O ONe @ GETTING STARTED

Start apps: efficiency quickly with this simple
walkthrough

QUICK START LIST

Apps: efficiency 1. Open MS Word
Open MS Word
Favorite Templates

e Start MS Word

VO A e ¢ Click apps: efficiency tab. The apps efficiency ribbon displays as

below:
Make a paragraph
Make a list with bullets Hone et Rogelyot  Reeenes  Malngs  Refew  Vew Devoper  sppsuties | apps:efieny
A B = & - & BIYY L= L: A Iy
Change the text bRUE S ST s 88 TEF, 3
P e e R P D) Moot | ot Jv‘}fﬂi‘éf v‘i‘;ﬁ’n‘ Vot i tesgs 1o U u s
Paste Unformatted Favore Templates Fomat: Pasgraphs | Fomat Charatrs Tables I
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QUICK START LIST
Open MS Word 2. Favorite Templates

Favorite Templates Favorite templates are a great way to open a document that looks the

Make a Heading way you like it.
Make a paragraph

Make a list with bullets
Change the text [ rie

e [T ———— F%l J%. F‘-%—] 1iew document (e.g. Document 1) in Word based on
1 2 3
Favorite Templates

¢ Click Favorite button. (e.g. Favorite 1)
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QUICK START LIST

3. Make a Heading
Open MS Word

Favorite Templates This is a simple way to create different level headings.

Make a Heading e Click on and highlight the text to be made into a heading.
Make a paragraph

Make a list with bullets
Change the text

Paste Unformatted
¢ Click the Headings button.

Mome Insert  Pagelayout  References

BEEEREEEIEEEEER
= = = = I 9 = = v
Favorite Favorite Favorite = Headings Paragraph Lists
1 2 3 - 8 Text - -
Favorite Templates ‘ Format: Headings Format: Paragraphs

¢ This applies the most commonly used heading to the selected text.

¢ To make the heading text bigger, click the Plus a icon.

¢ To make the heading text smaller, click the Minus v icon.
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4. Make a paragraph
QUICK START LIST ¢ Click on and highlight the text to be made into paragraph text.

Open MS Word
Favorite Templates

Make a Heading

Make a paragraph

Make a list with bullets
Change the text ¢ Click the Paragraph Text button to make your text paragraph text.

Paste Unformatted ert Page Layout References Maili

=1 8 g g 8

— & o—

[

Headings v Paragraph Lists v
- > | Text~ - ]

Format: Paragraphs

Format: Headings

¢ The text will now have paragraph text applied.
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5. Make a list with bullets
QU ICK START LIST ¢ Create a list down the page of your document.

Open MS Word
Favorite Templates

Make a Heading

Please-provide: the following: tems:q
passportq

Boarding:Passq
Signed-Customs-Declarationf

Make a paragraph
Make a list with bullets

Change the text e Click and highlight the list.

Paste Unformatted . .
¢ Click the Lists button.

¢ The selected text will display as a bulleted list.

¢ Toindent the text further in the page, click the Plus 6 icon.
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QUICK START LIST

Open MS Word
Favorite Templates
Make a Heading

Make a paragraph
Make a list with bullets
Change the text

Paste Unformatted
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6. Change the text

Use the Format: Characters buttons to apply formatting to your text.

Click and highlight the text you want to apply the new formatting to.

Home  Inset  Pagelayout  References  Mailings  Review  View  Developer  apps: Uil
5 o a ﬂ ﬂ & &) other Paragraph Tt~ B) 1) UJ %
i =l g "2 E g zooumentret- Hee
orite | Headings Paragraph Uists
o et 252 ColoureaText +
Format: Paragraphs Format: Characters | Ut

R O S P I S A YK T

Click B to make the text bold

Click I to make the text italics

Click U to underline the text

Click coloured text to make the text a different colour.

Mailings Review View Developer apps: Utilities | ap

& &) otherParagraph Text - BJ 1) UJ %]
& "= Document Text ~ ¥ @ ©

% = . Paste
a:a Coloured Text Unformatted ~

mat: Paragraphs Format: Characters | Utilities: Advancec

support@appsforoffice.com
www.appsforoffice.com

TT 1ol 1s1]
APPSFOROFFICE



O

QUICK START LIST

Open MS Word
Favorite Templates
Make a Heading

Make a paragraph
Make a list with bullets
Change the text

Paste Unformatted
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7. Paste Unformatted

Paste Unformatted makes it easy when cutting or copying text from an
old document into your new document.

It makes sure that the source formatting will not be carried over,
meaning you can choose any format you like, using the tools described
in the previous pages.

Click and highlight the text in your old document.
Press Ctrl + C to copy the text.
Click in your new document where you want the text to be.

Click Paste Unformatted.

Mailings Review View Developer apps: Utilities ‘ apps: efficiency

& 3)otherParagraph Text - BJ 1) UJ %) = a @
7 "= Document Text ~ X 8 © =
Paste Table
] 52 Coloured Text * | ynformatted~ *J | gallery
mat: ‘ Format: Cha | Utilities: Advanced Tools |

The text will paste into your new document with no format.
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