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How to Use This Book

Who This Book Is For €© Icons and Buttons

This book is for the reader who has never used this Icons and buttons show you exactly what you need to
particular technology or software application. It is click to perform a step.
also for readers who want to expand their knowledge. e Tips

The Conventions in This Book Tips offer additional information, including warnings
and shortcuts.

st
© steps © Bold

This book uses a step-by-step format to guide you
easily through each task. Numbered steps are actions
you must do; bulleted steps clarify a point, step, or
optional feature; and indented steps give you the 0 Italics

result. Italic type introduces and defines a new term.

© Notes

Notes give additional information — special
conditions that may occur during an operation, a
situation that you want to avoid, or a cross-reference
to a related area of the book.

Bold type shows command names or options that you
must click or text or numbers you must type.

CHAPTER

Using the Word Web App in SI(yDrive Word and the World beyond Your Desktop 1
rom SkyDrive, you can use the Word Web App to open and edit Word documents with the same The document appears for
basic editing tools you use in Microsoft Word. viewing only.

Do not let the limitation of “basic editing tools” stop you; although you cannot perform advanced O cick Edit Document.
functions like creating or using macros, you can perform basic functions. For example, in the Word a Click Edit in Word Web App.
Web App, you can apply character and paragraph formatting, such as bold or italics, align text,

change margins, insert a table or a picture stored on the local drive, and add clip art available from

Microsoft’s clip art collection.

Using the Word Web App in SkyDrive

@ Use your browser to go to
https://skydrive.Live.com.

e Type the e-mail address and
password associated with

your Microsoft Accoul
© cick Sign in.

The document appears in the
Word Web App, where you
can make quick changes.

) The Ribbon contains only a
few tabs.

Your SkyDrive appears.

O Click to navigate to the
folder containing the
document you want to open.

© Click the document you want

to open.
What should I do if I need features not available in the Word How do I sign out of SkyDrive?
Web App? Save and close the Word Web App
If the computer on which you are working has Word installed, you by clicking File, Save followed by

can choose Edit in Word in Step 7. If Word is not installed on your File, Exit. In the upper-right
computer but you have a subscription to Word, you can temporarily | comer of the SkyDrive window,
install and use the program by clicking Edit in Word in Step 7. click your name and then click
When you close Word, it will uninstall itself. Sign Out.
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CHAPTER 1

Getting Familiar
with Word

Are you ready to get started in Word? In this chapter, you become
familiar with the Word working environment, including the Word Start
screen and Backstage view, and you learn basic ways to navigate and to
enter text using both the keyboard and the mouse. You also learn some

basics for using Word on a tablet PC.

On the Federal Constitution
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Open Word

ffice 2013 runs on a 1 gigahertz (Ghz) or faster x86- or x64-bit processor with 1 or 2 gigabytes

of RAM, based on your processor speed, and your system must be running Windows 7, Windows 8,
Windows Server 2008 R2, or Windows Server 2012. For additional requirements, visit http://technet.
microsoft.com/en-us/library/ee624351%28v=0ffice.15%29.aspx.

This section demonstrates how to open Word from the Windows 8 Start screen. After Word opens, the
Word Start screen appears, helping you to find a document on which you recently worked or starting
a new document. For other ways to open or start a new document, see Chapter 2.

o On the Windows 8 Start
screen, click =. Elaine Marme| &

Note: You can start typing the

name of the program and then e

skip to Step 3. d
&

DOW
1330664 & ~0T1% (+1464)
9/7/2012 401 PM EDT

68°
L

ondon
Mostly Cloudy
- 70°/53°

Windows zooms out so that
you can see tiles for all

) Elaine Marmel &
installed programs.

9 Click any program tile on the
right side of the Start screen.
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http://technet.microsoft.com/en-us/library/ee624351%28v=office.15%29.aspx
http://technet.microsoft.com/en-us/library/ee624351%28v=office.15%29.aspx

Windows zooms in and
enlarges all tiles to their
regular size.

e Click the Word 2013 tile.

Windows switches to the
Desktop and opens Word,
displaying the Word Start
screen, which helps you open
new or existing documents;
see Chapter 2 for other ways
to open documents.

() You can use this panel to
open an existing document.

() You can use this area to start
a new document.

(@ This area indicates whether
you have signed in to Office
Online.

(@ Open Other Documents

Word
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How can I open Word if I use Windows 7?
Click the Windows Start button, and point at All
Programs. When Windows 7 displays the All
Programs menu, find Word 2013 and click it. In
either Windows 7 or Windows 8, you can double-
click a Word document to open Word 2013.

What does signing in to Office Online do?

Office Online connects Office 2013 applications to
the cloud, providing you with a large set of features
that enable you to work on your documents from
anywhere. Chapter 13 describes working with Office
Online in detail. You do not need to sign in to
Office Online unless you need to use online tools
such as searching for templates online.




Explore the Word Window

(L Office programs share a common appearance and many features, and Word is no different.
These features include a Ribbon and a Quick Access Toolbar (QAT). The Ribbon contains
commands that Microsoft believes you use most often, and the QAT contains frequently used

commands.
@ Quick Access @ Ribbon @ Dialog Box Launcher
Toolbar (QAT) Contains buttons organized in tabs, groups,  Appears in the lower-right
Contains buttons that and commands. Tabs appear across the top of corner of many groups on the
perform common actions:  the Ribbon and contain groups of related Ribbon. Clicking this button
saving a document, commands. Groups organize related opens a dialog box or task pane
undoing your last action, commands. Commands appear within each that provides more options.
or r'epeatmg your last group. 0 Document Area
action.

The area where you type. The
flashing vertical bar, called the

B HS O- ﬁZDHrOnthEFederz\Cumt\tutmnhyJuhnMxv;hx\\—cu\urdu(x'Wmd ? E - x . . . h
% HOME | INSERT  DESIG PAGELAYOUT  REFERENCES  MAILINGS  REVEW  VIEW &E\ameMavm:\' Insertlon p07ntl represents t €

&» L gm0 5 e e i S5 4T Luamca samsca AGBE Acebc - 1 location where text will appear
Paj“ ¢ BI U -wex.xX A-F - A-SE===[=- Dt~ ThNormal | Tho Spac.. Heading1 Heading2 |+ u:}(samv h t
o = . . o eamg | when you type.

@ Status Bar
Displays document information

& On the Federal Constitution as well as the insertion point
0 15 g et s eyt et o L Sore. location. This bar contains the

number of the page on which

MR. CHAIRMAN, | concelve that the object of the discussion now before us s whether

demecracy or despotism be mest eligible. | amsure that those who framed the systern h 2 g & l
subrmitted to our investigation, and those who now support it, intend the estalblishrment and t e ]nsert1on p01 nt current y
secutity of the fornear. The suppertars of the Constitution claim the title of being fitm friends
of the liberty and the rights of marnkind. They say that they considerit s the best means of appeaI’S, the tOtal. num ber Of
protecting liberty. We. sir, idolize democracy. Those who oppose it have bestowed .
eulogiurms on moncrchy, We prafer tissystar fo any moncrichy bacause we cre pages a nd words in the
convinced thatit has a greater fendency tosecure our liberty and promote ourhappiness.
We admire 1 because we think it awel-regulated democracy: it s recommended to the d h ﬁ
good people of this country: they are, thiough us, o declare whether it be such a plan of ocume nt, the proo ng errors
govemment as will establish andsecure theirfreedom. b = .

utton ([E), the View buttons
Fermit me to attend to what the honorable gentleman, r. Henry, hes said. He has ’ ’
expatiated on the necessity of a due attention to certain maxims, to certain fundamental an d the ZOO ms l-ider.

principles from which afree people ought never o depart. | concur with himin the
propriefy of the obsenance of such mandrms. They are necessary in every govemment, but

more essential to a demosracy thanto any ofher. =

@ Title Bar @ Office Online Indicator @ Close Button

Shows the If you see your name, you are signed in to  Closes the current document. Word closes
program and Office Online. You can click = to display a if no documents are open.

document titles.  menu that enables you to change your @ Scroll Bar

photo, manage your Microsoft account, or
switch to a different Microsoft account. If
you are not signed in, this area shows a
Sign In link.

Enables you to reposition the document
window vertically. Drag the scroll box
within the scroll bar, or click the scroll
bar arrows ([«] and [~1).
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Work with Backstage View 1

You can click the File tab to display Backstage view, which resembles a menu. Backstage view is
the place to go when you need to manage documents or change program behavior. In Backstage
view, you find a list of actions — think of them as commands — that you can use to, for example,
open, save, print, remove sensitive information, and distribute documents as well as set Word program
behavior options. You also can manage the places on your computer hard drive or in your network that
you use to store documents and you can manage your Office Online account from Backstage view.

Work with Backstage View
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Dacument] - Word 7 - x

(» Commonly used file and program i 8

management commands appear here.

Open
() Buttons you can click appear here. o Recent Documents g
. v% 2013-0On the Federal Constitution by John Marshall-color....
G Informat]on re"atEd to the bUtton @@ Elsine Mammel's SyDrive % Z;Dt:vwmmn:wg:mss‘:\:fut\ondohn Marshall-endnote docx
you click appears here. Each time — el i
you click a button, the information N S —
. aPlace My Dacuments »"Ward Stuff
ShOWn tO the ﬂght ChangeS. + paasn 2 Give Me Liberty or Give Me Death speech-on
Note: The New, Close, and Options 6 G e s B o
. 5| Letter-School Absence.docx
commands do not display buttons or @
. . . v% Busin: Reviewer1.dock
information but take other actions. See . My Secumens Yo
W 5 Busin Reviewer2doox L

Chapters 2 and 11 for details on these
commands.

e Click the Back button ([@) to return
to the open document.

Minutes b4 change tracking.docx
My Documents » Ward Stuff
MINUTES. doox
My Documents = Word Stuff
v% Select Text.docx
My Documents » Word Stuff

v% For Immediate Publication.docx
Wy Dacuments » Ward Stuff




Select Commands

ou can keep your hands on your keyboard and select commands from the Ribbon or the Quick
Access Toolbar (QAT). Or you can use the mouse to navigate the Ribbon or select a command from

the QAT at the top of the window. The method you choose is a matter of personal preference for the

task you are performing.

On any particular Ribbon tab, you find groups of related commands. The QAT appears above the

File and Home tabs and by default contains the Save, Undo, and Redo commands. To customize the

Ribbon or the QAT, see Chapter 11.

Select Commands

Select Commands with the
Keyboard

o If appropriate for the command
you intend to use, place the
insertion point in the proper word
or paragraph.

@ Press (1 on the keyboard.

() Shortcut letters and numbers
appear on the Ribbon.

Note: The numbers control commands
on the Quick Access Toolbar.

e Press a letter to select a tab on
the Ribbon.

This example uses (.

Word displays the appropriate tab
and letters for each command on
that tab.

e Press a letter or letters to select a
command.

If appropriate, Word displays
options for the command you
selected. Press a letter or use the
arrow keys on the keyboard to
select an option.

Word performs the command you
selected, applying the option you
chose.
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On the Federal Consﬂ‘ruﬁon\

Delivered by John fviaishail. Chief Justice of the Supreme Court from 1801-35, on June
10, 1788. in the Virginia Convention called fo ratify the Constitution of the United States.

MR, CHAIRMAN, | conceive that the object of the discussion now befere us ks whether
democracy or despotism be most eligible. | amsure that those who framed the system
submitted fo our investigation, and these whe now suppert it, infend the establishment and
security of the former. The supperters of the Corstitution claim the fitle of being firm friencls
of the liserty and the rights of mankind. Theysay that they corsider it as the best means of
protecting liberty. We, sir, idolize democracy. Those who oppese it have bestowed
eulogiums on monarchy. We prefer this system ta any monarchy because we are
corwinced that it has a greater tendency o secure our liberty and promote ourhappiness.
e admire it because we think it awellregulated democracy: itis recormmended to the
good people of this country: they are, through us, to declare whetherit be such @ plan of
govemment s will establish and secure theirfreedom,

Permit me to attend to what the honorable gentleman, Mr. Henry, hassaid. He hes
axpatiated on the necesity of a due attention to certain maxims, o certain fundamental
principles from which @ free people ought never to depart. | concurwith hirm in the

propriety of the observance of such maxims. They are necessary in every govemment, but
more essential fo a democracy than to any ofher.
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Deivered by John Marshall, Chief Justice of the Supreme Court from 1801-35, on June
10, 1788. in the \irginia Conventfon called to ratify the Constitution of the United States.

MR. CHAIRMAN, | conceive that the object of the discussion now before us k whether
democracy or despolism be most eligible. | amsure that these who framed the system
submitted to out Investigation, and these who now support It infend the establishment and
security of the former. Thesupperters of the Corstitution clcim the title of being firm friencs
of the liberty and the rights of mankind. Theysay that they corsider it as the best mears of
profecting liberty. We, sir. idolize democracy. Those who oppese It have bestowed
eulogiums on monarchy. We prefer this system to any monarchy because we are
convinced that it has a greater tendency o secure our liberty and promote ourhappiness.
We admire it because we think It a well-regulated democracy: its recormmended 1o the
good people of this country: they are, through us. to declare whether it be such a plan of
govemment cs will establish and secure theirfraedorn.

Permit me to attend to what the honorable gentleman, Mr. Henry, hassaid. He has
expatiated on the necessity of a due attention to certain maxims, o certain fundamental
principles from which @ free people ought never to depart. | concurwith hirm in the

propriety of the observance of such maxims. They are necessary in every govemment, but
more essential fo a democracy than to any ofher.,
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Select Commands with the Mouse
o Click in the text or paragraph you
want to modify.

Note: If appropriate, select the text; see
Chapter 3 for details.

e Click the tab containing the
command you want to use.

e Point to the command you want to
use.

() Word displays a ScreenTip describing
the function of the button at which
the mouse points.

e Click the command.

( Word performs the command you
selected.

Note: If you selected text, click
anywhere outside the text to continue
working.
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Delivered by John Marshall, Chief Justice of the Supreme Court from 1801-35. on June
10, 1788, in the Virginia Convention called to ratify the Constitution of the United States.

&ma. CHAIRMAN, | conceive that the object of the discussion now before us i whether
democracy or despotism be most aligible. | amsure that those who framed the systern
subrmittect fo our investigation, and those who now support it, infend the establishrnent and
secuiity of the former. The supporters of the Constitution claim the title of being firm fiiendls
of the liberty and the rights of mankind. They say that they considerit as the best means of
protecting lizerty. We, sir idolize democracy. Those who oppose ithave bestowed
evlogiurms on monarchy. We prefer this systern fo any monarchy because we are
convinced that it has a greater fendency fo secure ourliberty and promote our happiness.
We admire it because we thinkit @ welkregulated democracy:it s recommended to the
good people of this country: they are, through us, to declare whether it be such a plan of
government cs will establish and secure their freedom.

Permit me to attend towhat the honorable gentleman, Mr. Henry, has said. He has
expatiated on the necessity of a due attention to certain maxims, to certain fundamental
principles from which afree psople ought neverto depart. | concur with himin the
propriety of the observance of such maxims. They are necessary in every government. but
rrote essentialto @ democtacy tham to any other.
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& MR. CHAIRMAN, | conceive that the objeet of the discussion now before us i whether
dermocracy o despotism be most eligible. | amsure that those whe framed the system
submitted fo our investigation, and these who now support it, infend the establishment andl
security of the former. The supperters of the Corwstitution claim the fitle of being firm friencls
of the liberty and the rights of mankind. Theysay that they corsider it as the best means of
protecting liberty, We, sir, idolize democracy. Those who oppese it have bestowed
sulogivms on monarchy. We prefer thissystem to any monarchy because we are
convinced that it has a greater tendency o secure our liberty and promote ourhappiness.
We admire it because we think it awellregulated democraey: itis recormmended to the
good people of this country: they are, thraugh e, to declare whetherit be such @ plan of
govemment s will establish and secure theirfreeciom.

Permit me to attend to what the honorable gentlernan, Mr. Henry, has said. He has
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Can I toggle between the document
and the Ribbon using the keyboard?
Yes. Each time you press (i), Word
changes the focus of the program,
switching between the document, the
status bar, and the Ribbon, in that
order.

What do the small arrows below or beside buttons mean?
When you see a small arrow ( ¥ ) on a button, several choices
are available for the button. If you click the button directly,
Word applies a default choice. However, if you click = , Word
displays additional options as either lists or galleries. As you
move the mouse pointer over the two parts of the button, Word
highlights one or the other to alert you that you have more
choices.




Using Word on a Tablet PC

f you are using Word 2013 with Windows 8 on a tablet PC, you need to know some basic touch

gestures. Using a tablet PC is a different experience than using a computer with a keyboard and
mouse, but Windows 8 was built with the tablet PC in mind, so the touch gestures are intuitive and
easy to learn.

On a tablet PC, you use your fingers (or sometimes a stylus, if your tablet comes with one) to run
applications, select items, and manipulate screen objects. This may seem awkward at first, but just a
little practice of the gestures in this section will make your experience natural and easy.

Using Word on a Tablet PC

Start Word

o Position your finger or the Elaine Marmel &
stylus over a blank spot
toward the bottom of the
Windows 8 Start screen.

h

u |

i

SkyDrive

st

e Quickly move your finger or
the stylus across the tablet
screen — called swiping —
from the right edge to the
left edge of the tablet.

P 500

31 v -004% (061

Windows 8 displays the tiles
on the right side of the Start
screen.

e Tap the Word tile to switch
to the Desktop and open
Word to the Word Start
screen.

i

Silverlight

¢ £

Publisher 2012

] Ga

OneNote 2013 Qutlook 2013
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Swipe the Screen TOOLS  WIEW 20713-On the Federal Constitution by John Marshall-color.dacx - Word e = - x
o Switch to Word's Read Mode V'ieW. what are the favorite maxims of democracy? A strict observance of justice and public
faith and a steady adherence to virfue. These, sir, are the principles of a good govern-
. ment. No mischief, no misfortune, ought to deter us from a strict observance of justice
NOte: See Chapter 3 for deta] lS‘ and pubilic faith. Would fo heaven that these principles had been observed under the
present government! Had this been the case the friends of liberty would not be so wiling
9 Swipe leﬂ‘_ from the r‘ig ht edge of now to part with it. Can we boast that our government is founded on these maximse
Can we pretend to the enjoyment of political fresdom or security when we are fold that
the tablet to read the next page. a man has been, by an act of Assembly, struck out of existence without a frial by jury,
without examination, without being confronted with his accusers and withesses, without
e SWipe nght from the lef—t edge Of the ben.ews of the law of the land? Where is our safety when we are fold that this act
~.was justificble because the person was not a Socrates? What has become of the worthy
the tabl_et tO read the previous (f> member’'s maxims? Is this one of them? shallit be a maxim that a man shall be de- (’)
prived of his life without the benefit of lawe shall such a deprivation of life be justified by
pageo answering that a man’s life was not taken secundem artem, because he was a bad
man? Shall it be a maxim that government ought not to be empowered to protect wvir-
fue?

The honorable member, after attempting to vindicate that tyrannical legislative act to
which | have been dlluding, proceedsed to take a view of the dangers to which this
country is exposed. He told us that the principal danger arose from a government

which, if adopted, \/\/E Ic give away the Mississippl. 0

MOVe an ob'ect EE S O - 2013-The Give Me Liberty or Give Me Death speech-online video.doce - Word FICTURE 10015 7 @ - X
] HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEWY WIEW FORMAT Elaine Marmel 'H o
o . . (g} Comections~ 1=, L# picture Border~ £ L [y Bring Forvard v [+ 175" =
@ Position your finger or the stylus T g | (=] e D B e B Y
. azi;?fm [E3 tistic Effects 21 ~ & picture Layout= v Twg HiSelectionPane  The o -
over the item you want to move. . . me ol
e Tap and hold the item and begin 0

moving your finger or the stylus.
¥ The “Give Me Liberty or Give Me. Death” Speech

() The object moves along with your
finger or the stylus, and an
alignment guide helps you find a
position for the object.

e When the object appears where you
want it, lift your finger or the stylus
off the screen to complete the move
and h'lde the al-ignment gUide. By Patrick Henry, Delivered on March 23, 1775 before the Second Revolutionary Convention

of Virginia, in the old church in Richmond.

< highly than | do ofth patrioti

B -————+ oo

How do I close Word using gestures? How many alignment guides are there?
Position your finger or the stylus at the top edge of the The Alignment Guide feature uses one
tablet, and then slide it down the screen. At first, you see the | vertical and one horizontal alignment
Windows 8 application bar for Word, so keep sliding. When you | guide, and Word displays only one at a
get about halfway, the application becomes a small window. time, depending on the position of the
Keep dragging that small window to the very bottom of the object within the document.

screen, and then Lift your finger or the stylus. Windows 8
shuts down the application.
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Work with the Mini Toolbar and Context Menus

ost of the formatting commands appear on the Home tab in Word, but you have alternatives

when you need to format text. You can use the Mini toolbar to format text without switching to
the Home tab. The Mini toolbar contains a combination of commands available primarily in the Font
group and the Paragraph group on the Home tab.

You also can use the context menu to format text without switching to the Home tab or the Review
tab. The context menu contains the Mini toolbar and a combination of commands available primarily
in the Font group and the Paragraph group on the Home tab and on the Review tab.

Work with the M

work with the M-ini Toolbar I HS 0= 2013-Give Me Liberty ar Give Me Death speech.doc - Word 2 m - x
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() The Mini toolbar appears
transparently in the background.

The “Give Me Liberty or Give Me Death” Sj5#eth AR 0
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By Patrick Henry, delivered on March 23, 1775, before the Second Revelutionary
&Convention W rintty, i i T el B el
NO man thinks more highly than I do ofthe patriotiom, as well as abilities, ofthe very
worthy gentlemen who have just addressed the House. But different men often see the
same subject in different lights; and, therefore, 1 hope it will not b thought disrespectful to

those gentlemen, i, entertaining as 1 do opinions of a character very opposite to theirs, 1
shall speak forth my sentiments freely and without reserve, This is notime for ceremony.

The question before the House is one of awful moment to this country. For my own part, [
consider i as nothing less than a quastion of freadom or slavery; and in proportion to the
magnitude ofthe subject oughtto be the freadom ofthe debate. It iz only in this way that
we can hope to arrive at truth, and fulfil the great responsibility which we hold to God and
our country. Should I keep backmy opinions at such a time, through fear of giving offense, 1
should consider myselfas guilty oftreason toward my country, and of an act of disloyalty
toward the Majesty of Heaven, which I revere above all sarthly kings

My, President, i is natural to man to indulge in the illusions of hope. We are aptto shut our
eyes against a painful truth, and listen to the song of that siren, till she transforms us into
beasts. ls this the part of wise men, engaged in a great and arduous struggle for liberty? Are

posed to be ofthe number ofthose, who, having eyes, see not; and having ears, hear

P oy e h . I_ T H SO - 2013-Give Me Liberty or Give Me Death speech docx - Word ? @ - x
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() The Mini toolbar appears solidly. - - e oo :

e Click any command or button to
perform the actions associated
with the command or button.
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By Patrick Henry, delivered on March 23, fors
Convention of Virginia, in the old church =T

NO man thinks more highly than [ do ofthe patriotism, as well as abilities, of the very

The “Give Me Liberty or Give Me Death” S[csmois  -[12 | & & o Asr 0

worthy gentlemen who have just addressed the House. But different men often see the
same subject in different lights; and, therefore, | hope tt will not bethought disrespectful to
those gentlemen, if, entertaining as 1 do opinions of a character very cpposite to theirs, I
shall speak forth my sentiments freely and without reserve, This is notime for ceremony.

The question before the House is one of awful moment to this country. For my own part, [
consider i as nothing less than a quastion of freadom or slavery; and in proportion to the
magnitude ofthe subject oughtto be the freadom ofthe debate. It iz only in this way that
we can hope to arrive at truth, and fulfil the great responsibility which we hold to God and
our country. Should I keep backmy opinions at such a time, through fear of giving offense, 1
should consider myselfas guilty oftreason toward my country, and of an act of disloyalty
toward the Majesty of Heaven, which I revere above all sarthly kings

My, President, i is natural to man to indulge in the illusions of hope. We are aptto shut our
eyes against a painful truth, and listen to the song of that siren, till she transforms us into
beasts. ls this the part of wise men, engaged in a great and arduous struggle for liberty? Are

posed to be ofthe number ofthose, who, having eyes, see not; and having ears, hear
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Work with Context Menus
0 Select text.

( The Mini toolbar appears in
the background.

9 Right-click the selected text.

() The context menu appears
along with the Mini toolbar.

Note: You can right-click
anywhere, not just on selected
text, to display the Mini toolbar
and the context menu.

e Click any command or button
to perform the actions
associated with the command
or button.
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NO man thinks more highly than | do ofthe patrictism, as well as abilities, ofthe very
worthy gentlemen who have just addressed the House, But different men often see the
same subject in different lights; and, therefore, | hope it will not be thought disrespectful to
those gentlemen, if, entertaining asI do opinions of a character very opposite to theirs, 1
shall speak forth my sentiments freely and without reserve, This is notime for ceremony.

The question before the House is one of awful moment to this country. For my own part, |
comsider it as nothing less than 2 question of freedom or slavery; and in proportion to the
magnitude of the subject ought to be the freedom ofthe debate, It is only in this way that
we can hope to arrive at truth, and fulfil the great responsibility which we hold to God and
our country. Should [ keep backmy opinions at such a time, through fear of giving offense,
should consider myselfas guilty oftreason toward my country, and of an act of disloyalty
toward the Majesty of Heaven, which I revers above all earthly kings.

Mr. President, it is natural to man to indulge in the llusions of hope, We are aptto shut our
eyesagainst a painful truth, and listen to the song of that siren, till she transforms us into
beasts, Is this the part of wise men, engaged in a greatand arduous struggle for liberty? Are

we disposed to be of the number ofthose, who, having eyes, see not, and having ears, hear -
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Can I turn off the Mini toolbar?

Yes. To do so, click the File tab and then click Options. The Word Options dialog box appears. On the
General tab, deselect Show Mini Toolbar on selection ([#] changes to [ ]). Click OK to close the dialog box.
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Enter Text

Word makes typing easy. First, by default, when you start typing, any existing text moves over to
accommodate the new text. Further, you do not need to press (Z110) to start a new line. Word
calculates for you when a new line should begin and automatically starts it for you, based on the
margins you set, the font you use, and the font's size. See Chapter 7 for details on setting margins
and Chapter 5 to learn more about choosing a font and setting its size.

To add more than one space between words, use instead of EZE1). See Chapter 6 for details

on setting tabs.

Type Text
o Type the text that you want to
appear in your document.

() The text appears to the left of
the insertion point as you type.

() As the insertion point reaches
the end of the line, Word
automatically starts a new one.

Press (Z10) only to start a new
paragraph.

Separate Information
o Type a word or phrase.

e Press (2.

To align text properly, you press
to include more than one
space between words.

Several spaces appear between
the last letter you typed and the
insertion point.

9 Type another word or phrase.
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September3, 2012

Jane Smith
Memorial Sprinklers, LLC

4816 Memorial Hwy,, Suite 200 4
Phoenix, 4285000
Dear s, Smith:

Thank yau for selectingharm el Enterprises, LLC to assist youin using same of yaur Office products, 0
specifically Word 2013 and Excel 2013,

As weagreed)|
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September3, 2012

Jane Smith

Memorial Sprinklers, LLC

4316 Memorial Hwy,, Suite 200
Phoenix, 4285000

Dear Ms. Smith:

Thank you for selectingMarm el Entarprises, LLCto assist you in using some of your Office products,
specifically word 2013 and Excel 2013

A5 weagreed, training dlasses will be held as follows:

Class 1 October;
Class 2 |
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Getting Familiar with Word 1
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The AutoComplete feature
suggests common words and
phrases based on what you type.
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Thank you for selectingMarm el Enterprises, LLG ta assist youin using some of your Office products,
specifically Word 2013 and Excel 2013,
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You can keep typing to ignore
Word’s suggestion.
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Thank you for selectingMarm el Enterprises, LLG ta assist youin using some of your Office products,
specifically Word 2013 and Excel 2013,
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Why should I use instead of to include more than one space between words?

Typically, when you include more than one space between words or phrases, you do so to align text in a
columnar fashion. Most fonts are proportional, meaning that each character of a font takes up a different
amount of space on a line. Therefore, you cannot calculate the number of spaces needed to align words
beneath each other. Tabs, however, are set at specific locations on a line, such as 3 inches. When you press
(77, you know exactly where words or phrases appear on a line. Word sets default tabs every .5 inch. To
avoid pressing multiple times to separate text, change the tab settings. See Chapter 6 for details.
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Move around in a Document

hen you edit a large document, you can move the insertion point around the document

efficiently using a variety of keyboard shortcuts. Although pressing and holding an arrow key
moves the insertion point rapidly in the direction of the arrow, that approach is not efficient when
you are viewing page 1 and need to edit text in the middle of the second paragraph on page 5.

You can use many techniques to move the insertion point to a different location in a document;
the technique you select depends on the current location of the insertion point and the location to
which you want to move.
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we can hope toarrive at truth, and fulfil the great responsibility which we hold to God and
our country. Should I keep backmy opinions at such a time, through fear of giving offense, 1
should consider myselfas guilty oftreason toward my country, and of an act of disloyalty
toward the Majesty of Heaven, which I revereabove all earthly kings

Mr. President, it is natural to man to indulge in the illusions of hope. We are aptto shut our
eyesagainst a painful truth, and listen to the song of that siren, till she transforms us into
beasts. Is this the part of wise men, engaged in a greatand arduous struggle for liberty? Are
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