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The area along the top of the screen is called the ribbon. This is a set of toolbars to help you
quickly find the commands that you need.

On the upper ribbon are the menu options, selecting one of these words (turns blue) changes
the ribbon toolbar.

The toolbar is organised into groups which are sets of closely related commands.
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Name

* Press the sharing arrow

Location

* Name your document

* Choose a location to save (a named
folder is best)

* Press blue save

OR

* Press send a copy

* Choose save to files
* Choose location

* Press save

Learn more on this Microsoft Learns course


https://learn.microsoft.com/en-us/training/browse/
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The area along the top of the screen is called the ribbon. This is a set of toolbars to
help you quickly find the commands that you need.

On the blue upper ribbon are the menu options, selecting one of these words
changes the lower ribbon toolbar.

The toolbar is organised into groups which are sets of closely related commands.

Insert

Paste
- Format Painter

Clipboard

In this group, you can move
text around

- Cut

- Copy
- Paste

Also some extra paste
options in the drop down
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Font

In this group, you can change
the appearance of the text

- Font

- Size

- Bold/ italic / underline
- Colour

Most have drop down
options

|
Here you will find options for changing the

layout of your page:

- Changing margin size
- Changing between potrait and

landscape

- changing the number of columns of text
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Paragraph

In this group, you can change
the layout

- Justification (left, centre,
right, justified)

- Line Spacing

- Bullet points

- Align text to left or right
of the page

Clicking on Header or
Footer brings up options

- Select the blank
- You can then type in the

Saving

- To save, select 'File' from the
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Save As

- This opens up a new
window, select save as

- you can then 'browse’ to find
a location (a clearly labelled

folder is best) and name your
file

Learn more on this Microsoft Learns course


https://learn.microsoft.com/en-us/training/browse/

