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Welcome to Your Digital Journey with Microsoft Word and OneDrive!

At Reed in Partnership, we are dedicated to enhancing your digital skills. This guide will help you navigate Microsoft Word, whether you're a
beginner or looking to improve your proficiency.

What You'll Learn:

e Creating and Formatting Documents: Learn how to create, format, and manage your documents effectively.
* Everyday Tasks: Discover how to save, print, and share your documents with ease.
*  Wiriting Essentials: Use Microsoft Word to draft your CV, cover letter, and personal statements.

Our goalis to empower you with the knowledge and skills to use Microsoft Word confidently and efficiently.
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1. MS Word

Microsoft Word Online is a versatile online word processing tool that allows you to create, edit, and collaborate on documents in real-time from any device with W
internet access. This means that when you add or update a document on the Reed in Partnership PCs, you will see these changes when you log onto your Word
Online account on another PC, such as at home or at the library, through any online browser.

To access Word Online, you need a Microsoft Account. If you don't have one, please refer to the guide 'How to Create and Use Outlook Account.
Once your account is set up, you have two options from the Participant Hub:

Option 1:

1. On the Participant Hub home page, log in to your Outlook 2. From the Participant Hub home page, log in to your Outlook
account. account:
u P " ¢ Outlook Q_ Search 0 Meet Now 5 () Q
Look for jobs here: Login into your email here: -
I @ = Home View el
- . ¢ or dogaing in? - click b
MNeed el apoiing fior & job?- ook T MLermgsl —~ =t IR — T PY [NVI advort & Replyall v+ (A Read/Unread [X Flag/Unflag v &
e ‘-‘
M @ - Favourites Inbox W o =1 Updated CV ~
) 5
l Inbox 2 . InsureandGo UK 2 | BV 10Te.Mdocx
e il iCloud “Wahioo Mal — Travel Cover With No Age Limit
- —_— —_— 7 Drafts All Pre Existing Medical Conditions Co...
B Archive Andressa Reed<andressareed1@gmail.com> ¢ | -
. ” [ Andressa Reed 2 Y . Mon 18/11/2024 14
X Updated CV 14:38 o tou Ve 1871172024 1438
. v Folders attached )
Lngm to your tools here: ® ) OV 10 Template () Mdocx
&finbox s Outlook Team B s
¥ou Wil need an acoount o use these tooik, e @ Weicome to your new Outlo... 1436
Need el creating an accownt or iogoqing o o sastig sooourt? - ook here 2 Hi Andressa, Welcome to your Outl... attached ;)
Monster S Libeary 2 Drafts ]
B> Sent ltems i
“ Reply > Forward
‘ g L- e W Deleted items
= & Archive
sain ] Wiord Escel Google Drive: Google Do ‘ ;
@ Notes i
Adnna Total Jobs

B3 Conversation Histo...
"
u * 0 B3 Conversation Actio...
~ Groups
Google Meet Teams Zoom
New group
Linkedin

A Y 7,

] . e Then you will be directed to the Microsoft Word Online page.
Reedin Partnership A wowier 5

Reed Company Confidential




Option 2:

1. On the Participant Hub home page, Click on the MS Word Icon.
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2. A Microsoft Word page will open in another browser window.
Then, simply sign in to your Microsoft account.
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MS Word Online Overview
W

When accessing from your Outlook account, the MS Word will look like this:
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Features and Functionalities

When you click on the ‘Blank Document’icon, a new file will be created, and a new window will automatically open in your browser with the Microsoft Word
application. We'll begin by exploring a few basic functionalities, starting with the Home tab.

Rename your . .
i w L} Search for tools, help, and more (Alt + Q) & Buy Microsoft 365
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Features and Functionalities

Insert tab - Allow you to enhance your doc by adding elements such as tables, pictures, shapes, charts and more for creating a rich and dynamic content.
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Review tab -Provides tools for proof-reading and collaboration, including features for spelling and grammar checks, tracking changes, adding comments,
comparing documents, and protecting the document
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Saving Your Document

Your document will automatically save to your OneDrive account when using Word Online.
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document title.
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For further technical guidance
on how to use the Digital Hub,
please contact your Digital
Hub Champion or a member of

staff.
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If you have any suggestions
and/or ideas on how to
improve the Digjital Hub, please
contact your Digital Hub
Champion.

To watch avideo on how to use
the Digital Hub, please use the
link below or contact your
Digital Hub Champion or a
member of staff.

https://www.phrinp.co.uk/
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