Word 2013: Word and the Internet

Microsoft Word: Online, All the Time
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. Save a picture to a SkyDrive. ' d :
The Gircus is Coming to Town!

-

1
2. Use a Table to control the Layout.
3. Add Online Video to a document.

4. Apply a Theme and a Table Style.
5. Add a hyperlink to a picture.

6. Save the document to the SkyDrive.

~

. Identify and use Save and Share options
for saving in different file formats as well as
posting to a social network.

8. Create a PDF file and edit the PDF in
Word.

© 2013 Comma Productions
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1. Readings
Read Lesson 6 in the Intermediate Word
Guide, page 181-224.

Projects

A simple flyer in Word that includes
hyperlinks to videos and pictures. Explore
options for sending files including eE-mail
and internet fax from within Word.

Downloads
The Circus is Coming to Town.docx

Graphic files used in the lesson:
1Logo, Farm, Now-Appearing-1.qif

2. Practice
Do the Practice Activity, page 225.

3. Assessment

Review the Test questions, page 226.

Lesson 6: Online, All the Time!

Table Tools-> Layout

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW
i i 3
Nel=EE I EFEEREEEEE
X v | I FEES
Select  View Properties | Draw Eraser | Delete | Insert Insert Insert Insert | Merge Split  Split
=~ Gridlines Table = Above Below Left Right Cells Cells Table
Table Draw Rows & Columns P i] Merge
Mailings
FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS [
B3 Cover Page - D r 1) r ’ E‘“ﬂ
[ Blank Page - & l__|<>; ] I I e+ ¢ @
L Table | Pictures Online Shapes SmartArt Chart Screenshot | Apps for | Online
' Page Break - Pictures = - Office~ | Video
Pages Tables Illustrations Apps Media
3 4
Menu Maps A

This lesson shows the Table Tools and Mailings Ribbons.
1. Insert->Tables->Table, page 188

NOoO O WN

. Table Tools->Format->Merge->Merge Cells, page 189

. Insert->lllustrations->Online Pictures, page 191

. Insert->Media->Online Video page 192

. File->Save As->SkyDrive, page 204

. File->Save As->Share, page 205

. File->Save As->Share->Post to Social Networks page 209

Intermediate Microsoft Word 2013 Page 182 of 231




7; k,
L]
Twg

Online, Anytime

In 1983, Microsoft Word was considered a word processor. The text on the page was typed in just like a typewriter. The focus was on typesetting and
formatting fonts. Many of the line and paragraph formatting options in Word make sense if you know that they come from how typewriters counted lines per
page. Fast forward to today. Most of the computermama's students have never seen a typewriter! Everything is online: BYOD (Bring Your Own Device).
This lesson introduces several ways to publish and share your work online, anytime.

So, Start Microsoft Word. \When the Welcome page appears, open a new, Blank Document. What do you see, from the top of the screen? Is there a
Home Ribbon? And the Insert, Design, Page Layout, References, Mailings, Review and View Ribbons? Yes.

If your screen looks similar to the example on this page, then you are ready to begin.

-
i
l

FILE HOME l INSERT DESIGN PAGE LAYOUT REFERENCES

“ :_ 1’ ] | - - —
- (Calibri (Body) ~ |11 ~| A" A" | Aa~ | A0 | iZ -
5 L‘, I: 0 F‘.‘;'- |
Paste ' = = - 3k . _
- ~ Format Painter B I U-akx,x|RA - -
Clipboard P Font I |

. S 1
e
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Example

Working Online

Cloud computing is a term that means
saving your files on the Internet. Then, you
can work on them with any device: laptop,
tablet, even a Smart Phone.

Bz Outlook

i rncoll s e W

BerorpderraealoSooh

Before You Begin: This lesson will use
OneDrive for the online storage. OneDrive
is available with a free Microsoft E-mail
account or passport.

OneDrive needs a WindowsLive ID to : ;

authentic users. You can use your Outlook, ( friends

Messenger or xBox password. You can .

also create a new account.

This lesson demonstrates the options with Microsoft account What's this?

an Outlook.com E-mail address.

1. Try This: Sign into OneDrive ] ¢ e thecomputermama@outlook.com

Go to www.outlook.com.
Enter your User Name and Password. Paaawcprd
Click Sign in. Keep going...

Keep me signed in

Memo to Self: The steps are similar if you
have an Office 365 account.
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OneDrive Files

When you log in with your Microsoft
Account you should see the Mail: it is the
default folder. The other folders are
People, Calendar and OneDrive.

2. Try This: Find the OneDrive
Go Outlook->OneDrive.

What Do You See? OneDrive can hold
hundreds of documents, spreadsheets,
presentations and pictures. You can create
folders, and folders in folders, to orgranize
your files online if you wish.

Keep going...

Example of a folder online in OneDrive

(&OneDrive ‘ v @Createv ®Upload Share Folder actions 2

Search e Saved pictures

Files

Recent docs
All photos
Shared

e Dediroot's Strawhepdey

£ 4232 Ball Ran

] Gy MBI
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Find Pictures Online
How do you download a picture from the
Internet and save it to your SkyDrive?

3. Try This: Find the Pictures

Go to this lesson online.

Go to the Lesson Check List, the second page
in each lesson.

Click on a Download: Now-Appearing-1.gif.

Downloads
TentSale2013.docx

Graphic files used in the lesson:
1Logo, Farm, Mow-Appearing-1.gif

What Do You See? The picture should open
in the Internet Browser.

Try This: Save Picture As...

Place your cursor in the middle of the picture.
Right click-> Save Picture As.

Keep going...

Right Click->Save picture as...

+ [ TP T —

Open link

Open link in new
Open link in new window
Save target as...

Print target

Show picture

Save picture as...

E-mail picture...
Print picture...

Go to My Pictures
Set as background
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Save to OneDrive

4. Try This: Save Picture As...
Place your cursor on the picture.
Right click-> Save Picture As.
Go to Favorites->OneDrive.
Click Save.

The picture will be copied from the
lesson website to the OneDrive.

So far, so good. Please go online
and confirm that the picture is,
indeed, in your OneDrive.

Keep going...

The Computer Mama sezs: Working
with the SkyDrive on a high speed
Internet connection is almost the
same as saving to a hard drive.

Right Click->Save picture as...

L el

Coparpy = Miww fulie

A )

Organize = Mew folder

70 Favorites
BY Desktop

4. Downloads

UE
=l Recent places

& OneDrive

- Libraries
@ Documents
J"I' Music
[e=| Pictures
™ videos

File name: | Mow-Appearing-1.gif
Save as type: | GIF (*.gif)

* 1 = Onsieen + Docwmens

S Bel BT P Pl P - Meliee B Yo

2 WP

« Onebrive » Documents

Farmershlarket?3
.gif

HamburgFestival
w 3.gif
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- s & 3 Smcamant’ - Wasd t oW a x 1
Insert a Table E“:u_..-- ”umn i ;.ul Inu::u. -\;.u_.” m.“:‘_: l."* : . - — :I‘;:ﬁ R
There should be pictures in the SKyDrive: 1717 e s e s bt S i ot e et Vot e Pom | Ton D et (e e
Hooray! Now, let's turn our attention to EE T nmim e i =

Microsoft Word. We will be creating a
marketing flyer that includes links to a
website as well as Online Video.

This document will use a Table to control S vt ‘
the layout and arrange the pictures. .

Before You Begin: Start Microsoft Word
Open a new, blank document.

1. Try This: Insert a Table
Go to Insert->Tables->Table.

Draw a Table: 3 Columns by 2 Rows.
_ FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES

K ing...
eep 9oms B3 Cover Page~ D l__‘ F‘ l__"l_"] r
I (. = ‘Q’ =1 I &+

[l Blank Page ) :
- Table | Pictures Online Shapes SrmartArt Chart Screenshot
' Page Break - Pictures - -

Pages | 3x2 Table itions

- 1 o e A
) Ooooo0™
: OoO00oO0oog

BRERREREER

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.1 Create A Table
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Table Design
When you insert a Table, the Table
Tools should be available.

Here is the plan: the Cells in Row 1
will be merged to create a place for
the big headline. Two more Cells in
Row 2 will be merged as well.

Here are the steps.

2. Try it: Merge the Cells

Select Row 1.

Go to Table Tools->Layout->Merge.
Click on Merge Cells.

And Try This: Merge More Cells
Select Cells B2 and B3.

Go to Table Tools->Layout->Merge.
Click on Merge Cells.

Keep going...

Table Tools-> Layout->Merge->Merge Cells

B H % Dhcacumanng | - Mg
= 2 lldn h.*_.. ] = ..,,.. T Aq
"‘"o-';.""'“ f’:i"‘" o I.";’.’. TR Bt | G T || R Pl
i | I |
I T 1
TAELE TOOLS
VIAILINGS REVIEW WIEW DESIGN LAYOUT
=5 : : T Height: HF Distribute Rows
Merge Split  Split | AutoFit | =itk m 2 Dictri
o s |2 - | m Distribute Columns
E Cells Cells Table | - % LA
kerge Cell Size [

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.2 Modify A Table: Merge Cells
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3. Try This: Enter the Text e TP Y PR e || ) (R e | 3
Please enter and format the following text. U I —_ —" : . T
Cell A1: The Circus is Coming to Town! ]
Go to Home->Styles->Title.
Cell B2: Clowns, Elephants and Performers The Circus is Coming to Town!

Go to Home->Styles->Heading 1. owns, Elephants and Performers

Cell B2: MyTown Plaza
Go to Home->Styles->Heading 2.

Cell B2: November 7, 2013
Go to Home->Styles->Heading 3.

Cell B2: Sponsored by Charlotte's Website

Goto Home>Styles >Heating 4 P —————

Keep going... . . .
The Circus is Coming to Town!

Clowns, Elephants and Performers
MyTown Plaza
Movember 7, 2013

Sponsored by Charlotte's Web Site

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.2 Modify A Table: Modify Fonts Within Tables
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- - - arant [ 3t A Lty LU B b AR Pl vl iw ity st [
Insert a Picture B 1 D T ol a | B D D R (B A A Eevi e
Earlier in this lesson we saved a picture to the |71 e s e s i st s s i DU i e G e

. L. N R _— = Fukyemy - & Dy - N - 5 = © Byebes- Bou- Fek- - it

SkyDrive. Now, this is what it looks like when e s B s A e I e e R = 2
you use the SkyDrive to insert the picture into

Word. : JaAcE YOS

4. Try This: Find a Picture on SkyDrive . -
Place your cursor in Cell A2. The Gi )
Go to Insert->lllustrations->Online Pictures. o M dan % E™R

& Elizabeth Nofs's SkyDrive

The SkyDrive should be listed in the online Al folders » Documents

options. All of your documents and pictures will
be available when you select SkyDrive.

OK, Do This, Now: Insert a Picture
Select a picture: Now-Appearing-1.jpg.
Click Insert.

Keep going...

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Insert Pictures
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FEH %2 Dot ! - s agnd Hix;

Add Online Video E,_:- _Ir.n. r.m:: m.;:uillnu:uh ‘;m_”n:.w:u n ..-.’m : — -

So far, so good. This marketing flyer has a e | P O e i ot Sttty G| 8| o e b ot Gk Wt
Table to control the layout, Text formatted e == e B e s . 0
with Styles and an image that was saved to ' = ’

the SkyDrive. The Circus is Coming to Town!

OK, so we practiced using a SkyDrive.
However, online media can also include
Videos from YouTube or FaceBook.

5. Try This: Insert an Online Video
Go to Insert->Media.
Click Online Video.

Keep going...

.il!. HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS

B Cover Page - D |__‘|;| @} rl:l 1l &

3 =

Office~ | Video

[ Blank Page ) : )
- Table | Pictures Online Shapes Smart&rt Chart Screenshot | Apps for | Online
*— Page Break > Pictures - -

Pages Tables Hlustrations

Apps Media

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Insert Online Videos
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Search for a Video

By default, Microsoft Word offers the Bing
Video Search. Look at the bottom of this
window. You should see the familiar icons
for FaceBook and YouTube. Click on the
icon for YouTube and the YouTube search
will be added live.

Let's get a video from YouTube. Emmett
Kelly Jr. is famous for Weary Willie, the hobo
who swept the ring after the show.

6. Try This: Search for a Video

Click the YouTube icon to add the search.
Go to the YouTube Search.

Type: Emmett Kelly sweeping.

Insert -> Media -> Online Video

Ticagars t4ct, 6

G
L} sradnt [- 55 Al LAt LU S b BARE P ol W [- ") T
B G g - | = = | iy . ) 8 [ gretwaime - T bqusban -
. - il . B ¥ C | =
Ward Fage ” LRy it & Former 11 ot -
Tably Puiwen Ondes Tape Sl (had Somewball  Apps b Cnlew N Comwmand  Hauder Pootee  Pag Tl Ok ‘Wendlad —
LRT Sy = [ = e | ey | [ Croa-saharncs e e gl | g Ghgear =
g L - e e Ly | gmamyen P 4 e T E il -
. Teve e @ ] L B 4 ] WrsrvaPuny
o ®
The Circus i
— 1]
L"
B 8y pemagng

o o

A v b

Bing Video Search

Search the web

YouTube
The largest worldwide video-sharing community!
Remove

Emmett Kelly sweeping

From a Video Embed Code

Paste the embed code to insert a video from a web
site

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Insert Online Videos
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BEH S & x 7

Preview the Video e TR " | Lo e T e T

What Do You See? The video search  [[ol7  ae rocm oroe s st Gt somemir tyte oiw | D270 ot e b P | e kot e o T AT

should return many video clips. Each i —— - e L | uiay | cosmnts|__ et e rosh R treas

video is presented as a thumbnail ) T e

image. The videos are live, online, so The Circus i

you can preview the video to see if this
is the one you want.

What Else Do You See? The little "i"

in the upper right corner of the media

player has more information about the
video and the website that hosts it.

7. So, Try This: Select a Video

- v = A

3= A I e R i
x HES-COW_—

Select a Video: The Carol Burnett -

Show-Charwoman at the Circus. =

Click Insert. The Carol Burnett Show - Charwoman at the Circus

Keeeeep going...

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects
5.3 Insert and Format Images: Insert Online Videos
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The video should be placed into this o I S T YR : : u - . - ] R
Word document. The Video has the _—— = o : oo tomey
"player" button, the big arrow, that users 5 o - =
can click to start the video. The Circus is Coming to Town!

Toolbars Everywhere! Click on the
video: the Picture Tools will be available.
This video is also placed in a Table, so
the Table Tools are also available.

So, what did we do when we added an
Online Video? Let's find out more. P Play Video

Open in Browser

ST

Everything in Microsoft has a left and a
right mouse click. The left click give

actions (in this example, clicking starts
the video.) A right click gives options. Save as Picture...

8. Try This: Edit the Hyperlink E"g Change Picture...
Right Click the video.
A list of options should pop up.

Select an Option: Edit Hyperlink...

Hyperlink? We know hyperlinks! Turn the
page to see the exciting ending...

& Edit Hyperlink...

Open Hyperlink

Remove Hyperlink

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.2 Navigate Through a Document: Insert and Edit Hyperlinks
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Ty Right Click -> Edit Hyperlink
E @ E SO —— — 9
:’ Review the Hyperlink T e N VNI LR e T
9. Try This: Review the Hyperlink o B Boemies e (= ol af a8 o Qi |, g it - B "
There are four ways to link to information: - T o 2 A P A

Existing File or Web Page (Link to a Page) — - , '

Place in this Document (Link to a Bookmark) The Circus is Coming to Town!
Create New Document e i
E-mail Address (mailto:)

What Do You See? This is a link to an existing
Web Page. The address for this video on
YouTube can be seen. . Link to: Text to display:

<<5election in Document= =

The new button, Online Video, offers a

convenient wizard to find a video and copy the . _ @ _ Look in: ’ | My Documents

Internet Address. The Online Video wizard also Existing File

adds the media player. or Web Page . Amazon Downloader Logs
‘i:l—:;lr:;t ) Customn Office Templates

Click OK to close the Hyperlink options. (@] My Data Sources

Memo to Self: Please keep in mind that is a link I FAUE B . OneMNote Notebooks

Docu t
to the YouTube website on the Internet. The men E{,T::fd gl 1Logo
computer must have an Internet connection if . Advanced Word Necessary Computer Skills
you want to play the video. ’D Igl A canFl

mericanFlag
Create EEW Recent -
Document Files Beginning Word First Prize
MZ| Benefits of Online Learning
Address: ’ https:/fwww.youtube.com/watch?v=Tgl
E-mail
Address

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.2 Navigate Through a Document: Insert and Edit Hyperlinks
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B H %0 Domany | - s a =
V] Add a Design Theme -L1 -u:-- :n Bela | S LANELT mmun- u:mt Ml VW B e - ‘ s Lk . |
The next couple of pages will finish the design and = &5 &= E G Sas 5999 e ﬁ wr @g i | ol 1o 2':,' | Moot
formatting of this flyer: Page Theme, Table : L_ B ey ’ —— [——
Borders and Pictures. Here we go. ;»-_I —A-‘_--l = K .'f"i. 1
1. Try This: Add a Theme Aa __j. fa ] _f:__*.
Go to Design->Document Formatting->Themes. _ma
Select a Theme: Main Event. 2o |4 . _} f-_‘_ul
What Do You See? The Theme formatted the - e I fr ! = I
Fonts with a very strong type style. It fits with the . =
idea of a circus billboard. ) (2l [Aac]) ==
Keep going... - —— —
= yTown Fasa
Eaviciie vl i Charbbme's Wel Lo

DESIGM

IMNSERT

FILE HOME

hﬂ Tt TIME Title Title TIME
LTI B 1 [ |- — L [T
Themes e — == =

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Change Document Themes
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B E% 0 [re—— ¥ A W
| I LR T N ST Dt vt + )

Choose a Table Style
Table Styles format the color of the Fill. You
can modify the Shading if you wish.

Before You Begin: Click anywhere in the
Table to select it. The Table Tools should be
available, again.

2. Try This: Choose a Table Style
Go to Table Tools->Design->Table Styles.
Choose Style: Grid Table 5 Dark-Accent 1.

Now, Try This: Modify the Shading

Place your cursor in Cell B2.

Go to Table Tools->Design->Table Styles.
Edit the Shading: Dark Red, Accent 1,
Lighter 40%.

Did you notice? The colors in the Table
Styles are determined by the Theme we just

selected?
TABLE TOOLS

Keep going... DESIGM LAYOUT

EEEE EEEEE EBEEEE EEEEE - Y2 pt -
EEEE EEEEE eEeEEEE E=seEE || Shading | Border'— Borders
T - Styles - E Pen Color - -
Table Styles EBaorders

Exam 77-418 Microsoft Word 2013
3.0 Create Tables and Lists
3.2 Modify A Table: Apply Styles to Tables

Intermediate Microsoft Word 2013 Page 198 of 231



Taﬁ.
L]
Tig

Change the Page Color

The options for the Page Background-
Watermark, Page Color, and Page Borders-
can be found on the new Design Ribbon.

The Page Background Colors include the

Theme Colors. The Standard Colors are

also available. Not enough colors? You can
choose More Colors if you wish.

3. Try This: Choose a Page Color

Go to Design->Page Background.
Choose a Page Color: Dark Red, Accent 1,
Lighter 40%.

Keep going...

Design-> Page Background-> Page Color

BE %0 Dhpcnsmad ! - g

B s o | | et s s wws vor

Y i B B B B B B S BB B

Gpumand pempmeg

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents

1.3 Format a Document: Change Document Formatting- Page Color

e
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The Circas is Coming to Town!
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E
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Watermark Page Page
2 Color = Borders

Theme Colors i
HE EENEEEE

Dark Red, Accent 1, Lighter 40%
| Standard Colors

| B FEEEERN
Mo Color

More Colors...

Fill Effects...
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Format the Picture

Before You Begin: Select the Picture
Select the Picture: Now-Appearing-1.gif.
The Picture Tools should be available.

4. Try This: Format the Picture

Go to Picture Tools->Format->Picture Styles.
Go to Picture->Effects->Glow.

Select a Glow Variation.

OK, this is looking good.

Memo to Self: The Glow Colors are the same
Theme Colors we saw in the Page Color.

Picture Tools-> Format ->Picture Styles

B %S [om———— T
A srdut [yt A Lt LU ERS B BARE ML L) i Ll =L vt
Tf | o Homemrin | s e e o e oy (Bt | [ :
B G- ! < s b | e (Pt
Aaners -‘ NarChaagn o = o ol s e « e W
—_—— e e ] — o i ] b Rotats

St Pt Bt

= = =
. o et -
MAILIMNG VIEW FORMAT

| e o
e e vy ’E
Picture Styles

YT

Exam 77-418 Microsoft Word 2013
5.0 Insert and Format Objects

5.3 Insert and Format Images: Apply Picture Effects-Glow
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Hyperlink with a Picture

An Internet Address can be long and difficult to

type. You can add a Hyperlink to an image.
The Hyperlink can include a ScreenTip that
teaches your users what this link does.

5. Try This: Insert a Hyperlink

Click once on the picture to select it.
Go to Insert->Links->Hyperlink.
Choose Existing File or Web Page.
Type the Address: www.ringling.com.

Keep going, there's more to this link...

Insert ->Links ->Hyperlink

BEHS O Docmant! - Wigad T &
B oos | cotr | b maGuouT O RFIRCIS  MaanGE RN WW Romat dn e — |
B e P - | ™ = e T T . * - B O gt time -
o DB DD N . |83 D [EIE 4 AT
Tabdy Pufyeny Ordes TPage el (had Somembat  Mpps b Celiey Cpmumant  Hawgey Pupher 'A’ Tl Ok ‘Wendld e
e v 5 [ ¥ Oy | Ve | L O shs = ] e e - gt
i pmamgan 4 e T R -
:

g i et A s L1
o 1. » 4

is Coming 1o Town!
S|

L b el 4 g+ ¢ b o Chpramed e,
.i,.i [T T e— v R
- | & smseem St e o] g | |

! R T e F——

o

Link to: Text to displa]l:|-‘~‘-‘~5E|El:.‘tiGr'l in Document= >
Look in: | & My Documents Izl
Existing File
or Web Page . Arnazon Downloader Logs
?—:‘:‘:t . Custom Office Templates
MWy Data Sources
Place in This |, OneMNote Notebooks
Document Erowsed 1L
Pages [aZ] TLoge
ﬁ Advanced Word Mecessary Computer Skills
Create New Recent Am !:EFIC.EHHEQ . .
Document Files Beginning Word First Prize
MZ| Benefits of Online Learning
@ Address: |http:..“hww.r.ring|ing.cnm|
E-mail
Address

Exam 77-418 Microsoft Word 2013

1.0 Create and Manage Documents
1.2 Navigate Through a Document: Insert Hyperlinks
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B % o e _
Hyperlink Options -._f_.v. T LD Pl e |8 3% DO DEE 4 A D
There are two hyperlink options that you can v | T | P e S ity | S| G| fre P | Tot Gt i o

program. The ScreenTip tells your users what e s D T ot (R s

1 i 1., [ +

will happen when they click the link.

The Target Frame programs the link to go to
the new page, or open a new window. If you
open a new window, then your web page will

T ol

a |
still be open if your user closes the Ringling E o] | o
Bros website. .ﬁ e e i o ] Sl
re

6. Try This: Edit the ScreenTip
Go to ScreenTip...
Type the ScreenTip Text: Click here to go to Link ta: Text to display: | < <Selection in Documents =

] Insert Hyperlink

?

SereenTip... |

the Ringling Bros website. ;
i Look in: I My Documents 'fEi
Try This, Too: Edit the Target Frame | o =
Go to Target Frame. felictieiiin e Lol
Choose New Window from the list. E a Screen]ip text | Target Frame...
Click here to go to the Ringling Bros website| '

Click OK. This would be a good time to save. H&::,_:;I::‘

Create New Recent o

Document F:';::I H'.' Beginning Word First Prize

= Benefits of Online Learning b
Address: | httpu/Aewweringling.com ™
E-mail )
Address
0K Cancel
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File ->Save

Save This Document
1. Please Do This: Save Your Work
Go to File ->Save.

What Do You See? The OneDrive is one
of the default locations for saving files.

What Else Do You See? The options on
the left side include Save As, Share and
Export. We will look at each of these
options in a minute.

Turn the page....

i
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File -> Save -> OneDrive

Save to the OneDrive

2. Do This: Save Your Work

Go to File ->Save->OneDrive.

File Name: The Circus is Coming to Town.
Save as Type: Word Document (That's a docx.)
Click Save. The flyer is done.

Wait, wait, wait! Don't be in a hurry to print out a
thousand copies of the flyer. Consider the options.

¢ Hpatiay

B Dvenin

Think digital: You can Share this flyer by E-mail or
present it online. You can also publish this flyer on
the Internet as a Blog post. Most cities have a web
site for the local newspaper.

& Domsiimdn
s Mt placn

M Omalies

®©

= T . v eBeth » Onebrive » Documents

Finally, you can Export this Word document into Organize v New folder
other formats, including an Adobe PDF or Microsoft
XPS document. o Name -
! i i ¢ Favorites
Let's consider the options. o oo % CustomerMailMerge.doc
eskto
5 Ip i % Document].docx
] ownloads
." ? | @ | Elizabeth's Notebook
=1l Recent places
_ .p % May Calendar.docx
/& Cnelrive —
v £

File name: | The Circus is Coming to Town.docx

Save as type: | Word Decument (*.doc)
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Share a Document

Sharing a file online is much easier in
Microsoft Office 2013. There are several new
methods that use Cloud Computing.

Share

1. Try This:Review the Share Options
Go to File->Share. i - Invite PEGP"E‘
The Share options include:
Invite People

Get a Sharing Link

Post to Social Networks
Email

Present Online

Post to Blog

GO (et a Sharing Link

We'll walk through these options from the top
down, beginning with the invitation.

Keep going... _ , 4 e U Email
E@ Present Online

Post to Blog
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T File -> Share ->Invite People

Share: Invite People
You can Invite People to share this
document.

T ETET

2. Try This: Share by Invitation

Go to File->Share->Invite People.

Please enter the following:

Type your E-mail address.

linclude a message: This is a sample of
the invitation.

Thei 6 0 dasvgie f Dot il rboioh.

.":. I=wle Poocée
-~ Invite People

Type names or e-mail addresses

thecomputermama@outook.com;

Click Share. Keep going...
This is a sample of the invitation.

Require user to sign in before accessing document.

°
e

Share
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T Example of the shared document in the recipient's Outlook.com E-mail
H H S T s s S i i e 5+ et mtign & g1 [ a1 [ g1 L [ (e [ o [ ] l 3
Receive an Shared File R R R R I
3. Consider This: What does it look like - - Sy
when the recipient receives the invitation? — -~ Sk =g
The example on this page shows the how f__' w F pessin
the E-mail might look in Outlook.com. iy I s el | v e
Dty 1 Lyren Tovbnch |kttt i v rvitend b Pow Wb D0t Coimik By & 140 P
The E-mail states that Elizabeth has shared Semt G ot (o Sutpect 7z
a document Online in SkyDrive. The E-mail Ontenie s = : —seTirn -
also tells the recipient to click on the link to St Eaneth Noks hes shared & docoment sty o0
open the shared document. m [hsabath Hobs ecompetermamsoutiont ssmd
When the shared document opens in Do P r—
Microsoft Word, the recipient can go to Repond R _
File->Save As and save a copy to a different "™ ' P
location, say their own computer. R
Keep going...

Elizabeth has a document to share with you on OneDrive. To view it, click the link below.

The Circus is Coming to Towndocx

Share your files with £giay OneDrive
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File -> Share->Get a Sharing Link

Get a Sharing Link

A Sharing Link lets you publish a file
online to your OneDrive and make it

available by a hyperlink. Anyone who
has the link can open the shared file.

Share

Before You Begin: The Circus flyer is
open in Microsoft Word.

4. Try This: Get a Sharing Link
Go to File->Share.
Click on Get a Sharing Link.

| Get a Sharing Link

Sharing Links are useful for sharing with large groups of people,

What Do You See? There are two
different links: View or Edit. View Link
To make a link, click on Create Link. Anyone with a view link can view this document
After the link is created, you can copy

this link into an E-mail if you wish.

a I cdit Link

Keep going.... : _ o
P going Anyone with an edit link can edit this document

View Link
https://onedrivelive.com,/redir’page=view&iresid=86CDATAZA6TADBEAITT
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Post to a Social Network
Social Networks can be very effective for
broadcasting a message. Microsoft Word is
an excellent authoring tool for creating
colorful, rich documents. Here is a way to
post your document to Facebook. -

e iele Poopie [,
Before You Begin: The Circus flyer is still DB Gera Sharing link
open in Microsoft Word.

T, Poit o Sooel Neteosis
5. Try This: Post to a Social Network P,

Go to File->Share.

Click on Post to Social Networks.

Click the link to connect social networks. .
What Do You See? The first time you use
this link, you will be asked to add a Social
Network. The steps are straightforward.
Follow the Wizard and fill in the blanks.

Turn the page: let's look at the next step. ' Post to Soci a| Networks

ﬂ Your Microsoft account isn't currently connected to any social netwaork,

Click here to connect social networks

P

Refresh
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Twg File -> Share -> Post to Social Networks

Add a Social Network

Microsoft Office uses the Microsoft E-mail
account to connect with Facebook, Twitter,

. . . . Marage por scooeh
LinkedIn, Flickr, Google, and Sina Weibo. [ facebook [ttt

Voul aha br sbie o updete your Laorboot it e apdedm hom |ssock edy
Sl e e, e R PROIOS, wleoh, S R un B e e Ll

Add the accounts you e overy day

This "digital switchboard" can also be used e T
with Windows 8, Windows Phone, Office
2013, Outlook.com, OneDrive and n Shase on Tevemer
Vow'¥ s b sbie bo ser pour Feetier condacts and thew Teeety ared thase photon and

Messenger accounts.

Sl 5 Tardled o Bl dral Lo s whtive yons ket Ded S0l
6. Try This, Too: Connect to Facebook I — ,
The Microsoft E-mail Account is open. LirdoachELh: v i e s et e st s ot i o st |

e O et e el G P, e e o Tl B T0ma

Click on Chat with your Facebook friends. ot § ot P Ot kosn, gy iy

You will be prompted to log into Facebook. flickr o

L

Keep going...

o 5 » Se Ggle qrrAsty
(.uugl.,_ ot o s e

Chat with your Facebook friends
facebook . _
You'll also be able to update your Facebook status, see updates from Facebook friends,

and view, publish, and share photos, videos, and documents from apps and services
where you use this account.

Windows 8 Windows Phone  Office 2013 Outlook.com  SkyDrive  Messenger
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Twg File -> Share -> Post to Social Networks

Connect with Facebook N e e . 7

Microsoft and Facebook use a little social - B

connector app to link Microsoft Office 2013 PP,

to Facebook. The first question you will be [ RS-

asked is who has permission to see the B e

posts that this app makes for you on your - R e

Facebook timeline. The default is Friends. I m = g*""“

You can choose a different setting. I ———
BE = = o o T =w__

7. Try This: Add the Microsoft App i =

Click Go to App.
This will install the social connector.

Keep going...

Connect with Facebook friends

.. Microsoft

10 million people use this app

ABOUT THIS APP

Chat with vour Facebook friends, update yvour status, see
updates, and view, publish, and share photos, videos, and
documents.

Who can see posts this app makes for you on your
Facebook timeline: [7]
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Review the Permissions

8. Try This: Review the Permissions

The welcome screen may say that millions of
people use this app, but the Computer
Mama suggests that you read the list of
permissions that this software requests.

The permissions include:
Post on your behalf.
Access Facebook Chat.
Manage your notifications.

Each of these permissions can be denied if

you wish.

the update is complete.

Keep going...how does it work?

File -> Share -> Post to Social Networks

Mool would aleo ke permibssion fo)
]-_{ Piral et yins’ buebusdt

) Aerees Facsbook (hat

T mlanage your reolficstion.
L b e LT T

=

m Post on your behalf
This app may post on your behalf, induding status updates, photos and more.

@ Access Facebook Chat

[;l:l Manage your notifications

Microsoft may access your notifications and may mark them as read.

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.5 Configure Documents to Print or Save: Post to a Social Network (Share)

Intermediate Microsoft Word 2013 Page 212 of 231



Ta k,
L]
Twg

Post to Facebook

9. Finally, Try This: Post to Facebook

The Circus flyer is still open in Microsoft Word.
Go to File->Share.

Click on Post to Social Networks.

What Do You See, Now? The social network
will be available on the right side. In this
example, the circus flyer will be published on
Facebook as an attachment, a Word document.
You can choose who can view this post. There is
also a text box for writing a comment when you
post the flyer.

If you are following this lesson and you have a
Facebook account, please try these steps.

Then log into Facebook and see what the post
looks like. This could be a useful upgrade to
Microsoft Office, indeed!

Keep going...

"C?an view ¥ I

File -> Share -> Post to Social Networks

Tt ot . bt b it T 8 g Bt e i 4 it ol 5 Pt 224
Thasiy,

Post to éocial Networks

n +| Facebook

The circus is coming to town! This is an example of the new social connect

Thanks,

eBeth
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Share by E-mail

E-mail is an excellent choice for sharing and
collaboration. It is quick, rich and digital. The
following pages will look at the E-mail
options. This lesson begins with the Circus
flyer open in Microsoft Word, but you can
use any sample file for these steps.

1. Try This: Send Using Email
Go to File->Share->Email.

There are five E-mail options:
Send as Attachment.

Send a Link.

Send as PDF.

Send as XPS.

Send as Internet Fax.

Let's begin with an attachment.

OK, Try This: Send as Attachment Send as
Click on Send as Attachment. Attachment
Keep going...
Everyone works on the same copy
;;‘;‘ Everyone sees the latest changes
. Keeps the email size small
Send a Link
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& : . . R

Send as Attachment M e | oo _toos_naius_amech tmes teas e e i et 2

v # - |2 - iskaCob dstscelt RABOC LabwCol bagveed asmsces FEDH wssecn
When you choose to send a document o e W T U -mr A4 me |G- || v g wadag? b S |
as an attachment, a new message will e = - ; : o |ty
open with the document included. _ = -
2. Do This: Complete the Task 1:;_; S Pt T Q,
Please address this Email to yourself | e | e
and click Send.

B H % O = The Circus is Coming to Town - Message (HTI
In a few minutes a new E-mail should
arrive in your Inbox. There should be a FILE MESSAGE IMNSERT OPTIOMS FORMAT TEXT REVIEW
Microsoft Word document attached. . PR
—1] Calibri (Body) ~{11 - A A sal 2% l Attach
Keep going... |—_L] B I U/ :=Z-:i=-|&3= ! V@ 05 Attach
Paste __ | ., . . Address Check |
Mgmo to Self: The screen capture on = - Wl R e Ve ([P .Signatwr'
this page shows a new message in ) )
Microsoft Outlook 2013.  Clipboard Basic Text Fa Mames Includ e
This option to Send as Attachment may E To... Clair Dickson;
not work if you use webmail (Gmail, =1
Yahoo or AOL) as your default program. o
Send
Subject The Circus is Coming to Town
Attached | @Z The Circus is Coming to Town.doo (620 KE]

The circus is coming, Clair!

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.5 Configure Documents to Print or Save: Send by Email (Send as Attachment)

Intermediate Microsoft Word 2013 Page 215 of 231



Tl

File -> Share -> Email-> Send a Link

Share: Send a Link Y e M

The option to Send a Link is similarto
Sharing Links. Instead of sending eaws o tou
everyone a separate copy of the :

[Ty A CE T A (LT et Dhautans. Yok l
Nores -
T tacem istacete RABOCI Aasecct hagaced asmvcen WEHEN nmcer 3
M = Lpa Hemby -y Sabeny Sty . ire g5

L Y ey W Ny

document as an E-mail attachment, the
document will be available online in
OneDrive or SharePoint. Send a Link
is a way to E-mail a Hyperlink to that
document online.

FILE MESSAGE

a8  Wiet Cimion. o Gy b Tt - Mg (P et THm R M
MOTAGE | NGIET  CPTIOMG FORMAT TN RDVDW
- =21 a8 | § Ameal ¥ . 'S
4 & Amack Fie P ey Q
b FreT— [T T —

INSERT

-9
3. Try This: Send as Link D sz | B I U
The Circus document is still open. Paste '
Go to File->Share->Email. . ¥ |3 . A
Click on Send a Link.

Clipboard =
What Do You See? A new message :
will open with the link included. ‘ From ~
Complete the task: Please address ﬂ =] ‘ To
this E-mail to yourself and click Send. Send
In a few minutes a new E-mail should Cc..
arrive in your Inbox. There should be a
Link in the message. Bec...
Keep going... Subject

| | Clair Dickson;

OPTIONS FORMAT TEXT REVIEW
& 2 2l oo ' (] Attach File
i
.= |EE U7 Attach Item -
Address Check .
Book Names Q Signature ~
Basic Text Names Include

ebeth@commalms.com

iT“ne Circus is Coming to Town.doox

https://onedrive.live.com/view.aspx/Documents/The%20Circus%?2i
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Share: Internet Fax

Before the Internet and E-mail became
the norm, businesses used Fax
machines to send information instantly.
Fax machines relied on telephone
technology: a dial-up phone. Many
businesses and households simply use
cell phones, not dial-up.

However, there are enough legacy Fax
machines that you may consider sending
an Internet Fax.

4. Try This: Send an Internet Fax
Go to File->Share->Email.
Click on Send as Internet Fax.

Keep going...

File ->Share -> Email-> Send as Internet Fax

& X

v
Vst ity + )

Share

he Circus 15 Coming to Town Errail

W bt M . "y 1 Do e, B Dy gt 6 ooy -

O Get 4 Sharing Link

11 Post o Sonal Neneoris

Y el

— Ma fax machine needed
E’ You'll need a fax service provider

Send as
Internet Fax
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Internet Fax Providers

5. Review the Fax Service Providers
The first time you send an Internet Fax
Microsoft Word will prompt you to set up

an Internet Fax Service Provider.

Microsoft Office Marketplace offers links
to the Internet Fax Service Providers
who specialize in faxing from Microsoft
Office. All of these services have a Free-
Trial so you can test this option and see
if it is worth the monthly service fee.

Close these windows. Keep going.

e o

File -> Share -> Email-> Send as Internet Fax

Available Fax Sendces
WAL L . 0w S el 1)

fovallable Fax Senvices

Coniond Busieasn P Saste Concoad b
program s Dusiook, snabing v ic
anc rechunclancy features snabling b
Vs drw sty Sramartted b your O
ko o bl b Fan by, et
e B tetephone: suppon ko the i

ot ke P plan | e P ofre)
worka sth o8 Miceoeoh Dice spplosts
techrelogy srce 1993 - adrees fam o
S Uy et v F g Seprwm

bort AR vl b v CF ¥ ke
oralana of Fas Waaki Bia Lol
ATt O ek ol Peteri deted
e e s bt
ol Fax aervcs T fen

e any. bty by bk |
v il W) helasd o
| b cherarcn crusges. §
& Try biyF ax noea b flor

T L[S

itremms i vt pons weth s comgl] |

7 RapidFAX

Email 85 Fax - Fax 1o Emall

SEND AND RECEIVE FAXES ANYWHERE VIA

NO WORRY OFFER

Try RapldFAX Free
for 30 Days

Special Features

= Instant start after signup
= Toll-free number at no extra charge
» Mo busy signals & no waiting to

= Fres Trial send or receive faxes
* $9.95 f Month = Send and receive multiple faxes at
+ 300 free Inbound or outhaund fax a time

pages = Gat multiple users & numbars under

the same account
+ Mo hardware to purchase or
GO maintain
Lots of included pages
means you don't
have to worry about cost!

Fax Microsoft Office Documents night from your PCI

Mecroselt and the Office lege aw v oF P wr of Micredol
Corporation i the Unined Scaves and'or other Douwsires.
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Export | | 6

| Conute POS/CPS Dovumest

Creating XPS and PDF Files
PDF means Portable Document File. The PDF
format was developed by Adobe Systems in 1993
as a way to represent documents in a way that
was independent of which program created the
document or which operating system might be
running on your computer-today or 20 years ago.

kg cange rie e [ SRS —

XPS means XML Paper Specification. XPS is the
open source format developed by Microsoft in
2009. It is also independent of software or
operating system.

You can E-mail or Export. Both buttons will print a
PDF or XPS file. The Export option lets you
optimize the PDF. The E-mail option does not.

Create a PDF/XPS Document

6. Try it: Create PDF/XPS Document. ] ]
Preserves layout, formatting, fonts, and images

The Circus document is still open in Word.

Go to File ->Export. L1 Content can't be easily changed
Go to Create PDF/XPS Document. _ _
Click on Create PDF/XPS. Free viewers are available on the web
Keep going...
==
Create
PDF/XP5
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Simple PDF Options

When you save a Word document as a PDF,
you will be prompted to browse to a folder to
save your new PDF file. In this screen shot,
the PDF was saved to the SkyDrive.

7. Try This: Edit the PDF Options
Save as type: PDF (*.pdf)

Optimize: Standard.

Click Publish.

The completed PDF file will open in Adobe
Acrobat, a free reader program that is
available on most PCs.

Keep going....

Made You Look: Optimize the PDF
Microsoft Word offers two levels of resolution
for the PDF file: Standard and Minimum.

The Standard format has a higher resolution
for graphics so that the images will print well.

The Minimum format compromises on image
size and quality to reduce the file size and
make the downloads faster.

File -> Share -> Email-> Send as PDF

[t il gt UL BARE B i wiw [ pawsf

B O
[
- a p i

lemgaci dHawl - (2 - W 4| Ba- | e -E-E- .

S Y-y

f-%-4- B

Faar Y Haaala [
. et s bz . = -

o “ fasr Pespenn ] s

Fli maws  Tha Comia @ Comeng me Tpan
ooy mtypn POV

& SkyDrive

ksCob istscett RABDC LabsCol wsecen iesceh DA conca

.

b e

taanars vt - J

i v

\ ey

File name: | The Circus is Coming to Town

Save as type: |§F‘DF

Open file after publishing

Hide Folders
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Twg File -> Share -> Email-> Send as XPS
-5 i . x
Send as XPS F cun rrn-:ux:-::n. »qu-‘..ul_.wu.n-::mh- !..\ul'-r.t. rxu-:f 1ua Wiih v : x.-;-'a..-- R
— : ' " iakaCob dskscetn RRBDC LebbCol badbeed asinced BN nemecn
You can convert a document to a PDF or an b e rne [T U A4 - - Ui TR T wasng b ety d | Tow s ]|t s 8
XPS file and then send it as an E-mail Cuaswe A P ; : N e 1| tomny
attachment. It is a "one-click" process that =
works rather effectively. Here are the steps.
8. Try it: Send as XPS e L Wy | e
The Circus document is still open. e s —
Go to File->Share->Email.
Click on Send as XPS.
What Do You See? A new message will open L © T TS ————
with the XPS file attached.
FILE MESSAGE INSERT OPTIONS FORMAT TEXT
Complete the task: Address the E-mail to a v n
P - e Calibri (Body) ~[11 ~| A" a7 | rz3) % | 0 A
yourself and click Send. : \body]) - g =
h B ru - es — VO|g
In a few minutes a new E-mail should arrive in  ~ Pacte e T Addresz Check
your Inbox. There should be an XPS file - N WA ==l Toalh [Mepmes [# sig
attached to the message.
Clipboard Basic Text a Mames
To... Clair Dickson; |
=1
Ce...
Send
Subject The Circus is Coming to Town
Attached

|>.j The Circus is Coming to Town.xps (134 KE]
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T.::" File -> Open->SkyDrive
Open the PDF in Word - -
You can open a PDF file in Microsoft Word Open 1

2013 and edit it if you wish. This is new:
something that could not be done easily in
previous versions of Microsoft Office.

Earlier in this lesson the PDF file was saved to
the SkyDrive. This example returns to the

SkyDrive to edit that PDF. T o
1. Try it: Open a PDF File in Word R—
The Circus document is still open in Word. _
Go to File ->Open->SkyDrive. Ii(_-) * T |« SkyDrive » Documents w &
What Do You See? The PDF file is visible, 0 .
rganize - Mew folder

available to open in Word.

Select the PDF file and click Open. N
El Microsoft Word ame

Keep going...one more step.

it Document

W Favorites aEIizaI::leth's Motebook :
Bl Desktop | The Circus is Coming te Town |
4. Downloads @The Circus is Coming to Town
1| Recent places
& SkyDrive

LU 4
File name: | The Circus is Coming to Town W
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T File -> Open->SkyDrive
& & Qs ' : .
Edit the PDF in Word e T e T p——TEE
2. Try it: Edit the PDF File in Word b matine BT U s | f-% A We e e | Thema Ui teakeg| besiegl el tesssgd | Tae ol e 2
When you open the PDF file, you will be e - e : e — 5|ty

notified that Word will convert the PDF into an
editable file and that some layout and text
formatting may be changed.

So opening a PDF file in Word changes the
PDF back into a Microsoft Word document.

n Vrird il e et s FOP 1w el i d B e T, ey Laie 4 mifele Tht rerallog Wird i cmed wd b s 1 sl i

Vi R 1R b gl S dainTh B T et P9 ity Dl ol Vi i larel W e

T Pt B

That was cool.

[ | Don't show this message again

Cancel Help
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Frictionless Marketing o I B iy |

In his book, The Road Ahead, Mr. Bill Gates,
founder of Microsoft, predicted that
computers would enable "frictionless
marketing." The beautiful flyer that we just
created would cost thousands of dollars to
print in color and mail by US Post.

" The Circus is Coming to Town!

We just designed an excellent flyer that did
not cost anything for printing or postage. No
friction: nothing to hold you back!

So go get a cookie, maybe two.

You done good.
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Practice

Lesson 6: Online, All the Time

Before You Begin: Download a sample picture: Farm 7. Enter the following Text:
Charlotte's Website

Try This: Do the following steps Format the Text: Tahoma, 18 pt, Centered
1. Start Microsoft Word 2013. Open a new, blank document. .
8. Add a hyperlink: www.freshfood.com

2. Insert a picture: Farm
piciure: Zarm Set Target Frame: New window

3. Format the picture as follows: Edit the Screen Tip: From the farm to your table

Position in Top Center with Square Text Wrapping 9. Format the hyperlink: Tahoma, 14 pt, Centered

Crop to Shape: Rounded Rectangle 10. Save as YOUR NAME Online Practice.docx

Picture Style: Reflected Rounded Rectangle
4. Adjust the Picture Color Options:

Change the Color Tone. Make the Temperature: 8,800
5. Format the Text Wrapping:

Send the Farm picture Behind Text

6. Go to the Paragraph Group and click on Show/Hide to show
the Anchor.
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Test Yourself

1. Which of the following is true?

a. A hyperlink can be pasted into a
document and still works when clicked
taking a user to the address

b. A hyperlink cannot be pasted into a
document

c. A hyperlink can be pasted into a
document, but, when clicked, will not take
the user to that address.

Tip: Intermediate Word, page 201

2. A Word document can be E-mailed
directly from Word using the Save and
Send option.

a. True

b. False

Tip: Intermediate Word, page 205

3. Which of the following is true?

(Select all correct answers.)

a. The Send as Attachment attaches the
document to an E-mail message.

b. The PDF option converts the document
to a PDF and then emails it

c. The Create Link option allows users
access to the file stored on your personal
computer.

Tip: Intermediate Word, page 206

4. Which of the following is true about SkyDrive?
(Select all correct answers)

a. Uses WindowsLivelD for logging in

b. The Files stored on the SkyDrive are accessible
with the Internet

c. Saving to SkyDrive is available with the File->Save
command in Word

Tip: Intermediate Word, page 209

5. Which of the following is true?

(Select all correct answers)

a. A Mail Merge can be an email

b. A Mail Merge email sends one copy to all recipients
using the CC function

c. A Mail Merge can send a separate E-mail to each
recipient

Tip: Intermediate Word, page 211
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