar i
checking, and sorting.

Editing Language Keyboard Layout | Proofing (Spelling, Grammar...)
English (United States) <default> Enabled 5\'3( Installed
[Add additional editing languages] -

Let me know when | should download additional proofing tools.

Choose Display Language

Set the language priority order for display (Ribbon, buttons, tabs, and other controls) and Help.*d

Display Language Help Language
1. Match Microsoft Windows <default> 1. Match Display Language <default>
2. English 2. English

€@ Get more display and Help languages from

Cancel
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The 6 is the Ease-of-Access section:

Word Options

General
Display
Proofing
Save

Language

Ease of Access

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

[b* Make Word more accessible.
L

Make your document accessible to others

The accessibility checker helps you find and fix content in your document that may make it harder for people with
disabilities to consume your content. You can get to it from Review > Check Accessibility. Office can remind you about
accessibility issues while you work by showing a reminder in the Status Bar.

[] Keep accessibility checker running while | work

Feedback options

[] Provide feedback with sound
Sound Scheme:  Modern ¥

Provide feedback with animation

Application display options

ScreenTip style: | Show feature descriptions in ScreenTips -

Show shortcut keys in ScreenTips
[] Show the Start screen when this application starts

Automatic Alt Text

Automatic alt text generates descriptions for pictures to make them accessible for people with vision impairments. To
use automatic alt text, please enable Office intelligent services.

Automatically generate alt text for me

Document display options

[] Expand all headings when opening a document @

| OK | ‘ Cancel
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General
Display
Proofing

Save

I Language
Ease of Access
Adwned ]
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Advanced options for working with Word.

Editing options

Typing replaces selected text
When selecting, automatically select entire word
Allow text to be dragged and dropped
Use CTRL + Click to follow hyperlink
[] Automatically create drawing canvas when inserting AutoShapes
Use smart paragraph selection
Use smart cursoring
[] Use the Insert key to contral gvertype mode
[] Use overtype mode
[] Prompt to update style
[] Use Normal style for bulleted or numbered lists
O Keep track of formatting

I

ANk 10 dlting Inconsistenc

Updating style to match selection: | Keep previous numbering and bullets pattern v

Enable click and type

Default paragraph style: | Mormal -

Show AutoComplete suggestions
[] Do not automatically hyperlink screenshot

Cut, copy, and paste

Pasting within the same document: | Keep Source Formatting (Default) v|

Pasting between documents: | Keep Source Formatting (Default) v|

Pasting between documents when style definitions conflict: | Use Destination Styles (Default) v|

Pasting from other programs: | Keep Source Formatting (Default) v|

Insert/paste pictures as: Inline with text =

Keep bullets and numbers when pasting text with Keep Text Only option

[J Use the Insert key for paste
Show Paste Options button when content is pasted

Use smart cut and paste @

H Cancel ‘
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w

Word Options

General
Display
Proofing

Save
Language
Ease of Access
(Asnces
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Pen

[] Use pen to select and interact with content by default

Image Size and Quality MS Word2016 Lesson 1.docx ™

[] Discard editing data ‘@

] Do not compress images in file @&
Default resolution:@ | 220 ppi v

Chart | B MS Word2016 Lesson 1.docx ~ |

] Properties follow chart data point @

Show document content

[] Show background colors and images in Print Layout view
[] Show text wrapped within the document window
] Show picture placeholders @
Show drawings and text boxes on screen
] Show bookmarks
] Show text boundaries
[] Show crop marks
[ Show field codes instead of their values
Field shading:
[] Use draft font in Draft and Outline views
Name:  Courier New ~
Size: 10 he

[] Use fonts that are stored on the printer

Font Substitution...

] Expand all headings when opening a document ‘@

Display

Show this number of Recent Documents: 25 = [0]

O Quickly access this number of Recent Documents: 4

4r

Show this number of unpinned Recent Folders: 50

Show measurements in units of: Inches -

Style area pane width in Draft and Outline views:
] Show pixels for HTML features

OK

FY
o
n
-
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Word Options

General
Display
Proofing

Save
Language

Ease of Access
[povncea ]
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

[] show pixels for HTML features

Show shortcut keys in ScreenTips

Show haorizontal scroll bar

Show vertical scroll bar

Show vertical ruler in Print Layout view

[] Optimize character positioning for layout rather than readability
[] Disable hardware graphics acceleration

Update document content while dragging @

Use subpixel positioning to smooth fonts on screen

Show pop-up buttons for adding rows and columns in tables

Print

[ Use draft guality

Print in background @

] Print pages in reverse order

] Print XML tags

[] Print field codes instead of their values

Allow fields containing tracked changes to update before printing
[ Print on front of the sheet for duplex printing

[] print on back of the sheet for duplex printing

Scale content for A4 or 8.5 x 11" paper sizes

Default tray: | Use printer settings 5

When printing this document: MS Word2016 Lesson l.docx ™

[] Print PostScript over text
] Print only the data from a form

Save

[ Prompt before saving Normal template @
[] Always create backup copy
[] Copy remotely stored files onto your computer, and update the remote file when saving

Allow background saves

Preserve fidelity when sharing this document: MS Word2016 Lesson 1.docx ¥

[] save form data as delimited text file
Embed linguistic data

OK

H Cancel ‘
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I Word Options

General
—{ | Display
Proofing

Save

o

Language
Ease of Access
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

General

] confirm file format conversion on open

[] Update automatic links at open

7 allow opening a document in Draft view
Enable background repagination

] Show add-in user interface errors

Mailing address:

‘ File Locations... ‘ ‘ Web Options... ‘

Layout options for: MS Word2016 Lesson 1.docx ¥

] Add space for underlines

[] Adjust line height to grid height in the table

[] Allow hyphenation between pages or columns.

[ ] Balance SBCS characters and DBCS characters

[] convert backslash characters into yen signs

[] Don't center "exact line height"” lines

] Don't expand character spaces on a line that ends with SHIFT+RETURN
[] Don't use HTML paragraph auto spacing

['] Draw underline on trailing spaces

[] suppress extra line spacing at bottom of page

[] Suppress extra line spacing at top of page

[] Use line-breaking rules

Use Ward 2013 rules for hyphenation between pages and columns.

Compatibility options for: | (] MS Word2016 Lesson 1.docx |

Lay out this document as if created in: | Custom v|

[] Align table rows independently

[] Allow space between paragraphs of the same style in a table

[] Allow table rows to lay out apart

] Allow tables to extend into margins

] Auto space the way Word 95 does

[J Combine table borders the way Word 5.x for the Macintosh does
[] Disable OpenType Font Formatting Features

oK
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Word Options

General
Display
Proofing

Save
Language
Ease of Access
[Advnced |
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

[] Disable OpenType Font Formatting Features

[J Do full justification the way WordPerfect 6.x for Windows does
[] Don't add automatic tab stop for hanging indent

[] Don't add extra space for raised/lowered characters

[] Don't add leading (extra space) between rows of text

[] Don't allow hanging punctuation with character grid

[] Don't autofit tables next to wrapped objects

[] Don't balance columns at the start of Continuous sections

[] Don't break constrained tables forced onto the page

[] Don't break wrapped tables across pages

[] Don't snap text to grid inside table with inline objects

[] Don't use Asian rules for line breaks with character grid

[] Don't use hanging indent as tab stop for bullets and numbering
[] Don't use proportional width for Korean characters

[] Dont vertically align inside of textboxes

[] Don't vertically align table cells containing shapes

O Expand/condense by whole number of points

O Forget last tab alignment

[] Lay out AutoShapes the way Word 97 does

O Lay out footnotes the way Word 6.¢/95/97 does

[ Lay out tables with raw width

] Print body text before header/footer

] Print colors as black on noncolor printers

[] Select entire field with first or last character

[] show hard page or column breaks in frames

[ split apart page break and paragraph mark

[] Substitute fonts based on font size

[] Suppress extra line spacing at top of page the way Word 5. for the Macintosh does
[] Suppress extra line spacing the way WordPerfect 5.x does

[] Suppress Space Before after a hard page or column break

[] swap inside and outside for mirror indents and relative positioning.
[ Swap left and right borders on odd facing pages

[] Treat\" as ™" in mail merge data sources

[ Truncate font height

] Underline tab character in numbered lists

[] Use cached paragraph information for column balancing

H Cancel ‘
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Add-ins

Trust Center
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[] Use cached paragraph information for column balancing

[] Use larger small caps the way Word 5.x for the Macintosh does
] Use Normal style for bulleted or numbered lists

[] Use printer metrics to lay out document

[] Use Word 2002 table style rules

[] Use Word 2002-2007 style evaluation rules for font size and paragraph justification in tables
[] Use Word 2003 hanging-punctuation rules

[] Use Word 2003 indent rules for text next to wrapped objects
[] Use Word 2003 kerning pair rules

[] Use Word 2003 table autofit rules

Use Word 2010 table style rules

[] Use Word 6x/95 border rules

] use Word 97 line-breaking rules for Asian text

] Wrap lines the way Word 6.0 does

[] Wrap trailing spaces to next line

| OK

H Cancel ‘

As noted, it’s a very long section...

© 2021 Henry S. Winokur
Updated: 2021-06-24
Page 23



A little bit of Microsoft Windows & a little bit of Microsoft Word
Lesson 2—Mouse, Windows, File Explorer and Word options

The 8™ group is the CUSTOMIZE RIBBON section is where you can customize the
Ribbon. When you are just learning the software it is recommended that you leave it

at its default.

Word Options ? X
General EE"E.] Customize the Ribbon and keyboard shortcuts.
§ | Display . ~
j Choose commands from:@W Customize the Ribbon: @
Proofing -
i | Popular Commands 57 | Main Tabs v
Save
Language [ Accept Revision - Main Tabs
Add Table ’ Blog Post
| | Easeof Access = Align Left [“insert (Blog Post)
Advanced = g”"ets ' M outlining
- - :—_ enter i , Background Removal
Customize Ribbon 2= Change List Level Home
: [3 Copy
Quick Access Toolbar & cut & [Alnsert
) Define New Number Format... Pages
Add-ins Delete Tables
Trust Center Z] Draw Table lllustrations
Draw Vertical Text Box Add-ins
Email Media
Find Links
Fit to Window Width Comments
Font Header & Footer
Font Color |' Text
Font Settings Symbols IZl
Font Size [IDraw
Footnote Design El
Format Painter Layout
G
row Font L [IReferences
Insert Comment B
Insert Page Section Breaks 4 (/IMailings
5 Insert Picture [“IReview
Ir?ser‘t Text Box ) [ view
t!ns and Paragraph Spacing 4 O Developer
" Ml office Tab
Macros
New File Add-ins
Next Help
Numbering »
Open
& Page Setup...
¥ Paragraph..
ﬁn] Paste » ‘ New Tab ‘ ‘ New Group ‘ ‘ Rename... ‘
" paste Customizations: -'-"
Keyboard shortcuts: Import/Export ¥ (D
| OK | ‘ Cancel ‘

© 2021 Henry S. Winokur
Updated: 2021-06-24
Page 24



A little bit of Microsoft Windows & a little bit of Microsoft Word
Lesson 2—Mouse, Windows, File Explorer and Word options

The 9% group is the Quick Access Tool Bar:

‘| Word Options

i Genera
Display
Proofing

Save
Language
Ease of Access
Advanced

Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center

IZEB.[E_] Customize the Quick Access Toolbar.

Choose commands from:"

Popular Commands 5

«<Separators> -
Accept Revision

Add a Hyperlink

Add Table 4
Align Left

AutoSave

Bullets »
Center

FNTTag E @ <7

Change List Leve 4
Check Spelling and Grammar

Choose a Text Box 4
Copy

Cut

Decrease Font Size

Define New Mumber Format...

Delete Comment

Draw Table

Draw Vertical Text Box

Emai

Find

Fit to Window Width

Font
Font Color |D
Font Settings

Font Size v

[] show Quick Access Toolbar below the Ribbon

w
=3
13

<[ 7] <

<

b=

ToBMET

>

Add >>

Customize Quick Access Toolbar'i

For all documents (default)

Customizations: Reset ~ L

Import/Export ¥ |

Cancel

The Quick Access Tool Bar is initially located on the

LEFT END of the TITLE BAR. If you prefer it to be just

above the active window, click on the down arrow
and select “Show below the ribbon”.
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Remember, there’s nothing “right” or “wrong”, it’s simply how you want things to
work in your copy of Word. If you need to change it, DO IT! Since there’s no harm,
there’s no foul. If you don’t like the change, change it back.

We will skip the ADD-INS and TRUST CENTER items. Word doesn’t do everything and
there are tools available that do some of the things Word doesn’t do. The user can
add—usually by purchasing—additional tools for Word. Those tools end up in the
ADD-INS group. If you’d like more information, simply click on the ? on the window
title bar, at the right end of the Options panel when you are on the ADD-INS or
TRUST CENTER page(s).

That’s all for today folks!
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