Learning in the digital era
Transcript: Microsoft Word

In this video we're going to cover the key features of Microsoft Word. We'll be using the Windows version of the app, but the skills you'll gain are transferable as the tools are similar across all platforms. As we're using the paid version of Microsoft Office, some of the features we cover might not be available to you if you're using the free online version. It would be helpful to have the app open at the same time so you can follow along. After covering each section we'll have a pause period where you can stop the video and try out some of the features before moving on.
First up, let's explore the user interface! At the top, there are a number of different tabs, each tab reveals a new set of tools. To make things easy to find, the ribbon is broken up into groups, like font or paragraph. Let's look at the font group in more detail. Here you can change the appearance of your text. Using this drop down you can find a font that you like This drop down is for selecting the size of the text, its default range is from 8 to 72.
You can make your text bold, italicised or underlined here. if you need to change the colour, that can also be done here. Remember if you want to change text that's already typed out, you will need to highlight the text first. Now we'll have a pause period so you can try out some of the features we've just covered. When you're ready to move on, click play.
Let's look at some more formatting tools that are available. We can use the paragraph group to edit how we want our text to appear on the page. We can also turn our text into a bullet point list or numbered list using these buttons. If you want to try out some of these formatting tools for yourself pause the video now and click play when you're ready to move on.
Another useful tool is the 'find' button. If you click that it opens the navigation panel, and you can search for specific words. Microsoft Word will then highlight every time that word appears throughout the document making it really easy to find things, especially when using documents you didn't write yourself.
Try out the find tool for yourself, then click play when you're ready to move on.
To create a table of contents, click on the references tab. If all of your headings have been formatted, using the headings in the styles group, then you can click on the table of contents button, and the app will automatically create the table for you . A contents page will help others navigate your document.
Next, we're going to look at how to insert tables into your document. To insert a table, select this drop down, and you can decide how many columns and rows you want in your table. Don't worry about getting the size right to begin with, by right clicking on the table we can insert more columns and rows as we need them. You can adjust the sizes of individual columns and rows to suit your need.
Let's have a pause period while you try creating a table for yourself. Click play when you're ready to keep going.
Some other useful insert options include adding pictures to your document. Click the pictures drop down if you have a saved picture you want to add, then select the 'this device' option, you can then browse your computer for the right picture. Alternatively, you can browse stock photos, or even online photos. Click on the image for further editing options. Pause the video, and have a play around with some of the picture options, and play the video when you're done!
Another useful set of tools is tracking changes, these are really useful when working on a document in a team.Click on the review tab, and by using the track changes button, any changes you make will stand out to everyone. A different tool in the review tab is the comment button. Highlight some text, click 'new comment' and you can make notes about specific parts of a document for others to see. Have a go at adding some comments to your own document, then play this video to move on.
When it comes to saving your document for the first time, head to the file tab, then select save as. If you click browse you can navigate your computer documents and save the file wherever you want. Once you've saved the document, you can continue to make changes, but you will need to save regularly, to avoid losing work. Hitting the save button will update the existing file. However, if you are accessing your document online through OneDrive or SharePoint, then your changes will be saved automatically. To share a document, click the share button, here you either need to save it to OneDrive which will allow you to share it, or you can email the document to the person you want to share it with.
Microsoft Word is a powerful word processing program, it's commonly used in most workplaces, so having a good working understanding of the software is a really useful skill.
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