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How to edit basic Word documentsfor beginners

How to edit basic Word documents for beginners. Y ou are beginning to use Word and do not know how to
perform text editing in accordance with standards and science. Today's article, | will share to you How to write
W documents

Y ou are beginning to use Word and do not know how to perform text editing in accordance with standards and
science. Today's article, | will share to you How to draft basic Word documents for beginners, please follow

along.
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Stepsto perform basic Word document editing

Step 1: Set up Vietnamese percussion using Unikey as the control panel below.
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Step 2: Open Microsoft Word and adjust the measurement unit of the text because the default is inches, you will
have to convert it to centimeters (cm).

In thisarticle | will use Word Office 2016.

- Click on File=>Word Options => Advance.

General [ Show crop marks 2
Display [ Show field codes instead of their values
Praofing Field shading: |When selected|~
[ Use draft font in Draft and Qutline views
seve Courier Mew
Language =
fcianced [] Use fonts that are stored on the printer
Customize Ribbon Font Substitution...
Quick Access Toolbar 1 and all headings when opening a document C
Add-Ins Display
Trust Center
Show this number of Recent Documents: 25 =
| Quickly access this number of Recent Documents: |4
Show this number of unpinned Recent Folders: 20 =
Show measurements in units of: Centimeters| v
Style area pane width in Draft and Qutline views|
[ show pixels for HTML features
Show shorteut keys in ScreenTips
Show horizental scroll bar
Show wertical scroll bar
Show vertical ruler in Print Layout view
[ Optimize character positioning for layout rather than readability
[ Disable hardware graphics acceleration
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Use subpixel positioning to smooth fonts on screen
v
oK ‘r Cancel

- Set custom text alignment, go to Layout => Page Setup , after the Page Setup dialog box appears enter the
following parameters again: Top (above): 2; Bottom (bottom): 2; L eft (Ieft): 3; Right (right): 2.

Measuring unit: cm.
In the Orientation (paper orientation) you choose one of two paper directions used for your text.

1. Portrait : Text is presented verticaly.
2. Landscape: Text is presented horizontally.

Then click OK to complete the operation.
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Margins Paper Layout

Margins
Top: 2 I-il Eottom:
Left: | Right: 2 H
Guttern 1.'!cm—g| Gutter position: [ Left _

Orientation

Portrait Landscape

Pages

Multiple pages: Marmal

Preview

Apply to: iWhnIe document |Z|

H

Set As Default
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Step 3 : Select A4 size paper for Word.

Method 1 : In Layout => Size, select A4 paper size.
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= & = bt Hyphenation = - |t=After |Dpt
Letter IF] Paragraph
L 2199 cmx27™em | 5 1 - & B IR U R JCHN BR[|
D Legal
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Method 2 :
- In Layout section of the toolbar, click the icon in the Page Setup section .
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Page Setup Paragraph F] e
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- Page Setup dialog box appears in the Paper section , then to Paper size change the paper size to A4, adjust
Width (horizontal), Height (vertical) as you want and then click OK to finish the operation.
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Margins  Paper Layout
Paper size:

1 1

R

Width: |21 em el

Height: [297cm |2 ‘
Paper source

First page: Other pages:

Drefault tray (Multi-purpose Tray) Default tray (Multi-purpose Tray)

Multi-purpose Tray Multi-purpose Tray
Preview
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Apply to: | Whaole document v | Print Cptions...
Set As Default . . Cancel

Step 4: Set the font for text.
Go to Home, select the font style and font s
Typeface: Times new Roman.

Font size: 13 or 14 (cm units).

i Cut

E -._. CDI:“:
Paste

-

¥ Format Painter
Clipboard

[F]
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Step 5: Indent lines for text.

- Go to Home => Paragraph => Indents and Spacing set parameters as shown.
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Indents and 5pacing  Line and Page Breaks

General

T 1
Alignment: | Justified |

Dutline level: iBﬂdyText !v Collapsed by default

Indentation

Left: Ocm i::-;' Special: By:
Right: 0 cm E‘ |[m:|r1e] FI | t:_:

|:| Mirror indents

Spacing

Ta]

Eefore: Opt = Line spacina \H

J

After: opt | 1.5 lines &

|:| Don't add space between paragraphs of the same style

*

Preview

Satipla Tes Samiple Teos Sample Tee Sample Ted Satiple Teoo Sariple Ted Semple Tes Sample Ted
Sarripla Teee! Sanple Ted Sanple T Sample Ted Sample Tee Sample Tt Saviple Tet Sample Tes
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| Tabs.. | | Set As Default | [ ok || canca |

- Or after typing the text, highlight the whole text ( Ctrl + A ), click the line spacing icon as shown below, then
select 1.5 (cm).
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Step 6 : Save the Savetext .
Method 1: Click the Saveicon in the left corner of Word.

Method 2: Go to File => Save (or press Ctrl + S ssimultaneously).

Info
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Protect Document

Control what types of changes people can make to this document.

Protect
Document ~
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Method 3:

- Goto File=> Save as, select the folder you want to save File.
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- Then name the file and click Save to save the text again, learn how to save text in detail.

El Save As *
T « content marketing > 2019-01-13 » thuthuatphanmem.vn v & Search thuthuatphanmemwn 0
Organize « Mew folder e
2018-12- ~ MName Date modified Type Size
Zlealls 2019-01-14_HuongNT_Cach soanthdo v, 16-Jan-1212:03 PM  File folder
2019-01- 2019-01-14_HuongNT_Huéng din céch..  16-Jan-1910:02 AWM File folder
2019-01- 2] 2019-01-14 HuongNT Céch soan thdo v..  15-Jan-199:42 AM  Microsoft Word D... 589 KB
2019-01- @ 2019-01-14 HuongMT Hudng dén cach... 16-Jan-1810:09 AM  Microsoft Word D... 422 KB
2019-01-
2019-01-
2019-01-
2019-01-
21901 ThuThuatPhanMem.vn
2019-01-
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Save as type: ;Word Document (’:ducx] v|
Authors:  John Tags: Addatag Title: Add a title
[[]Seve Thumbnail
» Hide Folders Tools = Cancel

- Results after saving the text.
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Step 7: How to print in Word.

- Go to File => Print, select the amount of text you want to print in the Copy section, select the printer name,
learn more How to print in Word and How to align correctly in Word to print beautifully in Word.
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Thank you for taking the time to follow the article How to draft basic Word documents for beginners and do not
forget to leave a comment below to contribute ideas for a more complete article.

Y ou finished reading the article "How to edit basic Word documentsfor beginners' edited by the TipsM ake
team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.
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