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Seven tips for a simpler way to work

Know where to tap

To help you begin, let's get to know the buttons at the top.




Document

Ribbon Find/Replace Share

File Menu Mobile View/Print View Undo

This tour introduces you to most of the buttons. They might be slightly different on your
version of Android. Note that new features are constantly being released. Make sure that

you have all of the latest updates in order to have all available features.

Easier reading on your phone

Switching to Mobile View makes it easier to read and edit on small screens.

Try it:

| gl |
1. Tap Mobile View. Hxiikd

2. Notice that the layout flows to fit your phone's screen.

Document

v O E &

Take Notes Ta ke N Otes

e To take notes, just tap here
and start typing.

e Or, easliy create a digital
notebook for all of your notes
that is automatically synced
across your devices using the
free OneNote app.

To learn more and get
OneNote, visit

www.onenote.com.

a r

Bear in mind that if you want to switch back, you can just tap Print Layout.



Save your way

Don't worry — we've got your back. Your document is automatically saved while you work so

you don't have to. If you ever want to turn Auto-save off, it's easy.

How it works:

1. Go to the File menu. E

2. Pick Save and turn Auto-save off.

My new document title

OneDrive

Auto-save
Off

Turn on Auto-save, and we'll save your changes
automatically.

You can always go back to the File Menu for more document actions such as Print and

Share.

Add shapes

Insert a shape and add a colour and text.

Try it:

1. Tap the pencil to open the command ribbon.




2. Tap Insert > Shapes and add a circle.

Fal

Insert <

@ Table
[ad Pictures

I__O Shapes

™TAT Text Bo

o

3. Let's change its colour. Tap the circle, tap on the pencil, then select Shape > Fill and

select a different colour.

Shape T

L—O Insert

. Shape Styles

'
.

&y )

< Fill v

Theme Colours




4. For more options, tap Shape Styles and pick a look that you like.

< Shape Styles v

Recent Styles

Theme Styles

Work together

With your document stored online, your group can work on it together at the same time.
How it works:

1. Save your document in an online location, such as OneDrive.

2. Tap Share.

3. Invite people, or send a link so that they can edit with you.

Share

How would you like to share?

(@y Share as link p ‘

[ﬂj Share as attachment b ‘




Smart Lookup

Smart Lookup brings research from Bing directly into Word.
Try it:

1. Select the word "Hippos" in the following sentence: Hippos live in swamps.

Document

b P E & 9

Hippos live in swamp

2(0 E fﬁ} v Select All | Smart Look-up

2. Tap Smart Lookup and see information about hippos!

Smart Lookup X

Explore Define

Hippopotamus
The common hippopotamus, or hippo, is a large, mostly
herbivorous mammal in sub-Saharan Africa, and one of

only two extant species in the family Hippopotamidae

Source: Wikipedia CC-by-SA — https://en.wikipedia.org

3. To come out of the Smart Lookup pane, tap the x at the top of the pane.

Smart Lookup

Explore Define

— — "

——
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https://en.wikipedia.org/

Comments

Commenting on a document is a great way to quickly add your feedback.

Try it:

1. Tap somewhere in this paragraph, then open the ribbon.

2. Choose Review > New Comment and type something.

Review O " Ei E\; >~S -L,’:j X

I Kat Larson

A few seconds ago

+| New Comment

Are we covering the common hippo or Pygmy
hippo in this paper?

3. You'll notice that your comment includes a Reply button. ¥

Use it to respond to a comment.

Hint: When you've given your feedback, get the comment out of your way without losing it

by tapping Done.

Have more guestions about Word?

Get help with Word for Android. @


https://support.office.com/en-GB/article/Word-for-Android-Tablets-Help-8a0dcd56-fb32-4e0d-95d8-997c066125c8
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