Word 2010 to Office 365 for business

Make the switch

Mi crosoft Wor d

Quick Access Toolbar
Commands here are always visible.

Right-click a command to add it here.

2013 desktop

Ribbon tabs
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Click any tab on the ribbon to display its buttons and commands. When you open a document in Word 2013,

the Home tab is displayed. This tab contains many of the most frequently used commands in Word.

Manage your files
Click File to open, save, print,
and manage your Word files.

Word count
Look here to see the word count.

HEADHMIGS

Select some text to see the word
count in the selection.
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Navigation pane
PressCtrl+F to show the
Navigation pane. You can
reorganize a document by
dragging its headings in this
pane. Or use the search box
to find your way around
long documents. Press
Ctrl+H to open the Find
and Replace dialog box.
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Contextual ribbon tabs
Some tabs appear on the
ribbon only when you need
them. For example, if you
select a tahbl
Table Tools, which includes
two extra tabs — Design
and Layout .

Switch views
Switch to Read view, Print
view, or Web view.

e
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so here’s a

Need help?

Click here or pressF1 for help.

Minimize the ribbon

Click here to close the ribbon and

show only the tab names.

Styles and headings

Choose styles and headings to

standardize the look of your
documents.

Zoom in or out

Move the slider to adjust the view

magnification.




What is Office 365 for business?

Just as Office2010was a suite of desktop apps, your Office 365 for business
subscription gives you a suite of powerful online services—including the latest version
of Office desktop apps. Office 365 lets you:

A Install Office desktop apps on as many as five computers.
A Create, view and edit documents from anywhere using Office Online.
AWork offli

A Use mobile Office apps on your Windows Phone, Android, iPad, or iPhone.

ne and your changes automatic

How do | use Word in Office 365?

You can use theWord 2013 desktop app, Word Online, or device-specific Word apps.

So how do you decide whichtouse?l f you’ re usi ng20BEhasthanp ut
most features. On a device, the Word mobile app has the most features. However, for
many tasks,the web-based Word Online may meet your needs.

- Word 2013* Word Online Word mobileapp

Useitif A Your Office 365 You need a You want the most editing
plan includesit. quick way to features available on your
A You want offline read and make device.
access. simple edits.
Runson Laptop and desktop Your browser Specific devices
computers
How to Comes with some, Browse from Windows Phone
get it but not all Office 365  OneDrive or iPad
plans (*Word 2011 Sites iPhone
for Mac) Android phone and tablet

How do | sign in to Office 3657

1. From your web browser, go to https://portal.office.com .

] Office 365

Sign in with your work or school account

alicja kowalska@adventureworks.com

2. Enteryour work or school account and password, and then
choose Sign in. For example:
j.doe@contoso.com or j.doe@contoso.onmicrosoft.com

| Keep me signed i

Can't sccess your acoount?

ally sync when you’'re back onli

Find your way around

From anywhere in Office 365, click theapp Iauncherﬁ for quick access to all
services, includingall the Office Online apps:

Calendar People Yammer
e r ,Schedole neetings Get contact Connect with
and appointments. information. co-workers.

Outlook OneDrive for Business
Read and Store your business
send email. documents.

Sites

Access

team sites.

Office Online
Create and collaborate on
documents from your browser.



https://login.microsoftonline.com/
http://go.microsoft.com/fwlink/p/?LinkId=396654
http://go.microsoft.com/fwlink/p/?LinkId=524315
http://go.microsoft.com/fwlink/p/?LinkId=396655
http://go.microsoft.com/fwlink/p/?LinkId=525632

Install Office 2013 desktop apps What’' s new on the Word

If Office is not already on your computer, you can install it from Office 365.
Word 2013 desktop includes a new Design tab that lets you quickly set the themes and

1. Signinto Office 365, and then choose Install now . styles of your documents.

| ; B E < ¢ = Document] - Waord
stall Office on your PC nstall apps on
Install Office on your PC — PCpp HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW  VIEW
g ug ng ai ug @ Aa Title TITLE Title Title TITLE Title Title n A
e Ml W BT m o =Dom -
. w10 oot e st . Oumgeionginge Install apps on Themes SoTIATT  Domim E=Es = : == SEImnILIT mrmm - Colors Fonts
your device

Document Formatting

Collaborate with Office Online

Add media to your documents by inserting videos and pictures that you find

Use Office Online online from sources such asYouTube, Bing, Flickr, and Office.com Clip Art.
Create and edit T H o o
J s dvent ks_sales status July2007-June2008 Alicja Kows
documents from FAVENTUreWworks_sales Status . uy urn ICJE OwW
HOME INSERT DESIGN PAGE LAYOQUT REFEREMCES MAILINGS REVIEW VIEW

your browser.

B Cover Page~ D ,__||:| @} T5 smartArt 8 store W E’é &, Hyperlink
= =22

[ Blank Page - : Il Chart S ; |* Bookmark
L Table  Pictures] Online Bhapes 3> My Apps Wikipedia | Online
'— Page Break - Pictures| - @+ creenshot - ! Video Elj Cross-reference
2. ChooseRun, and then follow the rest of the installation instructions. Pages Tables llustrations Apps Media Links
i e il B Pt 9 bt T - Pl et M-l e VY, ] s P s g Bt ™ x
R bt ||| Coml .
Insert Video

E Bing Video Search
Search the web

For more information, see Install Office using Office 365 for business
(http :// go.microsoft.com/fwlink/p/?Linkld=272460 ).

[Ej YouTube

The largest worldwide video-sharing community!

Paste the embed code to insert a video from a web
site

Q From a Video Embed Code
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Things you might be looking for in Word 2013

Use the list below to find some of the more commonly used tools and commands in Word 2013.

Task

Open, save,print,
preview, protect, send, or
convert files

In Word 2010

Choosethe File button
and click the option.

Mld9-Ui-

.ﬂu Home

In Word 2013

Choose theFile tab
and then the option.

FILE

Choos W93+ Documentl - Microsoft Word Choose Home [ I =] = adventureworks_sales status_July2007-June2008 Alicja Kowalska - Word
. . Insert  Pagelayout  References  Mailings  Review  View
Change line spacing, Home M % ooty SECTEST —— e e A and then Font, i INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW
. | B % % | @ =. aBbCcDc | AaBbCcDe Aa (. ut . LAt s - T LT ND, = s=
apply formatting and and e h e A Af 2@ lw & || &1 nmm... wanar - e | Paragraph , or D) & copy Cabi e[ AW Aae ke in it e=aE BT aoppeene aasbcde AaBBC
Ciobeartir ) E s 5 Paste B I U-sex, ¥ A-F-A-=E=== 1=- -+ | TNormal  TNoSpac.. Heading
styles to text = S 5 Fomat ainter
y Font, Styles groups. i = i i e

Paragraph , or Styles groups.

ChOOSG Insert and WH9- 0= Documentl - Micrasoft Word ChOOSG Insert and El %] = adventureworks_sales status_July2007-June2008 Alicja Kowalska - Word 7 =B
|ntS)|eI’t blank pages, then Pages, Tables, DCWPEH:M dagmw Rés,nm MaugH Tw;w V;Hmw then Pages, Tables, HOME |[INSERT] DESIGN  PAGELAYOUT ~ REFERENCES ~ MAILINGS  REVIEW  VIEW
tables, pictures, . . . = . vt | B Footer : : 15 [ Header~ o

P HuStrations ,LinKS, | 2o ™ = g owe B o armenee:| | lllUstrations , Links, L [ag & 3 Lo|8] D oo ]2
hyperllnkS, headerS and Pags Table  Pictures Online Shaps Apps  Online |Links| Comment Text  Symbols
and Header and Header & Footer - Pictures - @7 7 Video Lo [ PogeNumber = -~ -

footers, or page numbers

Tables IIIustrationsI Media Comments
& Footer groups. groups.
QU|Ck|y Change the IOOk Choose Page LayOUt Choose DeSIgn and El %= = adventureworks_sales status_July2007-June2008 Alicja Kowalska - Word ? 0

of your document,

then Themes,

HOME REFERENCES  MAILINGS  REVIEW  VIEW

then Document INSERT PAGE LAYOUT

change the page I TcAd R e : H . Nk

Or Pa e Home  Insert szaiemes Mailings Review  View Formattln and e TITLE graph op: 9 &
background color, add a J D[] B [F] B e e 2 Themes B | Hmes S Colors Fonts B Erects” WQM pagj; Q
border to the page, or BaCkg round e i D\reT(Et}ftun MAGINS o e e 5»"&:5 D) Page Borders | =50 IR Page BaCkg rou nd - T e i - &) Set as Default - Color~ Borders

[eme] Page Setup u | Genko [Fage ] Paragrauh Iﬁ
add a Watermark groups groups Document Formattin Page Background
Set margins, add page ChoosePage Layout : 72
breaks Create neWSIetteF i S — Choose Page LayOUt m H ] adventureworks_sales status_July2007-June2008 Alicja Kowalska - Word ?7 B - O X
) T HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIEW

and then File Home  Insert References  Mailings  Review  View
Style COIumnSv Change P S t 1A [ Orientation = ’é' [ Watermark = ngent Spacing and then Page Setup @ [rj[]rlantatmn' ’,—| Breaks - Indent Spacing Bring Forward |: -
page Orlentatlon or age e up Hlll Q o size - 3. i Page Color - | £E 07 BE=IT d P h [0 Size - HLine Numbers = 3= 0" SiZlopt : N Send Backward
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Things you might be looking for in Word@013(continued)

Use the list below to find some of the more commonly used tools and commands in Word 2013.

In Word 2010

In Word 2013

Click References Choose :
Haome Insert Page Layout = adventureworks_sales status_July2007-June2008 Alicja Kowalska - Word T EH - O X
and then N _ § References > HOME  INSERT  DESIGN  PAGE LAYOUT MAILNGS — REVIEW  VIEW
Create a table of Table of Contents S AgaText © Gy Insert Enanote Table of E) BT () BMenageSources a1 e e
contents, or insert 2 Update Table A Next Footnote - 3l Updste Table - =Y Hsye =
! or Footnotes Table of Insert Contents Table of e Insert Insert E,B Insert Mark Mark
footnotes and endnotes Contents = Footnote E{ Show Motes Ci Contents ~ Footnote Citation - = [y Bibliography ~ Caption "2 Entry Citation
groups. Iml Fontnates = or Footnotes 5 Citations & Bibliography Captions Index  Table of Authaorities A
groups.
C“Ck Mailings and ge Layout PElereiEs = adventureworks_sales status_July2007-June2008 Alicja Kowalska - Word
ChooseMailings > HOME  INSERT DESIGN  PAGELAYOUT  REFERENCES REVIEW  VIEW

Do a mail merge

then Start Mail Merge =
group.

Start Mail
ke

Start Mail Merge

Select
rge * |Recipients ~ Recipient List

.J;_I
Edit Hig
herg

Start Mail Merge
group.

=] Envelopes
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Check for Err
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Write & Insert Fields

Preview

Edit Recipient List Results
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Preview Results
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Creating and savinglocuments

Whether you start from your Word 2013 desktop app or Office 365 for business, you
can create documents and then store them in your OneDrive for Businessor
SharePoint document library.

Save toyour SharePointdocument library

adventureworks_sa

SharePoint sites include a document
library by default. You can save Save As

& OneDrive@ adventureworks

documents here and anyone with

Create adocument USing Word 2013 access to that site can view and

work together on documents.

E@> adventureworks Team Site

& OneDrive

Word 2013 provides templates B2 conpur

you can use to createdocuments New _; o

or you can start with a blank »

document. You can also learn e

more from the Word 2013 Quick @ —

StariGuide | Take a — Create adocument from Office 365

(http:// go.microsoft.com/fwlink/p tour EEEEEE

/?Linkld=272051). e oo You donthenwedd 2013 desktop app to creat
got OneDrive for Business or a SharePoint document library on a team site, you can
create a document from there. Word Online lets you do basic tasks and

i ; automatically saves the document to that location.
Save to OneDrive for Business . :
v e g M Koo OneDrive for Business is your M Office 365 | Sites 1. Choose the app launcher E and
- then choose OneDrive or Sites.
Save As online file storage location . o mraow S

& OneDrive @ adventureworks

& Aligia Kowalska's OneDrive HT A reste 5 new file X
N Documents saved here are = S —
B svenscronsromsic : private until you share them D '

o SRR Z | With others. Plus, you can - 9 g 3. Choose Word document .

D compuer ) ot ot pops o open and edit them from — ) & || Youcanalso create Excel

e radspice almost anywhere. e - & ool [ workbooks, PowerPoint
o @ v O [ presentations, and more.

N
B,
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Opening and deletingdocuments

You' I | not i
first start Word 2013. You can choose
from a blank document, a list of
available templates, yourRecent
documents with their locations, or Open
Other Documents to get to your

OneDrive for Business anda team site

ce a

document libraries.

f ew

Word

Recent

adventureworks_sales status_July2007-.
hitps://contoso365-my:spoppe: sonal

adventureworks website ideas_alicja.d..
Desktop

Team morale event stories_alicja_140.
Desktop

adventureworks offsite proposals_AK..
Documents

My personal goals_Alicja Kowalska.do...
Desktop

adventureworks_team objectives.docx
Desktop

(@ Open Other Documents

Open a document from Word 2013

Choose the location of your document, and then open it.

OneDrive for Business SharePoint
Use this location to get

to your online storage .

Open your document from
a SharePoint team site.

Title

Heading

Blank document lon design (blanl

XXX

Recent Documents

Get quick access to documents
in their default locations.

Open

@ Recent Documents

® adventurewarks Team Site h

& Alicja Kowalska's OneDrive .

—| Documents

. 6 OneDrive @ adventureworks

_ =] Desktop
E\‘:l Computer

=l Deskiop

m:E adventureworks offsite proposals_AK.docx
mig My personal goals_Alicja Kowalska.doox

m=§ adventureworks_team objectives.docx

L

Word - ogx
Aligja Kowalska
Recent Documents @

E_—E adventureworks_sales status_July2007-June2008_Alicja Kowalska.doc

= hitps://contose865-my.spoppe.com » personal » akowalska_contoso865_ccsctp_net » Do
W:E adventureworks website ideas_alicja.docx

= Deskiop
HzE Team morale event stories_alicja_140202.docx

OneDrive.com

Sign in with a Microsoft
account to access
personal documents.

Open a document from Office 365

Quickly open documents from OneDrive for Business or a SharePointeam site.

Word Online
Choose the
document
name to
automatically
openitin
Word Online.

E*ren

Delete a document from Office 365

Deleting documents from OneDrive for Business and SharePointis just as simple.

1.Select the
document
you want to
delete.

I_.

OneDrive @ adventuraworks

Documents

@ ne

All e

v 0

7 upload gsync o edit
Find a file L

Name

Shared with Everyone
adventureworks_sales presentation
adventureworks_sales status report_Alicja

adventureworks_sales status_July2007-Jur

> adventureworks_team sales goals

View Properties
Edit Properties

View in Browser

Check out

Modified

= March 13

. Gdaysago

. 5daysago

Version History

- 6daysago

‘Workflows

. 6daysago

Download a Copy

Follow

Shared with

Sharing Modified By

E-
2
8

Alicja Kowalska
Aligja Kowalska
Alicja Kowalska
Aliga Kowalska

Alicja Kowalska

= ®

Word 2013

Select a document
and then choose
Edit to open itin
Word 2013.

2.Choose Manage .

3.Choose Delete .



Working offline

Need to work somewhere without an Internet connection? You can syncdocuments
orentirefolderstoyour comput er you go.
changes will automatically sync.

before

Synca library
You can sync the entire library of your OneDrive for Business and SharePoint team site.

Documents

1. Choosethe app Iauncherﬁ,,
and then choose OneDrive or
Sites.

2. Choose Sync.

oo o
L
i
:
-
-

Synca document or folder

Or, you can sync only the documents or

Wh e

f

i

1. Choose the app
Iauncherﬁ ,and L
then choose = S
OneDrive or Sites. N

o ST @ BVt

™

2. Select the
document

i ki

EE E E

iy i

you want to sync.

3. Choose Sync.

q

n

0
y The

How does Sync work?

're back online, your
first time you sync, it takes a little longér to download your documents on your

desktop or other device. You can now work offline without losing your changes.
Anytime you make a change, those changes are automatically uploaded.

After you sync OneDrive for Business or a team SharePoint site, you get an associated
folder on your device Favorites containing the documents that you have synced.

OneDrive @ adventureworks

OneDrive for Business

Documents Lists the documents in
@new 7 upload 2 sync your OneDrive for
Al e |Findafie p Business library.

v O Mame Modified Sharing Modified By

Shared with Everyone . March13 2% Aligia Kowalska
adventureworks_sales presentation . ddaysago 2% Alicja Kowalska
P Iys ag )
adventureworks_sales status report_Aligia Kowalska . 6Gdaysago &% Aliga Kowalska
iy adventureworks_sales status_uly2007-June2008_Alicja Kowalska «  March 19 a Aliga Kowalska
WI:|
r g__"l advntLUwc[_lf_téam iules eals WO Tr k | n g [ des an F] Aliga Kowalska
. Your device

4°.7 Favorites Hame

B Desktop
J Downloads

Shows the location
containing copies of
the documents you

#. Shared with Everyone
@ adventureworks_sales presentation

=] Recent places % adventureworks_sales status report_Alicja.,

Onelrive for Business

SharePoint
&

adventureworks_sales status_July2007-Ju...

adventureworks_team sales goals

synced from your
OneDrive for Business
library.



Working with others

Share documents

Wherever your document i s

stored, it

part of or outside of your organization. When you share, the people who need to
review or edit get an email with a link to the document. With just a quick click, you
and your reviewers can open it from nearly anywhere and on practically any device.

1. Select your

2.Choose Share. 3Enter your revi
document. name or email address.
neDrive @ adventureworks
Documents
Tnew Tupload @sync « edit # manage 4.Choose
[ Find a file J-] Share.
Share ‘adventureworks_sales status report_Alicja Kowalska'
O Mame @ Open to smyone with.a guest ik
Shared with Everyone e people an edit [¥]
[ ] Q¥ adventureworks_sales presentation ﬂ|ar‘e1wuh - e e
v adventureworks_sales status report_licja Kowalska
-

s e aswh ettoh esrh atrhee

e We

Word Online

yi ' t Dass adovorker hadb leave $Vord on their computer? Or do they use a Mac?No
problem! With Word Online, you can do basic co-edits in the same document at
the same time. You can see who is editing and what changes they have made.

No Save button?
Don"t worry,
automatically saves your
document while you work.

Need more options?

Wo Open in Word 2013 to
access all of the features
of Word.

Share

Work on the same
document with others
simultaneously.

adventureworks_sales status report_Alicja Kowalska Alicja Kowalska 2
FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Tell me what you want to do OPEN IN WORD BGoeﬂ Contributor is also editing ~
ABC € D p—
Speliing New Previous Next | Show
- Comment Comments
Spel Comments -~
A Comments X
(®) New Comment
Alicja Kowalska A
Do we want to display our name (i red?
p—) Guest
Sales Status Report 2014 Qll 1 can add the art department’s figlires after |
V  get them from Quinn.
Carmen
< > v
[ [ABOUTEWORDS  ENGUSH (US) SAVED REPORY AN ISSUE Wil P IMPROVE OFFICE
Changes Whods editing?

See comments
and changes from
all reviewers.

See the names of
others editing if they
have signed in.



Working from mobile devices

Whether you use a Windows Phone,
Android device, iPhone, tablet, or iPad,
you can view and edit Word documents
stored on a SharePoint site or OneDrive
for Business.

All you need is the Office Mobile app to
get to your documents. Now you can
view and make last minute changesto a |, ot

document right on your phone or -

tablet.

Emai Attachments

SharePoint

Set up your device

For mo ballabeutthe apps and adding the work or school account you use for
Office 365 for business to your device. Find and install the right app for your device from
yourd evi c e’ s Fargtepbgdtep instructions, see:

A Set up a mobile device using Office 365 for business
(http://go.microsoft.com/fwlink/p/?Linkld=396709 )

A Set up Office 365 for business on your:
A Windows Phone (http://go.microsoft.com/fwlink/p/?Linkld=396654 )
A iPhone (http://go.microsoft.com/fwlink/p/?Linkld=396655 )
A iPad (http ://go.microsoft.com/fwlink/p/? Linkld=524315)
A Android phone and tablet (http:/go.microsoft.com/fwlink/p/?Linkld=525632 )

Need more info?

A Check out the Office 365 for business learning center
(http://go.microsoft.com/fwlink/p/?Linkld=392570 )for additional quick start
guides and how-to videos.

A Find more tips for switching to Office 365
(http:// go.microsoft.com/fwlink/p /?Linkld=398049).
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