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How to check version of Office 2013 products

This tutorial provides the simple steps required for finding out the version any Office 2013
applications such as Word 2013, Outlook 2013, Excel 2013 etc.... For this example we will be
using the screenshots from Word 2013 Consumer Preview.

Step 1: Click the File menu then the Account link.

Account

User Information Product Information
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Step 2: Then navigate to Product Information section, to find out the details about the
Microsoft Word 2013 version and the Operating System type.

Step 3: If you want to find more information such as Product ID and license terms then click
the About Microsoft Word Preview button.
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How to launch Word 2013 with blank document

Word 2013 by default displays the start screen during the launch. But if you find this feature
not useful and want to always open blank document when launching the application then
you can use the settings available part Word 2013 options.
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Step 1: Launch Word 2013 and click the File menu.
Step 2: From the left hand sidebar, select Options from the list.

Places

@ Recent Documents

£& Favi Shankar's SkyDrive

Save As

Print ] Computer

+ Add a place

Share
Expart

Close

Account

Options

Step 3: In the Word Options window, navigate to Startup Options under the General tab.

§ Word Options L2

.5 General options for working with Word
L “\‘

User Interface options

Save [#] Show Mini Toclbar on selection

Language [V} Enable Live Preview

|¥] Update document content while dragging

ScreenTip style  Show feature descriptions in ScreenTips v

Customaze Ribbon

Personalize your copy of Microsoft Office

Add-ins User name: rshankar

Trust Center [nitials: r
] Always use these values regardless of sign in to Office.
Office Background:  None ~

Start up options

Choose the extensions you want Word to open by default:  Default Programs...
(V] Tell me if Microscft Word isn't the default program for viewing and editing documents,
(¥, Open e-mail attachments and other uneditable files in reading view

rgo« the Start screen when this application starts

OOEFR N 25 COM)

Step 4: Unmark the check box with label as Show the Start screen when this application
starts. Then click OK button to confirm and save the changes.

4
Digital Answers


http://blogmines.com/
http://blogmines.com/wp-content/images/upload/2012/07/image36.png
http://blogmines.com/wp-content/images/upload/2012/07/image37.png

Now whenever you launch Word 2013 it will open a blank document.

Getting help in Microsoft Word 2013

Microsoft Word 2013 users can find the help button (?) at the top right hand corner of the
application. and keyboard shortcut for accessing help is F1

?T EH - X
Doy Clumam leme e H-
{Microsoft Word Help (F1)
[ % Find -
AaBbCch
‘[ EacREplace
Intense E.. |=
[:i Select~
M Editing ”~

Word 2013 users can search for online help or from the local computer.

- O %

Word Help - *

ﬁ @ A- Search onling help ,l:}
Popular searches
Resume Table of contents Header
Watermark Word count Line spacing
Labels Mail merge Margins
Getting started more @

Whats (& 1L

EER
New (O]
See what's new Keyboard shortcuts  Get training
Basics and beyond more @

*/E L L\

Learmn Word basics Use Word Web App  Tips for tablets

The option to choose Online or Offline help can be done by clicking down the arrow
available below Word Help.
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Word Hel(] - -

RN, l'::'l o'  Word Help from Office.com h

Word Help from your computer

Popular searches

Resume Table of contents  Header
Watermark Word count Line spacing
Labels Mail merge Margins

For example, if you want to find out the steps to insert comment in word document then
type the text in search text bar and press Enter button.

- 0O X
Word Help - -
© & £ & A | Insert Comment ol
- . > z i
Article | Click Insert > in the C el

Comment ] "Comment” is under “Insert/Comme
nt.

Keyboard shortcuts for Microsoft Word
Article | Word 2013 keyboard shortcuts for U.S,
keyboard layout.

“Insert Endnote” is under “References/Footnotes”
Article | Click References > in the Footnotes group >
click Insert Endnote.

What's new in Word 2013
Article | New and improved features in Word 2013.

Merge edits from different copies of a document
Article | Merge all the tracked changes and comments
from multiple authors or reviewers into one document,
S0 you can accept them or reject them,

Privacy Statement for Microsoft Office 2013

Article | This Office privacy notice is the full Privacy
Statement for Office 2013 and links to the information
for individual Office programs.

Differences between the OpenDocument Text (.odt) for...
Article | Read about the differences in .odt and .doctx

Now selecting the search result would display detailed information.
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Word Help - -

‘- > Eﬂ A | Insert Comment L

"Comment” is under "Insert/Comments”
Click Insert > in the Comments group > click Comment

Look for this icon:

More about "Comment”

Add a note about this part of the document.
Another way to do this

Hit the Alt key. Then type NC (one key at a time).
Find more help on Qffice.com

Did this article help you?

Yes Mo Mot what | was locking for

The help window, provides users with the option to use small or large text, print the help
content and navigation to home screen, Go back or forward.

How to insert horizontal line in Word 2013

Listed below are the steps required for inserting horizontal line in Word 2013.
Step 1: Open the document where you want to add horizontal line in Word 2013.

Step 2: Position mouse cursor at the point of insertion.

REFERENCES MAILINGS REVIEW VIEV

- P =S Ns. EE R Oq

A E=E== 1= 5’.*;:

] Paragraph )
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Step 3: Navigate to the Paragraph section in the Home menu.

Step 4: Click the Border menu option and select Horizontal line from drop down menu list.

=iz &8 T | aasboene AsBbCeDe

=== 1= O-H= T Normal | T No Spac..
Paragraph Bottom Border

13 expires in 20 days. Buy Tl TopBorder

L eft Border
| Right Border

No Border
QOutzide Borders
+H Inside Borders

— Inside Horizontal Border

Inside Vertical Border

A
5= Horgontal Line

This should insert a horizontal line at the current cursor position as shown below.
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Quickly access recent documents in Word 2013

Microsoft Word 2013 has a features that lets users to quickly access the recent documents
from Office menu. These documents will be displayed just below the options menu as
shown below.

Account

Options

*li Discharge From 5p...
vjii Discharge From Sp...

ﬂ beckmans oro mot...

ﬁ CommunityChinicP...

Listed below are steps required to enable quickly access recent document feature and to
specify the number of documents.

Step 1: Click File menu and then Options menu.

Step 2: In the Option window, click the Advanced Options then scroll down to the Display
section

Step 3: Mark the check box with caption as “Quickly access this number of Recent
Documents” and also specify the number of documents.

Advanced Display
Customize Ribbon

stk cabecet b Show this number of Recent Documents: 25 =
Quick Access Toolba - - 2
T eas oo I [V] Quickly access this number of Recent Documents: 4 = l
Add-ins Show this number of unpinned Recent Folders: |5 =
Trust Center Show measurements in units of: Centimeters v

Style area pane width in Draft and Outline views: 0cm
[] Show pixels for HTML features
(V] Show shortcut keys in ScreenTips

Step 4: Click Ok button for confirm and save the changes.

This is a useful feature when are you going to access certain document quite frequently.
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How to save Watermark in Word 2013

We have covered earlier about the steps required for inserting watermark in Word 2010
and Office for Mac 2011. Microsoft Word users can also save watermark to the gallery for
future use. Here are the steps required to insert and save watermark in Word 2013.

Insert Watermark

Step 1: Launch Word 2013 and click the Design menu.

S
M |2h O
Watermarkll Page Page
- Color = Borders
Page Background A~

Step 2: Click the Watermark drop down under the Page Background section.

L A 1 =¥ Paragraph Spacing - oy .::.-- [t
Colors Fonts 0 EHects” Watermark Page P

aloes  Fosts \stermia Fage BiE

. - 5 St o Default = Color= Eoldlen
Confidential -

COMFDENTIAL 1 COMFIDEMTIAL 2 [ MQT COPY 1

DO NOT COPY
Dhisc Laivmers

DRAFT 1 DRAFT 2 SAMIPLE 1 =

" More Watermarks from Office.com k

1 Custom YWatermmark

Vs Eemowe Watermark
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Step 3: Click the Custom Watermark option to add your own text for the Watermark.

() No watermark
() Picture watermark

Scale Auto v Washout
(®) Text watermark
Language: | English (United Kingdom)

Toxt: Digital Answerd

Font: Calibri

Size: Auto _7_]

Color: z] [ semitransparent
layout  (® Diagonal () Horizontal

Apply

Step 4: Now enter your text by selecting Text Watermark radio option and providing the
required Text. Click the Apply button to add the Watermark to the document.

Save Watermark
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Step 1: Double click the Header section of document and select the Watermark as shown

below.

Step 2: Click the Design menu and navigate to the Watermark option under Page
Background section. Then select Save Selection to Watermark Gallery from the drop down.

Disclaimers

DRAFT 1 DRAFT 2 SAMPLE 1
More Watermarks from Office.com

Custom Watermark...

¥ @ &8

Remove Watermark

[lg Save Selection to Watermark Gallery...

Step 3: In the Create New Building Block window, enter name for the Watermark and click
OK button.
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Mame: Digitalanswers|

Gallery: Watermarks
Categony: General

Description:

Save in: Building Blocks(en-U5)

Options: Insert content only

Newly saved Watermark should now be available as part of the Gallery.

DRAFT 1 DRAFT 2 SAMPLEN

SAMPLE 2

General

Digitalamswers

Urgent

How to insert or remove pages in Word 2013

This tutorial explains the steps required to insert or delete empty pages in Word 2013.
Adding new page in Word document
There are different ways of inserting new page in Word document such as

¢ Using the Blank Page option available as part of Insert menu.
¢ Using the Page Break option available as part of Insert menu.
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e Simply press Enter on the Keyboard at the end of page.
Insert Blank Page

Navigate to Insert menu and click the Black Page option under Pages section.

EIE“J*(.'):

HOME INSERT

When you want quickly insert multiple blank pages then you can use this option.
Insert Page Break

If you want to create a new page with the existing content then click the Page Break option
under the Pages section.

BH S O -

FILE HOME IMNSERT
= Cfl ===

Cowver Elanld Table
Page~ Pags v
Pages Tables

The most easiest way to add new page is by pressing the Enter key on the Keyboard at the
bottom of an existing page.

Delete page
Users can remove an empty or blank pages in Word document by

e Pressing the Backspace key on the Keyboard from the end of the page that needs to
be removed.

e Pressing the Delete key on the Keyboard from the end of the page after which the
pages needs to be removed.

e Use the Show paragraph marker then press the Delete key on the Keyboard
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Faragraph

Page Break 1

Where is hyphenation option in Word 20137

Word has feature that lets users to enter long words in the end of line as hyphenated text.
©- 0 =
HOME INSERT DESIGN PAGE LAYOUT

D

Irientation  Size Columng™ -
- - - bt Hyphenation - —*# Right

L
#— Breaks - Indent

i) Line Numbers = 3= Left:

Page Setup I

Sentence without Hyphenation

Word has feature that lets users to enter long words in the end of line as hyphenated text. This
feature is by default disabled in Word 2013

Sentence with Hyphenation

Word has feature that lets users to enter long words in the end of line as hyphenated text. Thisffea-]
ture is by default disabled in Word 2013,

This automatic hyphenation feature is by default disabled in Word 2013 and you can enable
use the option available as part of the Page Layout menu.

Click the Page Layout option and navigate to Page Setup section.
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DESIGN PAGE LAYOUT REFERENCES

%= Breaks * Indent
i Line Numbers~ 3= Left 0cm

as
be Hyphenation  =#Right: [0 cm

v _[\_Jone Paragr
Automatic
Manual

be Hyphenation Options...

Click the Hyphenation option and change the default value from None to Automatic or
Manual based on your preference.

[v]{Automatically hyphenate document!
[] Hyphenate words in CAPS

Hyphenation zone

Limit consecutive hyphens to:  No limit

Manual... [ oK . Cancel

If you want to Hyphenate words in CAPS or Limit Consecutive hyphens then you can use the
settings available as part of Hyphenation Options.

Change page orientation of selected page in Word 2013

Listed below are steps to change page orientation for selected page from Portrait to
Landscape or vice versa in Word 2013. Let us consider the following scenario where you
have a document with 4 pages and want to have landscape orientation for page 3 alone.

Step 1: Click the Page Layout menu option in Word 2013.

Step 2: After navigating to Page 2, click the Breaks Option and select Next Page under
Section Breaks.
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DESIGN PAGE LAYOUT REFERENCES MAILINC

*— Breaks ~ Indent Spacing

"

Page Breaks

Page
Mark the point at which one page ends

and the next page begins

Column
ndicate that the text following the column

- preak will beagin in the next column

Text Wrapping
Separate text around objects on web

pages, such as caption text from body text
Section Breaks

Next Page
Insert a section break and start the new
section on the next page.

Step 3: Now navigate to the Page 3 and set the Orientation to Landscape by using the
Orientation option under Page Setup section.

WHES O -

HOME INSERT DESIGN
HH 5 Y . [==| '/ Break:
[ IER=

i ) . ) E Line
Margins Orientation 5ize Columns
A=
- - - v bc Hyphi

| 1_] Portrait up

:] Landscape

Step 4: From Page 3 repeat Step 2 to add next page.
Step 5: Now change the page orientation from Landscape to Portrait for Page 4.

By this way, Word 2013 users can change the orientation of specific pages in a document.

How to add border to page in Word 2013

Users of Word 2013 can use the Page Borders option (Under Design menu) to add border
for a page in Word document. This is quite useful when you are adding photos to selected
page and would like have a border for that page or want to insert border for first page of

your document.
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Step 1: Click the Design menu and select Page Borders option under Page Background.

? B - 8 X

Ravi Shankar ~ [
Watermark Page | Page
- Color ~|Borders

Page Background .

Step 2: In the Borders and Shading window, select type of border under the Setting option.
The different Setting are None (default), Box, Shadow, 3-D and Custom.

| Borders _. Page Border .Eh.udlnng

Click on diagram below or
use buttons to apply borders

Automatic
Width:

Apply to:
Whole document

Step 3: You can choose the style for border lines using the Style drop down.

Style:

Step 4: Like style you can choose Color, Specify Width for the Border and Art option if
needed.
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Border with Color

Syl Praview
. | - Click on diagram below ar
wse buttons to apply borders

> e —
Coalor
1 W
Width:

v pt ]
| | Applyto
Art: Whole document v
[mone]
w Dptions...
Border with Art

Style: Preview

- Click on diagram below or

use buttons to apply borders
I ) ® ®
Coalar
Automatic
Nyidith:
Mpt [
Apply te:

At Whole document v

rryvy vyl
20000 - aotns.

Step 5: Now if you want to apply the borders for only the first page or a section then you
can use the Apply to option to specify this detail.

Apply to:
Whole document W

This section
This section - First page only
This section - All except first page |

Step 6: If you do not want the border to be included for Header and Footer then click the
Options window.
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Margin

Top: 1pt % leftt  4pt

Bottom: | 1pt % Right: 4pt

Measure from:

Tet E

Options
H Align paragraph borders and table edges with page border
(V] Always display in front
[] Surround header

In the Border and Shading Options window, Select Text for the Measure from drop down
then navigate to Options section and un tick the Surround header and Surround footer. By
this way Word 2013 users can insert and customize borders in a Word document.

Missing file extension while saving document in Word 2013

If you are working on Word 2013 on Windows 7 or Windows 8 operating system then while
saving the document, by default the file extension will not be displayed.
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System Folder
-
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Bl Desktop | Netwaork

I§ Downlaads System Folder

1. Recent places

@ SkyDrive

4 Libraries
+| Documents
o Music
b Fictures
B vedees w

File name [ Miszirmg File Exterrion
Save a1 bype | Weed Document

Muthors  Rava Shandar Tage Add atag

[ S Thisimbingil

= Hide Folders

Listed below are the steps to make Word 2013 to display the file extension on Windows 8.
Step 1: Launch Windows Explorer on Windows 8.

Step 2: Navigate to the View tab in Windows Explorer and click Options

File Home Share

Q_] A_Iﬂ Preview pane BB Extra large icons =/ Large icons 22 Medium-sized icons
T Detaits pane 48 Smalt icons ££ Ust 1= Details

Na‘;r;?\.:h'on 5:: Ties 3= Content v
[C] mem check boxes . ?F_"
D File name extensions o ) J
(W Higden items I.'{“::.' i”" GP{J“F

Step 3: Then select “Change folder and search options” under Options.

[] tem check boxes ' 7
¥
[] File name extensions
Hide selected |[Options

E Hidden items tems -

pwihide [F5] change folder and search options

w O Search Libraries

Step 4: In the Folder Options window, navigate to Advanced Settings under View tab. Then
unmark the checkbox with label as “Hide extensions for known file types”.
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Folder views
You can apply the view (such as Detais or kcons) that
D you are using for this folder to all folders of this type

omorn | | oafose

Advanced settings:
[] Display the full path in the tle bar
4. Hidden fies and folders
(O Don show hidden fies, folders or drives

(® Show hidden files, fi dnves

Hide protected operating system fies (Recommended)

[] Launch folder windows in a separate process

[] Restore previous folder windows at log-on

(V] Show drve letters

(V] Show encrypted or compressed NTFS fies in colour v

| Restore Defauts |

Click OK button to confirm and save the changes. Now when you try to save any Word
document, you will notice the file extension as part of the file name in Save dialog.

® & - T HDeskop »

Organize = Mew falder

B . . ==
» @ Microsoft Word | Librares Hemegroup

E i Systemn Folder Systern Falder
450 Favourites
|
[ = oesitop | Computer ¢| Hetwork
|

i§ Dewnlosds Systemn Folder Systern Folder
1 Recent places

* g Librawies
[ ¥ Documents
> g Music
D Pickures
» B Videos W

File pame: | Misisng File Extension.docx

Save x5 fype: | Word Document (".docx)

Tagz Addatag

[] Save Thumbnail
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Change the default save file format in Word 2013

When you are trying to save a document in Word 2013, the document will be saved in the
default file format as docx. But if you are frequently changing save as type in save dialog to
different type then you can default it to that file type using the Word Options.

Step 1: Open the Word application, click File menu and select Options from the list.

Step 2: In the Word Options window, navigate to Save documents section under the Sab
tab.

Jenera

H Customze how documents are saved
Display
Save documents

Ve Save fles in thes {cemat Word Decument (*.docx) v

V| Save AuteRecover infeemation eve Word Document (" doa)

Word Macro-Enabled Document (*.docm)

Word §7-2003 Document (*.doc)

AutoBecover file location: Word Template (*.detx) eftW

advanced V| Keep the last sutosaved version

Dea't show the Backstage when of Word Macro-Enabled Template (*.dcam)
Vi Show additional places for saving,| Word 97-2003 Template (" dot)

] Saveto Cemputer by default Siagle File Web Page (".mid, °.rbitrly
Web Page (".htm, *.html)

po ek Dfauk iocal fjle location: Web Page, Filtered (" bem, ")
Detaul perscasl femplates 1ocation:  ntiblobiboiib M)
Plan Tet (")

Offiine editiog options for docusment | Word XML Document (*.amil)

Word 2003 XML Decument ("ami)
Sinct Open XML Decument (*.docx)
OpenDocument Text (".odt)

® The Office Document Cache | oy 6 - 9 Document (*wps)

Save checked-out Fles to
The server drafts location on th

Step 3: For example if you are frequently using Rich Text Format (*.rtf) then click the
dropdown with caption as “Save files in this format” and select Rich Text Format from the
list.

Step 4: Click OK button to confirm and save the changes.

Now when you try to save a document, the Save as type will be set to *.rtf.
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(-l * 1 B Desktop »

Organise v New folder

& Microsoft Word A | aries

System Folder
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W Favountes
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{ | System Folde
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. Recent places

%G SkyDrive

«a Libraries
+] Documents

& Music

= Pictures
B videos v

File name: | Change file format.rtf
Save as type: Rich Text Format (".«tf)

How to insert app in Word 2013

Word 2013 allows users to add apps to the document using the options available as part of
the Apps for Office. For example if you want to have the sticky notes functionality in your

word document then you add the Sticky Notes App.

Adding Sticky Notes to My Apps

The first step to insert app in Word document is to make sure that the app is available as

part your My Apps in Office Store
Step 1: Login to your Office Store Account.

HOME MY OFFICE PRODUCTS SUPPORT IMAGES TEMPLATES STORE
l jeo)
& Office Store

Vhat s new

Office 365
Home Premium

Up to 5 PCs and Macs for your

entire household

B0 E
$99 ?‘3 year

24
Digital Answers


http://blogmines.com/
http://blogmines.com/blog/2013/05/11/how-to-insert-app-in-word-2013/
http://blogmines.com/wp-content/images/upload/2013/05/image18.png
http://blogmines.com/wp-content/images/upload/2013/05/image19.png

Step 2: You can either use the Search Text box to locate the App or by clicking the Apps for
Office and SharePoint.

Step 3: Now select Sticky Notes for Office from the list and click Add button.

Sticky Notes o)

ShacePoint Sticky Notes

Click to edit

$1499

eReoen:

Sticky Notes For Office

FREE

The My Apps section in Office should display the newly added app.

Adding app to Word document
Step 1: Launch the Word document where you want to insert the app.
Step 2: Click the Apps for Office option under Insert menu.

INSERT DESIGMN PAGE LAYOUT REFEREMCES MAILINGS REVIEW

Ed | a0 lag M a.| @

Table  Pictures Online Shapes Smartdrt Chart Screenshof  Apps for H
t - Pictures ol - Office -

Tables INustrations Apps Media

Step 3: The Apps for Office window will display the Sticky Notes for Office app.
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Apps for Office

i ey Mok T S

| e

Wl e v st D S

Select the App and click the Insert Button. The Sticky Notes App will now appear on the right
hand side of your Word document.

T2 - B
v.-w-z
- \ X Sigrature Une ~
= 4 2, Onte & T n Sz

Foster  Page Tot  Qudh Wondin Eavatun Gyl

ey & Ponter Tast Sewbely

Sticky Notes

[X]

How to insert hyperlink in Word 2013

Word 2013 users can change a text to hyperlink using the Insert Hyperlink feature. Listed
below are steps to add hyperlink in a word document.

Step 1: Select or type the text where you want to add the hyperlink.

Step 2: Navigate to Insert menu and click Hyperlink option available under Links section
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f/‘:' ) D g
S > ng J
Hyperlink Bookmark Cross- = Comment
reference

Links Comments

< Add a Hyperlink (Ctri+K) -

Create a link in your document for
quick access to webpages and files.

Hyperlinks can also take you to
places in your document, such as
headings and bookmarks.

Q Tell me more

Other easiest option is to select the text then right click and pick Hyperlink from menu list.

Insert hyperlink in Word 7012
¥ Cu
L Copy
‘51: FPaste Options:
il

O

Font...

Paragraph..

I.E Define

Fynonyms ¥
Tranglate

Ssarch with Bing

Hyperdink...

UP s P

Mew Comment

Step 3: In the Insert Hyperlink window, type the URL of the webpage in Address field. You
are also presented with the option to select webpage from browsing history or link to any
files.
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Link toc Text to display: Insert hypedink in Word 2013 SereenTig...

_jl Look in: B Deskiop
Existing File

or Web Page | B Computer Bgokmar.
) Sunent | B Rshankar
ﬂ ﬂ Libraries Target Frame...

Place in This
Document Erowted 2 :ﬂmegﬂr:up

Pages
yifi

Create New Recent
Datument ;ﬁ:s

Address: http:/blogmines.com|

E-mail
Address

After entering the URL, click the OK button.

Insert hyperlink in Word 2013}

Adding email address with subject in Word 2013

Let us say you have a requirement where you want to add an email address in word
document and clicking the link will launch compose email message prepopulated with
recipient address and Subject. You can do this in Word 2013 using the option available as
part of Hyperlink feature.

Step 1: Launch the word document where you want to insert the email address.

Step 2: Navigate to Insert menu and click Hyperlink option available under the Links section.
You can also access Hyperlink feature using right click context menu.

REVIEW VIEW

) [ o rl-

= b= R ]

oy | JI == .

Online | Hyperink Pookmark Cross- | Comment
J reference

Media Limks Comments

Step 3: Click the E-mail Address under Link to: section in Insert Hyperlink window.
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Link to: Text to display: Send Email SereenTig.
[[g) E-mail address:
Ei!ll!"d'h?;ﬂ";t mailta:blogmine: & gmail.com
O W Subject

How to add email sddress in & decument

Place In This | Regently used e-mail addresses

Doeument

'y
Create Hew
Drocument

Step 4: Now enter the Text to display, E-mail address and Subject for the email in the
respective field. Click Ok button to insert the link in document. This would insert the email
address in the document as shown below.

miailto:blogmines@gmail.com?
subject=how to add email address in a
decument

Ctrl+Click to follow link

Send Emal!

Clicking the link should display the following window asking for your preference.

Haw do you want to open this type of link
[mailta)?

1
m Outiook (desktop)
u ‘Windaws Live Mail

Lock for an app in the Store

If you have selected Outlook from the above list then Outlook message compose window
will be displayed prepopulated with email address and subject.
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How to change hyperlink style in Word 2013

We had covered earlier about the steps required for adding hyperlink and email address in a
Word document. Now let us see how to change the default style of hyperlink in Word 2013.

Step 1: Open the Word 2013 app and select Hyperlink in the Word document.

Step 2: Click the Styles option available under Home menu.

Ravi Shankar ~ '

—

# Find ~

AaB8bCcDt AaBbCcDt a

cac Replace

Subtle Em, Emphasis  Intense E, I Select ~
e Editing A

Styles (Alt+Ctrl+Shift+S)
= :""'_‘ View .")."7“(((': .'r‘:f I‘_I_I'_?f_‘ﬂ‘::(_‘ (r’c

text styles in Word

Use the window to see and ednt

ting details for each style

cr v styles, and quickly
preview styles in your document
You can also update styles to match

selected text

Step 3: Navigate to Hyperlink in Styles list then select Modify option from the drop down.
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Delete Hyperdink...

I
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e 2R

!

Add to Style Gallery

Step 4: Now if you want to the change the font used for Hyperlink then click the dropdown
under Formatting section and select a suitable font. Similarly you can change Font size, Font
Style and Color.

Properties
Mame: Hyperling
Style type: Character
Style pased om i Default Faragraph Fond
Style for Tollowing para graph

Farmatting

Ve o u] —

Underling, Fant coler Hyperhink, Style: Hide until uied, Prigeity: 100
Based on: Defaul Parageaph Fonk

] A no the Shyles ganiery
(W) Oy i Ahsis deacument ) New deuments based on this templite

Fgamat =

Changing Hyperlink Font
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Remove hyperlink for Internet Address in Word 2013

Word 2013 will automatically add hyperlink to any website URL or internet address after
you finish typing the text. This is the default behaviour in Word 2013 and you can disable
this feature using the option available as part of AutoCorrect.

Step 1: Open any document in Word 2013, click File menu and select Options from the list.
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G |
s '},BCJ Change how Word corrects and formats your text.

Dusplay
w | AutoCorrect options
Save Change how Word corrects and formats text &< you typedd  AutoCorrect Options...
Language
When correcting spelling in Microsoft Office programs
Advanced

[V Ignore words in UPPERCASE

[¥ Ignore words that contain numbers
[V Ignore Internet and file addresses
Add-Ins [V Flag repeated words

[ ] Enforce accented uppercase in French
[T} Suggest from main dictionary only

Customaze Ribbon

Quick Access Toolbar

Trust Center

Step 2: In the Word Options Window, click the AutoCorrect Options available under
Proofing tab.

Step 3: Click the AutoFormat As You Type tab in AutoCorrect Window.

AutoFormat | Actions
AutaCorrect ] Math AuteComect | AutoFarmat As VeuType |

Replace a3 you bype
[+ “straight quetes” with “smart quotes” ] Ordinals [151) with superseript
[+ Fractions (1/2) with fraction character () [#] Hyphens [--} with dash [—]

*Bold* and itNi{. with real farmatting

Internet and nebwork paths with hyperlinks I

Apply as you type
E Automatic bulleted lists E Automatic numbered lists
[w] Barder lines (] Tables
[ Busittin Heading styles

Autamatically a5 you type
[ Farmat beginming of list item like the ane bafors it
[#] Set left- and first-indent with tabs and backspaces
[] Define styles based on your farmatting

Step 4: Then navigate to Replace as you type section and un mark the checkbox option with
label as Internet and network paths with hyperlinks. Click OK button to confirm and save
the changes.

Now hyperlink will not be added whenever you type any internet address in a Word
document.
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Different ways to link another document in Word 2013

Users of Word 2013 can create a link to another document within their document using the
Insert Object or Hyperlink feature. This is quite useful when you want to include reference
documents inside your document.

Insert Object

Step 1: In the main document, navigate and place the cursor to the position where you want
to insert the document.

Step 2: Click the Insert menu then the Object option available under Text section.

U 5] 4 [# Signature Line

Eé. Date & Time
Text Quick WordArt Crop :
Box~ Parts~ - Can - |1 Object =

Text

Step 3: In the Object window, click Create from File tab and choose the required file via
browse button.

Create New = Create from File

File pame:
C\Users\RShankar\Documents\Link Document.docx

(V] Link to file
(VI[Dispiay as icon|
Result

Inserts an icon that represents the contents m

@*B of the file into your document. Changes to
the source file will be reflected in your
document,

Lnk
Document.docx

Change [con...

[ oK Cancel

Make sure to mark the check box with caption as “Display as icon”. If you want the changes
to linked document to be reflected in your document then mark checkbox with label as Link
to file.

Step 4: Click the OK button to confirm and save the changes. Now your document will have
a link to the other document as shown below
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Link
Document.docx

Hyperlink

Another alternate way to link a word document is by creating hyperlink pointing to that
document.

Step 1: Access the Insert Hyperlink window via the right click Context Menu or Hyperlink
option under the Links (Insert menu)

Step 2: In the Link to section choose Existing File or Web Page then select Current Folder
option under Look in section.

Teat ta digpley: Riferinie Document

C Lok i | My Documents
Exitting Fise =
of Wieb Page @) HUMAN BODY ppb =
STt 181 Link Document.doce
'Lll & magasinetd Target Frame...
DE::J:::;:’ B MeturslDrisgteridscs
Fmﬂ gn Offer e red evimsnalPlus_olh_ene s img
oY STRAMDED ON AN ISLANID. docx
@] THE EARS. piptx

Creats fiew Recent
Crpcumsent F&:: S velu ruchisr pic.diocx

Addrgss:  COUersRShaskarDocumentsiLink Dadament. dod

Step 3: Give a name to the Linked document by entering the name in Text to display and
then pick the required document.

Step 4: Click Ok button to confirm and save the changes.

This should create a link to the document as shown below.
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Reference Document]

How to print black and white in Word 2013

All programs do not provide option to choose the color for printing pages. Word 2013 users
can print their colored document in black and white using the option available as part of the
Printer properties.

Step 1: Click the Fie menu and select Print from menu list.

Print

Capies

=

Print

Printer

HP Desiget 3050 610 seres

-

Step 2: Navigate to Printer section and click the Printer Properties.

Step 3: In the Printer Properties window, click the Paper/Quality tab.

Layout P Chuality
Tray Selection
Faper fource: Latomatically Select w
Hedia: Plain Paper, Mol Cuality w
Colour
-
I-: ) Black & Whate a Colous

Step 4: Navigate to Color section and mark the radio option with caption as Black & White.
Then click OK button to confirm and save the changes.
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How to remove Ctrl key to follow link in Word 2013

Word 2013 users can open hyperlink from a document by using combination of Ctrl key on
the keyboard with mouse click. This feature is by default enabled in all versions of Microsoft
Word.

http:/fwwew blogmines.com/

Ctrl+Click to follow link

Digital Answers is a technology blog with beginners tutorials on Microsoft Office, Windows 05, iPad,
Programming and Other Internat related technologies and services. The main focus of this blog is to
share beginner tutarials and tips for PC, Mac and Mobile users.

In case if you want to follow the hyperlink just by clicking the link and do not want to use
the Ctrl key combination then turn off the feature using Word Options.

Step 1: Click the File menu and select Options from the menu list.

Step 2: In the Word Options window, click the Advanced Options and navigate to Editing
Options.

Step 3: Un mark the check box with caption as “Use CTRL + Click to follow hyperlink” and
click the OK button.

Gernexal

=] Advanced options for working with Ward,

Display

Presafing Editing options

Save [+ Iyping reploces selected text

Language [+ When selecting, autornatically select entire wond
e [ Allew test te be dragged and dropped

[ Use CTRL » Chick to follow pyperdink |
[ Autoratically create deawing canvas when inserting AutoShapes

Customize Ribbon

Cuick Accest Toolbar [# Use smart paragraph selection
Add-Ins [+ Use sman cursoring

) [] Use the Insert key to control geertype mode
Teust Center

[ Use overtype mede

Now you can just click the Hyperlink to launch the Website.

httF = Poneews, blo gImINes. Com. f
Click to follow link

Digital J'uhs,-.-.-ers. is a technology blog with beginners tutorials on Microsoft Office, Windows 05, iPad,
Programming and Other Internet related technologies and services, The main focus of this blog is ta
share beginner tutorials and tips for PC, Mac and Mobile users.
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What are the different zoom option available in Word 2013

Microsoft Word 2013 like the previous provides range of zoom option to the users. The
Zoom options are available as part of Zoom section under View menu.

DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

Ruler q |j"‘+ (] One Page |_|_| - _|
Gridlines [ Multiple Pages O it ,
Zoom 100% Mew Arrange Split
Mavigation Pame ) Page Width Window Al

Show Zoom
T

Clicking the Zoom button will display the following Zoom.

Q [ [E] OnePage '—: F =1 | CDivie
- [0 Multiple Pages bl -

Joom | 100% Mew  Arrange  Split

“LF Page Width Window Al

Ioom Winc

() 2008 ) Page width () Many pages:
([ 100%] () Tet width
O 79 () Whale page E
Pgrcent: [100% F5-

Preview

AaBbCcDdEeXxYyZz
AaBbCchdEeXxvyZz

AaBbCeDdEeXxYyZz

AaBbCoDdEeXxYyZz

oK | Camcel

You can change the zoom level of the document to different pre-configured values (200%,
100% , 75%) or specify custom value using the Percent option. Similarly if you have selected
Multiple Pages option and want to specify the number of pages to display on the window
then use the Many Pages radio button.
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If you want to quickly adjust the zoom level to 100% or change to One Page or increase Page
Width to match the Window size then use the respective option available as part of Zoom
section.

DESIGM PAGE LAYOUT REFEREMCES MAILINGS

Fuler Q E‘_ .: On:le
Gridlines B3 [T Multiple Pages
- Zoom | 100% i

LI Page Width

Mavigaticn Pane

Show Zoom

The quickest way to adjust zoom settings in Word 2013 is by using the Zoom Slider Option
available as part of Status bar.

-—t—+ 100%

10:56
. m
P B 3005201

If the status bar is not showing the Zoom Option then right click on Status bar and select
Zoom Slider from the list.

Macro Recording Mot Recording
v  Upload Status
v Document Updates Available Mo
« View Shortouts

v Loom Slider

. v Loom 'IDﬂ‘;-,l
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Find out character count in Word 2013 document

Word 2013 users can find out character count of a document using the option available as
part of the Review menu. Click the review menu and navigate to Proofing section then click
the Word Count option.

ABC Y ".ﬁ"‘"
123 | 9 AT | LJ
Word | Translate Language Mew
Count - - Comment
Language
Word Count -

Wards, characters, lines...
We count them so you don't have
to.

F¥l: To see the word count at a
glance, check out the status bar.

This should display the following Word Count Statistics along with Characters (no spaces)
and Character (with spaces) details. If you are interested to find out only the Characters
Count of certain paragraph then all you need to do is select the Paragraph before clicking
the Word Count option.

Statistics:

Pages
Words
Characters (no spaces)

Characters (with spaces)
Paragraphs
Lines 122

Include textboxes, footnotes and endnotes

If you only want to see the number of words in the document then the quickest way to do
this is by checking the Status bar.

176 WORDS  [J¥ ENGLISH (UNITED STATES)
. :
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The status bar in Word 2013 would by default display the Word Count and in case if it not
displayed then right click on the Status bar and choose the Word Count in Customize Status
Bar menu list.

Customize Status Bar

+  Word Count 178 words

R

How to unhide paste options in Word 2013

Paste Options in Word 2013 is displayed when you try to copy and paste any content in the
document. The Paste Options allows users to Merge Formatting, Keep Source Formatting
and Keep Text Only. Word 2013 by default displays Paste Option.

e R R 1)

Paste Dptions:

il il willle
=4
= La LA

Set Default Paste...

(& (Ctrl)~

But for some reason if the Paste Option is hidden then you can unhide it using the Settings
provided as part of Word Options.

Step 1: Click File menu and select Options from the list.

Step 2: In the Word Options window, click the advanced tab.

Step 3: Scroll down the Advanced option and navigate to Cut, copy and paste section.
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Cut, copy. and paste

Pasting within the same document: Keep Source Formatting (Default) | w
Pasting bebween documents: Keep Source Formatting (Default) « '
Pasting bgbween documents when style definitions conflict: | Use Destination Styles (Default) | v
Pasting frorm other programs: Keep Source Formatting (Default) | w
Insert/paste pictures s In line with text | w
[ Keep bullets and numbers when pasting text with Keep Text Only option
[] Use the insert key for paste

E Show Paste gpt*inns button when content is pasted I

[ Use smart cut and paste | Settipgs...

Step 4: Make sure to mark the check box with caption as “Show Paste Options button when
content is pasted”

Step 5: Click Ok button to confirm and save the changes.

Display numbers of words in Word 2013

If you are using Word 2013 and want to display the number of words at the top of the page
then you can follow the below mentioned steps.

A [==] 4 [ signature Line =

— = BT Date & Time
Text | CQuick [Wordbrt [
Box~ | Parts-| - o - ] Object -

Text

Step 1: Navigate to the first page in the document and click the Insert Menu.

Step 2: In the Insert menu, navigate to Text section and click Quick Parts option.

D 4 [# Signature Line -

) 7, Date & Time
Quick Wordbrt

Pats~ - - _1Object -

=l AutoTedt ;
= E_—'1 Document Property k
(] Field...

i=k Building Blocks Organizer...

Step 3: Select the Field from the Quick Parts drop down list.
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Step 4: In the Field window, choose the filed name as NumWords, Format 1, 2, 3 and
Numeric Format 0. Click OK button to confirm and save the changes.

Please choose a field Field properties Field options
Lategories: Format:
[A w i, i, i, <
:| 1, 0l ...
Eield names: 15t, 2nd, 3¢d ...
ListMum A One, Two, Three ...

MacroButton First Second, Third ...

MergeField héx .,
MergeRec Dhollar Tt

Mergesag Uppercase
Neat Lowercase Mo field options available for this field

Nextid First capital
NoteRef Title case
NumChars

Numpaa“ Numeric format:
o

Page
PageRef

000

& waf)

* #o0.00

£® m@0, 00| % #8000

1Y

0,008 [+#] Preserve formatting during updates

Description:
The number of words in the dooument

Field Codes

This would display the total number of words in the current document. In case you have
made any changes to the document after adding word count field then to know latest
count, right click on inserted filed and select Update Field from the list.

1

i

' ‘Eu Paste Options:
- .

- A

<™ Updste Field

Edit Freld...

Toggle Field Codes
ice A Font.,

Paragraph..

all

And if you want to display the count in the all pages then add the Word Count Field as part
of Header or Footer.

Insert symbol in Word 2013

This tutorial is about the steps required to insert symbols in Word 2013 document. Let us
say you are referring to Indian Rupees in the document and want to add Rupee symbol.

43
Digital Answers


http://blogmines.com/
http://blogmines.com/blog/2013/05/30/find-out-character-count-in-word-2013-document/
http://blogmines.com/blog/2012/03/10/missing-header-and-footer-problem-in-word-2010/
http://blogmines.com/blog/2013/06/06/insert-symbol-in-word-2013/
http://blogmines.com/wp-content/images/upload/2013/06/image11.png
http://blogmines.com/wp-content/images/upload/2013/06/image12.png

Step 1: In the word document, navigate to the place where you want to insert Rupee
symbol.

Step 2: Click the Insert menu followed by Symbol drop down under Symbols section.

T

Equation Symbol
€ £ ¥ K “
L] 2 i )
£ . H o
B m 0O 5 @

2 More Symbols...
Imsert & Symbal

Step 3: If the Rupee Symbol is not listed in the dropdown list then click the More Symbols
option.

Symbols  Spedial Chamd o
Fonk (mommal ted) w| Sybiet Cumency Symbols
2|58 |- = )
€| f|C # |Ps|Rs 0]
3| PG TR £|0O)%

¥ ¥

Qe|d |k

"

Becently used symbiols: )
clef¥|@*[™|£]#|s|2]+[x|~[u]alp

Unico-de mame:

3 |
Indian Rupee Sign Character code; 20839 rome Unicode (hes)

AteComed.., horost Key... | Shorbout ke 2083, Alt=X

Cancel

Step 4: Select Currency Symbols in Subset dropdown and pick Rupee symbol from the list.
Clicking the Insert button should add symbol to the document.

If you are going to be use the symbol frequently then you can assign a shortcut key for the
Rupee Symbol. Click the Shortcut Key button and enter a new shortcut key (e.g. Alt+Shift+S)
in Customize Keyboard window.

44
Digital Answers


http://blogmines.com/
http://blogmines.com/wp-content/images/upload/2013/06/image13.png
http://blogmines.com/wp-content/images/upload/2013/06/image14.png

Specity a command
Categories: Commands:
Comman Symbals

Specify keyboard sequence
Cyrment keys: Press new shortout key:
ARl -5Shift-5

Currently asfigned ta: [unassigned]

Sage changes inc | Normal.dotm :E|

Dascription
Inserts the ¥ character

| Assion |

Click the Assign button after entering the Shortcut key. Now if you want to insert rupee
symbol in the document then use the Keyboard shortcut (e.g. Alt+Shift+S).
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