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Additional Tabs: Making a selection in the Ribbon,
e.g. Insert Picture, will get you an additional Tab,
Picture Tools Format, which you can use to edit. Ju sen
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Dialog Box Launcher

Clicking on this button will open a Dialog Box,
in this case the Dialog Box Paragraph.
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select the tab Insert, press the N-key. Subsequently again letters and numbers will appear in
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Print Preview
Paragraph options

Auto Correct Option: File tab - Options > Proofing

Insert a File

Properties

E-mail attachment NOT

in Full Screen
Table of Contents
Kop en voettekst
Macro’s
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Save As PDF

: File tab - Print
: Page Layout > Dialog Box of Paragraph

: Insert > Down Arrow of Insert Object >
Text from File
: File tab - Info

: File tab - Options - General

: References tab > group Table of Contents
: Insert = group Header and Footer

: View tab > group Macros

: Home - group Styles

: File tab > Save as - Save as type: PDF

Save As

Bullets
Page numbering

Paperformat
Mail merge

Section Break
Sort
Spelling

Insert Symbol
Hyphenation

: File tab - Save as > Save as type: doc
(Word 97-2003 Document)

: Home > group Paragraph - Bullets

: Insert - group Header & Footer >
Page Number

: Page Layout - group Page Setup > Size

: Mailings - Start Mail Merge > Step by
Step Mail Merge Wizard

: Page Layout - Breaks - Section Breaks

: Home - group Paragraph >Sort (A 2> 2)

: Review tab - group Proofing = Spelling &
Grammar

: Insert = group Symbols - Symbol

: Page Layout = Hyphenation - Automatic




