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MS Word 
 

Get Started 
 

Create a document 

Save a document to One Drive 

Design and Edit 

 

Collaborate 
 

Share and co-edit a document 

Insert or delete a comment 

Track changes in Word 

Accept tracked changes 

 

Format Text 
 

Add and format text 

Create a bulleted or numbered list 

Change the line spacing in Word 

Apply styles 

Apply themes 

 

Layout Pages 
 

Change margins 

Create newsletter columns 

Change page orientation to landscape or portrait 

Add a border to a page 

Insert a header or footer 

Insert page numbers 

https://support.microsoft.com/en-us/office/create-a-document-in-word-aafc163a-3a06-45a9-b451-cb7250dcbaa1
https://support.microsoft.com/en-us/office/save-your-document-to-onedrive-in-word-d7c23ed3-a80a-4ff4-ade5-91211a7614f3
https://support.microsoft.com/en-us/office/design-and-edit-in-word-bc819ecd-9887-4a15-8eda-d90cbc58f8fb
https://support.microsoft.com/en-us/office/collaborate-in-word-b3d7f2af-c6e9-46e7-96a7-dabda4423dd7
https://support.microsoft.com/en-us/office/insert-or-delete-a-comment-8d3f868a-867e-4df2-8c68-bf96671641e2?wt.mc_id=fsn_word_share_and_coauthor
https://support.microsoft.com/en-us/office/track-changes-in-word-197ba630-0f5f-4a8e-9a77-3712475e806a?wt.mc_id=fsn_word_share_and_coauthor
https://support.microsoft.com/en-us/office/accept-tracked-changes-4838d24c-d5d1-4c6c-8e39-78b44bd2b4cc?wt.mc_id=fsn_word_share_and_coauthor
https://support.microsoft.com/en-us/office/add-and-format-text-2e76a31b-a6d6-4b4e-95c2-fb780e3ac8d3?wt.mc_id=fsn_word_format_text
https://support.microsoft.com/en-us/office/create-a-bulleted-or-numbered-list-9ff81241-58a8-4d88-8d8c-acab3006a23e?wt.mc_id=fsn_word_format_text
https://support.microsoft.com/en-us/office/change-the-line-spacing-in-word-1970e24a-441c-473d-918f-c6805237fbf4
https://support.microsoft.com/en-us/office/apply-styles-f8b96097-4d25-4fac-8200-6139c8093109?wt.mc_id=fsn_word_format_text
https://support.microsoft.com/en-us/office/apply-themes-55922445-1629-4a9f-ae63-1e2c1f295fdf?wt.mc_id=fsn_word_format_text
https://support.microsoft.com/en-us/office/change-margins-da21a474-99d8-4e54-b12d-a8a14ea7ce02?wt.mc_id=fsn_word_lay_out_pages
https://support.microsoft.com/en-us/office/create-newsletter-columns-3a00e688-253d-456e-9481-661fdd5b724b?wt.mc_id=fsn_word_lay_out_pages
https://support.microsoft.com/en-us/office/change-page-orientation-to-landscape-or-portrait-9b5ac1af-9998-4a37-962b-a82b689572a9?wt.mc_id=fsn_word_lay_out_pages
https://support.microsoft.com/en-us/office/add-a-border-to-a-page-82c2078a-af86-4f5a-ae2a-517164ba5801?wt.mc_id=fsn_word_lay_out_pages
https://support.microsoft.com/en-us/office/insert-a-header-or-footer-b87ee4df-abc1-41f8-995b-b39f6d99c7ed?wt.mc_id=fsn_word_lay_out_pages
https://support.microsoft.com/en-us/office/insert-page-numbers-9f366518-0500-4b45-903d-987d3827c007?wt.mc_id=fsn_word_lay_out_pages
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Insert a page break 

Create a table of contents 

 

 

Insert Tables, Pictures and Watermarks 
 

Insert a table 

Insert pictures 

Insert icons 

Insert WordArt 

Add a watermark 

Show or hide the ruler 

Rotate a picture or shape 

Wrap text around a picture 

 

Save and Print 
 

Save a document 

Convert or save to PDF 

Edit a PDF 

Print your document 

Print an envelope 

Create and print labels 

Print mailing labels 

 

Mail Merge 
 

Mail Merge 

 

https://support.microsoft.com/en-us/office/insert-a-page-break-7613ff46-96e5-4e46-9491-40d7d410a043?wt.mc_id=fsn_word_lay_out_pages
https://support.microsoft.com/en-us/office/insert-a-table-of-contents-882e8564-0edb-435e-84b5-1d8552ccf0c0?wt.mc_id=fsn_word_lay_out_pages
https://support.microsoft.com/en-us/office/insert-a-table-a138f745-73ef-4879-b99a-2f3d38be612a?wt.mc_id=fsn_word_pictures_and_tables
https://support.microsoft.com/en-us/office/insert-pictures-3c51edf4-22e1-460a-b372-9329a8724344?wt.mc_id=fsn_word_pictures_and_tables
https://support.microsoft.com/en-us/office/insert-icons-4c8c86aa-a844-4edb-aee0-02b7387fc99d?wt.mc_id=fsn_word_pictures_and_tables
https://support.microsoft.com/en-us/office/insert-wordart-1c2ddb98-a711-487e-b4e0-c30f1d002b26?wt.mc_id=fsn_word_pictures_and_tables
https://support.microsoft.com/en-us/office/insert-a-watermark-f90f26a5-2101-4a75-bbfe-f27ef05002de?wt.mc_id=fsn_word_pictures_and_tables
https://support.microsoft.com/en-us/office/show-the-ruler-dc8a4e0d-209f-43b8-b967-8e65da24d4c7?wt.mc_id=fsn_word_pictures_and_tables
https://support.microsoft.com/en-us/office/rotate-a-picture-or-shape-1a47bea9-473d-4ef7-aa2a-3697991558d4?wt.mc_id=fsn_word_pictures_and_tables
https://support.microsoft.com/en-us/office/wrap-text-around-a-picture-in-word-bdbbe1fe-c089-4b5c-b85c-43997da64a12?wt.mc_id=fsn_word_pictures_and_tables
https://support.microsoft.com/en-us/office/save-a-document-b7f55d8c-d714-4892-8fde-853a82419027?wt.mc_id=fsn_word_save_and_print
https://support.microsoft.com/en-us/office/7d88593b-d509-4225-a05a-076723a40beb?wt.mc_id=fsn_word_save_and_print
https://support.microsoft.com/en-us/office/edit-a-pdf-b2d1d729-6b79-499a-bcdb-233379c2f63a?wt.mc_id=fsn_word_save_and_print
https://support.microsoft.com/en-us/office/cebc3705-c949-42f6-8ed9-534943e1ab5c?wt.mc_id=fsn_word_save_and_print
https://support.microsoft.com/en-us/office/print-an-envelope-b426d3dd-ab7e-40af-91b5-85158b08ad37?wt.mc_id=fsn_word_save_and_print
https://support.microsoft.com/en-us/office/create-and-print-labels-82086c07-2afa-4982-9d7d-9c9141d5035b?wt.mc_id=fsn_word_save_and_print
https://support.microsoft.com/en-us/office/print-labels-for-your-mailing-list-276a2cd1-74d2-43d0-ab5a-b90460358ad5?wt.mc_id=fsn_word_save_and_print
https://support.microsoft.com/en-us/office/use-mail-merge-for-bulk-email-letters-labels-and-envelopes-f488ed5b-b849-4c11-9cff-932c49474705?redirectSourcePath=%252fen-us%252foffice%252fc14950eb-fd73-4386-9bba-6482295fb1e6&ui=en-US&rs=en-US&ad=US

