tutorial for microsoft word 2013

Tutorial for Microsoft Word 2013 is designed to help users navigate and utilize the features of this
powerful word processing software effectively. Microsoft Word 2013, part of the Microsoft Office Suite,
offers a range of tools that can enhance productivity and streamline document creation. Whether you
are a beginner seeking to learn the basics or an experienced user looking to refine your skills, this

tutorial will cover essential features, tips, and techniques to help you make the most out of Word 2013.

Getting Started with Microsoft Word 2013

When you first open Microsoft Word 2013, you are greeted with a clean interface that includes a
ribbon at the top, a navigation pane on the left, and a blank document area in the center. The ribbon

contains multiple tabs, each providing various tools and functionalities.

Understanding the Interface

1. The Ribbon: The ribbon is divided into several tabs, including Home, Insert, Design, Layout,
References, Mailings, Review, and View. Each tab houses groups of related commands.

2. Quick Access Toolbar: Located at the top left, this customizable toolbar allows you to add frequently
used commands for quick access.

3. Document Area: The main workspace where you create and edit your document.

4. Status Bar: Found at the bottom of the window, it displays information about the document, such as

the page number and word count.



Creating a New Document

To create a new document in Word 2013:
1. Open Microsoft Word.

2. Click on “File” in the upper left corner.
3. Select “New” from the menu.

4. Choose “Blank Document” or select a template from the available options.

5. Click “Create” to open your new document.

Basic Document Formatting

Once you have created a document, formatting it properly is crucial for readability and presentation.

Text Formatting

To format text, use the options available in the Home tab:
- Font Style: Choose different fonts and sizes to enhance the appearance of your text.
- Bold, Italics, and Underline: Use these options to emphasize certain words or phrases.

- Text Color: Change the color of your text to make it stand out.

- Highlight: Use the highlight tool to draw attention to specific sections.

Paragraph Formatting

Proper paragraph formatting can improve the layout of your document:



1. Alignment: Align text to the left, right, center, or justify it to ensure even spacing.

2. Line Spacing: Adjust line spacing for better readability by selecting options from the Paragraph

group.

3. Bulleted and Numbered Lists: Create lists to organize information clearly.

Inserting Elements into Your Document

Word 2013 allows you to enhance documents by inserting various elements such as images, tables,

and more.

Inserting Images

To insert an image:

1. Click on the “Insert” tab.
2. Select “Pictures” from the lllustrations group.

3. Browse your computer for the desired image and click “Insert.”

Creating Tables

Tables are useful for organizing data:

1. Click on the “Insert” tab.
2. Select “Table” and choose the number of rows and columns you need.

3. Click and drag to create the table, then enter your data.



Adding Hyperlinks

You can add hyperlinks to text or images:
1. Highlight the text or select the image you want to hyperlink.

2. Right-click and select “Hyperlink.”
3. Enter the URL in the provided field and click “OK.”

Working with Styles and Themes

To give your document a cohesive look, Word 2013 offers styles and themes.

Using Styles

Styles are pre-defined formatting options that can be applied to headings and text:
1. Select the text you want to format.

2. Go to the “Home” tab and find the Styles group.

3. Choose a style that suits your document.

Applying Themes

Themes change the overall appearance of your document:

1. Click on the “Design” tab.

2. Browse through the available themes and click on one to apply it to your document.



Reviewing and Editing Documents

Collaboration is made easier with Word 2013’s review features.

Track Changes

To track changes made to a document:
1. Click on the “Review” tab.

2. Select “Track Changes.” Any edits you make will be highlighted.

3. You can accept or reject changes later.

Adding Comments

Comments are useful for providing feedback:

1. Highlight the section of text you want to comment on.
2. Go to the “Review” tab and click “New Comment.”

3. Type your comment in the sidebar that appears.

Saving and Sharing Your Document

Saving your work is essential to prevent data loss.



Saving a Document

To save your document:
1. Click on “File.”
2. Select “Save As.”

3. Choose the location on your computer and enter a name for your document.

4. Click “Save.”

Sharing Documents

Word 2013 offers various ways to share documents:

1. Email: Use the “File” menu and select “Share,” then “Email” to send the document as an
attachment.

2. OneDrive: Save your document to OneDrive for easy access and sharing with others online.

Using Advanced Features

For users looking to delve deeper into Word 2013’s capabilities, there are several advanced features

worth exploring.

Creating a Table of Contents

A table of contents helps navigate longer documents:

1. Apply heading styles to the sections you want to include.



2. Go to the “References” tab.

3. Click “Table of Contents” and choose a style.

Mail Merge

Mail merge is a powerful tool for creating personalized documents:

1. Go to the “Mailings” tab.
2. Select “Start Mail Merge” and choose the type of document you want.

3. Follow the prompts to connect your data source and insert merge fields.

Conclusion

Mastering Microsoft Word 2013 can significantly enhance your productivity and improve your document
creation skills. From basic formatting to advanced features like mail merge and creating tables of
contents, this tutorial provides a comprehensive overview of the tools available in Word 2013. With
practice and exploration, you can leverage these features to create professional and polished
documents that meet your needs. Whether for personal use, academic projects, or professional

documents, Word 2013 remains a versatile choice for users at all skill levels.

Frequently Asked Questions

What are the steps to create a new document in Microsoft Word

2013?

To create a new document in Microsoft Word 2013, open the application, click on 'File' in the top left

corner, select 'New', then choose 'Blank Document' or select a template.



How can | format text in Microsoft Word 20139

To format text in Microsoft Word 2013, highlight the text you want to format, then use the options in

the 'Home' tab such as font size, bold, italic, underline, and text color to make your changes.

How do | insert images or graphics into a Word 2013 document?

To insert images in Word 2013, go to the 'Insert' tab, click on 'Pictures', choose an image from your

computer, and click 'Insert'. You can also insert shapes, SmartArt, and charts from the same tab.

What is the process to create a table in Microsoft Word 20132

To create a table in Word 2013, click on the 'Insert' tab, select "Table', then drag to choose the number

of rows and columns you want, or click 'Insert Table' for more options.

How can | add page numbers in Word 2013?

To add page numbers in Word 2013, go to the 'Insert' tab, click on 'Page Number', choose your

preferred placement (top or bottom of the page), and select a style.

What steps do | need to follow to save a document in Word 2013?

To save a document in Word 2013, click on 'File', then select 'Save' or 'Save As' if you want to save it

under a new name or location. Choose the desired location and click 'Save'.

How do | use the spell check feature in Microsoft Word 201 3%

To use spell check in Word 2013, click on the 'Review' tab, then select 'Spelling & Grammar'. Word

will scan your document for errors and suggest corrections.

What is the process to create a bulleted or numbered list in Word



20137

To create a bulleted or numbered list in Word 2013, highlight the text you want to list, then go to the

'Home' tab and click on the 'Bullets' or 'Numbering' button in the Paragraph group.
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