Microsoft Word:  Did you know?
· How to take a screenshot or screen clipping
1. Click the document that you want to add the screenshot to.
2. On the Insert tab, in the Illustrations group, click Screenshot.
[image: Office 14 Ribbon]
3. Do one of the following:
· To add the whole window, click the thumbnail in the Available Windows gallery.
· To add part of the window, click Screen Clipping, and when the pointer becomes a cross, press and hold the left mouse button to select the area of your screen that you want to capture.
4. If you have multiple windows open, click the window you want to clip from before clicking Screen Clipping. 
· [bookmark: _GoBack]How to save a file as a PDF
1. Click the File tab.
2. Click Save As. 
3. In the File Name box, enter a name for the file.
4. In the Save as type list, click PDF (*.pdf) or XPS Document (*.xps).
· If you want the file to open in the selected format after saving, select the Open file after publishing check box.
5. Click Save.
· Add WordArt
1. On the Insert tab, in the Text group, click WordArt, and then click the WordArt style that you want.
[image: The Insert tab in Excel, with the insert WordArt button highlighted.]
2. Enter your text.

· How to set your default save location
1. Click the File tab, and then click Options.
2. Click Save.
3. Under Save documents, next to the Default file location box, click Browse.
4. Browse to the new default working folder, and then click OK.
· How to change paragraph spacing default
1. [image: Office 14 Ribbon]On the Home tab, in the Styles group, click Change Styles. 

2. Point to Paragraph Spacing and choose No Paragraph Space.
3. In the Styles group, click Change Styles, and then click Set as Default.
· Make a picture transparent
1. To make a graphic background transparent, select the graphic to open Picture Tools.  
2. In the Adjust section of the Ribbon, click the arrow under Color and select Set Transparent Color.
3. Then, click on the background of the picture.

· Add Quick Access Icons
1. Click the arrow in the upper-left corner.
[image: Quick Access Toolbar in upper-left corner (default location)]
2. Click the items to add them to the Quick Access Toolbar. (For example, New, Print Preview, Spelling & Grammar)
· Get help
1. Click the Help [image: Button image] button, usually located in the upper-right corner of the screen.
2. Press F1 on the keyboard.
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