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Details Previous Wersions

Security
ores Carosioty
ﬂ Word

Target type: Application

Target location: Office16

Target: |.Microsoﬂ omce\root\omce1B\W|Nw0FaDB<E"|
Start in: | |

| Shorteut key: |Cir|+Nt+N ||
Run: | Normal window ~|
Comment: |Create beautiful documents, easily work with o‘thal
Open File Location | | Change lcon... | | Advanced.. |
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Word Options

F General options for working with Word.
Display
Proofing User Interface options

Save When using multiple displays:
* Optimize for best appearance

Language

Accessibility @ Optimize for compatibility (application restart required)
* Show Mini Toolbar on selection

Advanced ~ Enable Live Preview

Customize Ribbon ~ Update document content while dragging
B Collapse the ribbon automatically

B Collapse the Microsoft Search box by default

Add-ins Rl (ORIl Show feature descriptions in ScreenTips -

Trust Center

Quick Access Toolbar

Personalize your copy of Microsoft Office

User name: T
Initials: _
B Always use these values regardless of sign in to Office.
Office Background:

Office Theme: Dark Gray B Never change the document page color
Colorful

Privacy Settings

Black
Privacy Settings. White

Use system setting

LinkedIn Features

Use LinkedIn features in Office to stay connected with your professional network and keep up to date in your

industry.
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Word Options

Accessibility

‘Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Mumeral:

Month names: -

Hin

M Expand all headings when opening a document

Display
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Word Options

General Numeral:
Display Manth names:
Proofing ac
Save
Language
Accessibility

Customize Ribbon

layout ~ References  Mailings  Review E Help

Quick Access Toolbar T
Add-ins M Expand all headings when opening a document U—‘ Ruler Q D EOHE Pﬂ?ﬂ
Trust Center Display q]] — . &
o ; ] Giidines o Multpe Pages
Show this number of Recent Documen (s IMMELSHve oo
Show this number of Recent D ts [0 ] Reader toSide | ] Navigation Pane T page Wicth

B Quickly access this number of Recent Documents: 4

Show this number of unpinned Recent Folders: m
Show measurements in units of: Centimeters
width in Draf ine views

enti

M Show pixels for HTML features Ce

Immersive Page Movement Show Zoom

imeters
Millimet:

~ Show shortcut keys in ScreenTips I_ [meters
Paints

Picas




Accessibility
Advanced

‘Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center

)9

Customize how documents are saved.

Save documents

¥ AutoSave files stored in the Cloud by default in Word

‘Word Document (*.docx) &
v Save AutoRecover information every minutes

~ Keep the last AutoRecovered version if | close without saving

C\Users\m.sharafalipour\AppData\Roaming\MicrosoftWord\ M

M Don't show the Backstage when opening or saving files with keyboard shortcuts

Save files in this format:

AutoRecover file location:

¥ Show additional places for saving, even if sign-in may be required.
M Save to Computer by default

Default local file location: C:\Users\m.sharafalipour\Do cuments',

Default personal templates location:

Offline editing options for document management server files

Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the Office
Document Cache.

Learn

LR TR T T A CUserstm.sharafalipoun\Documents\SharePoint Drafts\
Preserve fidelity when sharing this document: } Document1 -

M Embed fonts in the file
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Sz B Use draft font in Draft and Outline views
Display
Proafing
s Document view:

® Right-to-left
A * |eft-to-right
ol e
Advanced M Expand all headings when opening a document
Custamize Ribbon play

. .
Quick Access Toolsar [N aidy Qo U o S C8aC
& —

Add-ins M Quickly access this number of Recent Documents: 4

Trust Center Show this number of unpinned Recent Folders: [N

Show measurements in units of Centimeters +

Style area pane width in Draft and Outline views:
M Show pixels for HTML features

“ Show shortcut keys in ScreenTips
’' Show harizontal scroll bar
“ Show vertical scroll bar
M Left scroll bar
Shaw vertical ruler in Print Layout view
M Show right ruler in Print Layout view
M Optimize character positioning for layout rather than readability
' Update document content while dragging
< Use subpixel positioning to smoath fonts on screen

~ Show pop-up buttons for adding rows and columns in tables




w9 (0d8 o)) wdgh ks S8 B iy

A

A

Y cigd

Font 7
Font Advanced
Font: Font style: Size:
|~Body Regular 14
al |11 "
Italic 12
Bold e 4
Font style: Size:
|Regu|ar
All text
Font color: Underline style: Underline color
| Automatic . |[none] | Automatic
Effects
I:l Strikethrough |:| Small caps
I:l Double strikethrough Dgll caps
I:l Superscript |:| Hidden
I:l Subscript
Preview
Sample & pad
This is a TrueType font. This font will be used on both printer and screen.
Set As Default | | Text Effects... ok | | Cancel
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Paragraph ? =
Indents and Spacing Line and Page Breaks
General
I Alignment:
Dutline level: Collapsed by default
| pirection: @ Right-to-left O Left-to-right |
Indentation
EBefore text: 0 cm EI Special: By:
After text: 0 cm Iil | [none) | Ii“
|:| Mirrar indents
Spacing
Before: 0 pt Iil Line spacing: At
After: spt |3 Multiple [1os =]

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

Preview

Sl Tt S s Tooe? Sl Tt s e Tt e b Tt S s Tt Sl Tice? Seml Tt S Tt
Samphe Teoe: Sample Teox! Sampls Tac Samelhs T Sempls T Semels Too Samels T Senplbs T Semels T
Sampls Tem Samels T Samels Ten

I Set As Default I

Cancel
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B Modify...
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Find and Replace
4 Share

Find Feplace GoTo

o to what:

Enter page number:
Al

O Find

Page

Section
Line will move forward four items

L Advanced Find.. Bookmark |
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Enter + and - to move relative to the current location, Example: =4

Comment
> Footnote b

— GoTo..

Previous | | Mext | | Close
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Title

TITLE
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watermark() siw clado 35)8 SO 3 cswSe b Jgian o cob JE o

CONFIDENTIAL 1

DONOTCOPY2

Disclaimers

CONFIDENTIAL

DRAFT1 DRAFT2

SAMPLE2

) More Watermarks from Office.com

[ custom Watemar...

Printed Watermark

O Picture watermark

Select Picture...

D

CSRPD AR )

Scale: |Autc| ~| Wiashout
() Text watermark ] CSM M} C)w
Language: |Er‘|g|ish [United States) T
Text: [asap — o g
Font: |calibri v
Size: |Autn
Color: | Automatic ~'| Semitransparent
Layout: % Diagonal | Horizontal
| Appy || OK || Cancel
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Built-1n
=3 2
Avutomatic Table 1
Contents
Hesating 1 EY
Mesding 2 1
Heading ¥ ... — s - - .
Automatic Table 2
Table of Contents
Eenading 1 Y
Meading 2 1
Heading 3. ... — R - - o 3
Manual Table
Table of Contents
1, Ty Ehaplor ks [leued 1]
2 Type chapter tithe {level 2}
a Twpe chagter itk (level 3)
a. Tyme chapter tithe (level 11
Type chapter tithe {level 2)
5. vpe 3)
@ More Tables of Contents from Office.com >
I LCustom Table of Contents... I
E;& Remowve Table of Contents
iE Sawve Selection to Table of Contents Gallery...
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Replace (Ctrl=|

Search for text
change, and re
something else

Find and Replace

Find Replace GoTo

Find what: Iﬁw I

Replace with: I |

D E— qmaa

Maore »»

| Replace | | Replace&lll [ Eind Next | | Cancel |




Heading 2

Find and Replace

Find Replace

GoTo
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Subtitle

le Emphasis

Find what: |*‘*p*’*p

Replace with: | Ap

More > =

Replace | | Reptaceg||| [ Eind next | | Cancel |

Replace (Ctrl+

Search for tex
change, and r
something els
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Columns ? x
Presets
ane Two Three Right

Mumber of columns: |2 El

i

A

- e | i
5

ijetween
i

Width and spacing V|

Col#:  Width: Spacing:

|1 | [1079em |3 127em 3

| 2 | [1o79em & | =) =
Iy | i —

E Equal column width

Right Applyto: | This section Start new column

== More Columns... | OK | | Cancel
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Insert Table...

Draw Table

Conwert Text to Table...
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Excel Spreadsheet
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Quick Tables >
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References

ome Insert Draw Design Layout

i:mh’-vzﬁ
Table

BT

Mailings Review View Help

Insert Table

Table size
Mumber of columns: 5 EI
Mumber of rows: 2 lél

AutoFit behavior
(®) Fixed column width: | Auto =)
O AutoFit to contents
() AutoFit to window

|:| Remember dimensions for new tables

[ ok ] canca
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Home Insert Draw Design Layout Refa Convert Text to Table ? *
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- 1 % A r.. "; LerEome
Table Mumber of columns: 5 Iil
Mumber of rows: 1 l%'

AutoFit behavior

@ Fixed column width: m

O AutoFit to contents
() AutoFit to window

A

I Separate text at
() Paragraphs () Commas

O Tabs @ DOther:

[ ok || Cancel |

£l Conwert Text to Table...
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Navigation
Search decument a | A
Headi p Results 2 Al B
eadings Bges est @ " o
lord can find just about @ 3 i
(b b di
Use the search b text or the magnifying glass for (c - all

hing else.
&= Change List Level >

Define Mew Number Format...

IZ Set Mumbering Value...
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Save As

|« S
4 E 5 ThisPC » Documents v O SearchDocuments r)
Orgarize = New folder - 0
W TishC A Meme Date modified Tipe Size
3 3D Objects Custom Office Templates File folder
I Desitop ' MyMsic File folder
,a D & MyPictures File folder
i Donmonts 1 My Videos Filefolder
a
B Music
= Fictures
B Videos
i Local Disk [C)
w New Vclume (7).
s New Volume (G:
Flename: | TSRS v
Saveastype: Word Document ["docr) v
Authors: Tags: Addatag Title: Ad atitle
1 Save Thumbzi
A Hide Folders
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General Options

File encryption options for this document

Password to open: | — )

File sharing options for this document

Password to modify: | — p

|:| Read-only recommended

Protect Document..,

Macro security

Adjust the security level for opening files that might contain macro viruses and specify
the names of trusted macro developers, =
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