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Introduction

Organizing a hackathon is a daunting task. Adding this role onto an already busy
college schedule is simply impressive. This manual was created in the hopes that you
wouldn’t have to spend your time trying to figure out how to format a document when
you could be finishing your latest assignment.

What can I use this manual for?

This manual focuses on Microsoft Word functions that are helpful when creating
sponsorship packages, marketing materials, or other logistics documents. This manual
covers topics such as:

e Styling headings, titles, and paragraph text (1.4)

e Changing the spacing between paragraphs (1.7)

e Adding images to a document (2.5)

e Exporting a document as a PDF (3.1)

What version of Microsoft Word should I use?

This manual utilizes 2018 Microsoft Word for Mac.
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Chapter 1

Setting Up Your Document

1.1 Setting the Page Orientation
1.2 Creating the Page Margins
1.3 Adding a Page Background

1.4 Using the Styles Pane

1.5 Creating a New Style

1.6 Changing the Line Spacing

1.7 Changing the Paragraph Spacing



Chapter 1: Setting Up Your Document

1.1 Setting the Page Orientation

Whether you are creating signs for the hackathon or designing marketing materials,
you might decide that you want to orient your page horizontally instead of vertically. If
that is the case, then you will need to change the page orientation.

1. Click on the Layout tab in the ribbon.

e
Home Insert Draw Design Layout References Mailings Review
~——

f_ o TimesNewR.. v|[12 | As Av| g4~ AP i= v i= v W= &=
Paste - B I U v abe X v X v A =
& = 2| X2 || &

I 1

Home Insert Draw Design References  Mailings  Revie}
N b =\ oo Indent §
@ D o U v v — v & ] Line Numbers
; OF Left | 0" o
Margins\ Orientation / Size  Columns Breaks 3 Hyphenation v — a
¢ be VP Ze Right: | 0" Ll

3. Choose Portrait or Landscape. Your page automatically adjusts to your choice.

Home Insert Draw Design Layout

D % D - ﬁ v 3_, Line Nt

The option
Margins olumns Breaks = Hypher hlghllghted in blue is
P D Portrait 41/ the current
N orientation of the
D Landscape page

* Note: Portrait means that the paper is taller than it is wide. Landscape means that
the paper is wider than it is tall.
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1.2 Creating the Page Margins

When you have to create marketing materials or signs for the hackathon, you might
need to change the page margins in order to fit all of your content. Page margins are
an empty border around the edges of a document that dictate how much of a page can
hold text. If you decrease the margins, you push the text out further to the edges of the

page.

1. Click on the Layout tab in the ribbon.

e

Home Insert Draw Design Layout References Mailings Review
o S — —

W\ o TimesNewR.. v 12 v A~ Av f4~ /v = = = v €=
Paste & B I U vebe X x2 A X v A~ = $=

r L

2. Click on Margins. A dropdown menu appears.

Home Insert Draw  Design References  Mailings  Revie]

e =H == i Indent
I v I | v R ﬁLine Numbers ¥
— LER
Orientation ~ Size  Columns Breaks 3 Hyphenation ¥ =
be Fyphenat Ze Right: 0"

<»|an»
se &> ..

3. Choose one of the preset options (Normal, Narrow, Moderate, Wide, or
Mirrored) or click Custom Margins from the dropdown menu. Custom
Margins brings you to a window where you must type in the values for the
margins, then click OK.

Insert your
- Document
Home Insert Draw Design Layout W CUSt om
= = == L | AL Marg
[ [y 1D B =~ Dnen o B = —  measurements
— ) op: |fl z — h
jveher Bottom: 1" ere'

i Last Custom Setting ——

Top: 1", Bottom: 1", Left: 1", Right: 1" Left: 1" —

Right: 1" =

Normal Gutter: 0" _

Top: 1", Bottom: 1", Left: 1", Right: 1" _
Gutter Position:  Left &

Narrow Pages
Top: 0.5", Bottom: 0.5", Left: 0.5", Right: 0.5"

B \\
T

Multiple Pages:  Normal

Moderate
Top: 1", Bottom: 1", Left: 0.75", Right: 0.75"

Wide
Top: 1", Bottom: 1", Left: 2", Right: 2"

DE' Mirrored
Top: 1", Bottom: 1", Left: 1.25", Right: 1"

g

=imim = s

Apply to:  Whole document u

Default... Page Setup... Cancel | OK ]

Custom Margins...
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1.3 Adding a Page Background

Page backgrounds help documents like a sponsorship package or marketing materials
create or stick with a theme, which aids in branding. You can change the page
background to be any color available in the color spectrum.

1. Click on the Design tab in the ribbon.

Design
@ N
L]—\J, v Times New R... v 12

Paste

G Insert  Draw Layout

B I U ~abe X, X2 A~ &

=

1

References

v| A~ Av A‘av%
v A~

Mailings G

il
P 3
Il

I ‘ i
il
hl
DTS
{11}

2. Click on Page Color. A dropdown menu appears.

Review View  Add-ins  Acrobat

e Title Title

[ v =/P h Spacing ¥
) an Aa =5/ Paragraph Spacing

Colors  Fonts 0Setas Default

|2 Share A

™ [3 D AN
FEIRIA
Watermar ~ Page Page
Color /' Borders

3. Choose from the Theme Colors, Standard Colors, or More Colors. More
Colors allows you to choose a color in a variety of ways.

Paragraph Spacing * 5

Set as Default

o No Color

Theme Colors

H EEENTE.

| [T

Standard Colors

HN TENEEE

& More Colors...
|

More Colors
opens the menu
(seen at the right)
in a new window.

Choose
Choose colors from
colors from a spectrum
a list
® C%:s
Choose O = i A=
colors from / — -

a color
wheel

|

Manipulate
colors with
Grayscale,
RGB,
CMYK,

and HSB
sliders

Cancel

o]

11
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1.4 Using the Styles Pane

Styles are a collection of formatting instructions. They are useful for creating defaults
for font, font size, spacing, and color. Styles can be created for headings, lists,
paragraphs, and more. Styles promote continuity within a document, so you won’t

have to manually change the formatting but instead click on the style that you want to
implement.

12

Click on the Home tab in the ribbon.

Review View Add-ins  Acrobat

12 Share A~

it
i
< e
-

|
AaBbCcDAE  AaBbCcDAE  AaBbCcDc  AaBbCcDdEe  AaBbCcDdEe AaBb( L@

Normal No Spacing Heading 1 Heading 2 Heading 3 Title Styles
Pane

Il
il
I f ("

>
{111

Click on the Styles Pane. A sidebar appears.

Styles

Current style:

Normal bl
New Style... Select All
Apply a style:

Clear Formatting

Normal bl
No Spacing 9
Heading 1 Ia
Heading 2 sa
Title ia
Subtitle da
Subtle Emphasis a
Emphasis a

Intense Emphasis a

List: Recommended

Show styles guides
Show direct formatting guides

Click on your chosen style from the list under the Apply a Style heading. Scroll

for more options. The style you select applies to the current line in your
document.
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* Note: The symbols on the right side of the list indicate what type of text feature it
formats.

Norma 1] J— Paragraph style, meaning it

No Spacing 1 treats the text like a paragraph.
Heading 1 Ja

il b = Paragraph and font style,

Title = meaning it treats the text like a
subtitle 1 paragraph and changes the font.
Subtle Emphasis a

Emphasis : Font style, meaning the style
Intense Emphasis a

changes the font formatting.

Alternate Method
1. Click on the Home tab in the ribbon.

Insert Draw Design Layout References Mailings Review

LE v Times NewR.. v 12 ~v| A~ Av [&~ QQ

Paste§// B I U vabe X x2. A~ & v A~

-
r 1

=MIRH

||||‘ i
Il
hi
i

~
P

2. Choose one of the styles from the scrolling carousal. The style you choose
applies to the current line in your document.

Mailings REEN View Add-ins Acrobat

= | = 4y q
v|[& |+

|2 Share A

1
*
Il

AdBbCeDAE  AsBbCeDAE  AaBbCcDc  AssbCeddee  assocendee AQBD( | L@

v Normal No Spacing Heading 1 Heading 2 Heading 3 Title

l J

i
I
Py

Styles
Pane

Click the
arrows to
see more
styles.

13
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1.5 Creating a New Style

Styles are a collection of formatting instructions. They are useful for creating defaults
for font, font size, spacing, and color. Styles can be created for headings, lists,
paragraphs, and more. Styles promote continuity within a document, so you won’t
have to manually change the formatting but instead click on the style that you want to
implement.

1. Click on the Home tab in the ribbon.

View  Add-ins  Acrobat

o= |42 “a
= (24| AaBbCeDAE  AaBbCeDE  AaBbCcD(  Aaebeebdee AgBID( Asebcendee LQ
| (S | v Normal No Spacing Heading 1 Heading 2 Title Subtitle Styles
7 Pane
4 5 6 C 7

2. Click on Styles Pane. A sidebar appears.

3. Click on New Style in the sidebar. A new window appears.

Styles

Current style:

Normal 1
Apply a style:

Clear Formattin; g

Normal 1l 1
No Spacing 1
Heading 1 1a
Heading 2 la
Title 1
Subtitle Ja
Subtle Emphasis a
Em a
Int a

List: Recommended

Show styles guides
Show direct formatting guides

4. Name the new style.

Create New Style from Formatting

Properties
Name: | Style1|

Style type:  Paragraph

Name your style
something descriptive
for easy reference.

Style basedon: 1 List Paragraph

Style for following paragraph: 1 Style1

Formatting

[oR O]

TimesNewRoman ~ ~ 12 v ' B I U  Automatic

Bz = B = = i 2] & =

1. Click on New Style. A new window appears.

. \ Your formatting

Hanging: 0.25", Numbered + Level: 1 + Numbering Style: 1, 2, 3, ... h 1 H th'
start 3t 1+ Algrment: Lo« Algned at. 025+« Incentat: 0.6 S5/ choices appear In this
box as a preview.

Add to Quick Style list
Automatically update

Format cancel (TSN

14
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5. Determine the formatting that you want. Your selected formatting appears in the

window as a preview.

6. Click on the dropdown menu titled Format to change the style’s formatting
using other tools such as Font, Paragraph, Tabs, etc. A new window opens.

Properties

Name:

Create New Style from Formatting

Style type: a
Style based on: [T
Style for following paragraph: a
Formatting
Times New Roman “
Bz = = = o=z
1. Click on the dropdown menu titled Format to change the style’s formatting in These Options Wi " Open
a new window to
provide more formatting
AAAAAAA options. After you close
Font... T " .
9] 0.25", Numbered + Level: 1 + Numbering Style: 1, 2, 3, ... +
Paragraph... : 4 Alignment: Left + Aligned at: 0.25" + Indent at: 0.5", Style: eaCh Of the new
oo i S windows, your
Language... O selections will show in
Frame... ! .
Numbering... —_Hfdate the preview box.
Shortcut key...
Format Cancel OOy

7. Click OK to close and save your style.

* Note: The above steps create the style for use in this document only. To add the style
for use in documents following the same template as your current document, check

Add to template when creating the style.

15
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1.6 Changing the Line Spacing

Line spacing refers to the amount of whitespace between each line of text. Paragraphs
of text with more whitespace can increase readability but having too much whitespace
can also make it difficult to see what elements of a document go with one another.

1. Place your cursor within the paragraph you wish to change.

2. Click the Line and Paragraph Spacing tool in the Home tab of the ribbon. A
dropdown menu appears.
References Mailings Review View Add-ins Acrob:

K- Ry

£ v A~

“«
il
“«

= = A
== 2¢ 1 AaBbC

= Xt

=

A | v 10
1.15
1.5
2.0
2.5
3.0
Line Spacing Options...

3. Choose one of the line spacing options or click Line Spacing Options for
custom spacing. If you choose Line Spacing Options, a new window appears.
[ Paragraph }

|
Line and Page Breaks

If you choose

General
Alignment: | Left B At least,
; Outline Level: Body Text & Exactly, or
Multiple from
Indentation the dropdown
teft: 00 | ¢ . menu, write an
CCEme | muEcL : integer in this

Mirror Indents bOX

Automatically adjust right indent when document grid is defined

Spacing A preview
Before: 0 pt g . ~ ShOWIng the
Line spacingRZGT ) At: : . .
After: 0 pt z 1.5 lines I|ne SpaC|ng
Double . .
Don't add space between paragraphs ¢ at jeast 1€ appears N thIS
Snap to grid when document grid is de  Exactly
~  Multiple E bOX

acing refers to the amount of whitespace between each line of text. Paragraphs of text with more

copa a;;:::::f;ai?ﬁ:i‘r{é ::;&ae‘:ngmo much whitespace can also make it difficult to see what C I i C k 0 K Wh e n
S you are
— satisfied with

Tabs... Set As Default Cancel [ —
your changes.

16
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1.7 Changing the Paragraph Spacing

Text spacing can indicate which elements of a document go together. The more
whitespace there is between paragraphs, the more separate they seem. This module
shows you how to add spaces between paragraphs without using Enter to make a

new line, as Enter provides an unchangeable default space, as opposed to custom
spacing.

1. Place your cursor within the paragraph you wish to change.

2. Click the Line and Paragraph Spacing tool in the Home tab of the ribbon. A
dropdown menu appears.

References Mailings Review View Add-ins Acrob:

£~ Ry

£ v Ay

YIS |V S| (&= o= || 4| O

- AaBbC

=V IR Norn

Il
~
>

|

g
%

Line Spacing Options...

3. Click Line Spacing Options. A new window titled Paragraph appears.

Paragraph
. JeCSenE e Ede ) Line and Page Breaks
General
Alignment: | Left 1T}

Outline Level:  Body Text &

Use the arrows

or write in a
Indentation Value in the
R}e;:: "0 pecit | tone) [ B Before or After
ight: o" v

boxes to add
spacing before
or after the

e spacing: | Single [ At: || s paragraph'

Mirror Indents
Automatically adjust right indent when document grid j

Spacing

Before: 0 pt °

After: 0 pt

Don't add space between paragraphs of the same style
Snap to grid when document grid is defined

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample
Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text

Tabs... Set As Default

Cancel “
4. Click OK to add your changes to your document.

17
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Chapter 2

Shapes, Tables, & Images

2.1 Inserting Shapes
2.2 Formatting Shapes

2.3 Inserting Tables

N
=Y

Styling Tables
2.5 Inserting Images from Your Computer

2.6 Formatting Images

18
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2.1 Inserting Shapes

Shapes, such as lines, arrows, rectangles, circles, or text boxes, can add a new
element to a document. Shapes can add character to marketing materials or help style
your sponsorship package.

1. Click on the Insert tab in the ribbon.
2. Click on Shapes. A dropdown menu appears.
m Insert Draw Design Layout References

Ev D' D' @' Q{z\\ @v 2 SmartArt v
. ‘ )\

I 8 Chart v
Pages Table Pictures \ Shapes/ Icons 3D
Models ‘i) Screenshot v

3. Click on a shape of your choice. Scroll for more options.

Insert Draw Design Layout References Mailings Review Vie
o Pe I SmartArt v pray

v v v| A -1 v ‘ v E v we=py)
- [ad) \E@ ) L0 iy crarte @ 3 &
Table Pictures i
Recently Used Shapes [

DENNTBOBRALL=I
YN { 1}

Lines

NNNTLTLB222\NC70
Rectangles {
ESRARARAETS |
| Basic Shapes

EOAMLFASG®®OO0O0O
‘@GQ.EII_LI-I-.GWi
DO@A!QV&{@E(Q\T
O 03 4} ’

Block Arrows

=» & 1t ] &3 s P N & ]
G o U N = > T a4
@ 4 N

4. Click, drag, and release the click to insert your shape.

19
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2.2 Formatting Shapes

Shapes, such as lines, arrows, rectangles, circles, or text boxes, can add a new
element to a document. Shapes can add character to marketing materials or help style
your sponsorship package. In order to stick with your color scheme and stay
organized, it is important to format your shapes by changing the colors, size, and
alignment with the text.

Changing the Shape’s Color

1. Click on the shape. Shape Format appears in the ribbon.

2. Click on Shape Format.

Home Insert Draw Design Layout References Mailings Review View Add-ins Acrobat Shape Format

;. Text Direction O
S\ £ - oy, -

Abc -— - [=] Align Text *

Shape v Text Fill v Alt Arrange
o) o A Create Link Text g

L3 £

Shapes IA_I v

3. Click the downward-pointing arrow next to Shape Fill. A dropdown menu
appears.

&1k
- Select a color. The
No Fil shape changes to the
Theme Colors new color.
H ERErEEE
u Iilli : Choose More Fill Colors

Standard Colors _ for more OptiOnS.
HE TEeEEE

v

[ K

& More Fill Colors... i
la] Picture...

| Gradient >
P Texture >

4. Click the downward-pointing arrow next to the pencil icon. A dropdown menu
appears.

Home Insert Draw Design Layout References Mailings Review View Add-ins Acrobat Shape Format

&1 e Text Direction a O
= 7 - = v
> | mmm ] [=] Align Text v = ]
Shape o/ v Text Fill v Alt Arrange
ST A Create Link Text o

~ - R
s
Shapes Iil v )

5. Select a color for the shape border.

20
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Changing the Shape’s Size
1. Click the shape. An outline appears around the shape.

©

2. Click one of the boxes in the corner of the outline.
3. Drag until the shape is the size you want.

4. Let go of the click.

Changing the Shape’s Alignment
1. Click on the shape.

2. Select Shape Format from the ribbon.

3. Click Arrange. A dropdown menu appears.

Shape Format
Text Direction L |
==

Alt
Create Link Text

[=] Align Text v

4. Click Align. A dropdown menu appears.

Shape Format

Text Direction O " Nk
v 0.97°
[, BB W : &

[=] Align Text +

Alt Arrange | 1.47" = Form
Create Link Toxt ge | | 147 »J4 o
= D 1
=| v v v v Group
= B B j
Position  Wrap Bring Send  Selectiol _“\ Rotate *
Text  Forward Backward Pane

L? . Group
Horizontal
| Align Left
Align Center
Honria Select an
ertical . .
"I atgnTop alignment option.
Al?gn Middle The Shape
__ Align Bottom .
Distribute dlsplays the
-+ Distribute Horizontally Change_

" Distribute Vertically

Align to Page
v Align to Margin
Align Selected Objects

21
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2.3 Inserting Tables

Tables allow you to organize information in rows and columns. This is especially helpful
when creating your sponsorship package, as potential sponsors can clearly see what
perks they would get for their donation.

1. Click the Insert tab in the ribbon.

2. Click Table. A dropdown menu appears.
Home Insert Draw Design

N - >
() @ B E

Pages Table Pictures Shapes Icons

i

L e Ry O
5x3 Table {
DOooo0oooog |
I O
I
I I O O
I
I
I I O O
- Looooooodod
1 T Insert Table...
% Draw Table
Convert Text to Table...

3. Move the cursor until you highlight the number of rows and columns you want
and click to insert the table.

* Note: If you want a larger table than possible in the dropdown, click Insert Table. A
new window appears and allows you to manually input the number of rows and
columns. Click OK.

Insert Table

Table Size

Number of columns: 3

<> (<>

Number of rows: 3

Autofit Behavior
© Initial column width: ' AUto
AutoFit to contents
AutoFit to window

Set as default for new tables

Cancel

22
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2.4 Styling Tables

Tables allow you to organize information in rows and columns. However, sometimes
the default table style doesn’t match the theme of your event. In that case, you can
change the table’s style.

1. Select the table. The Table Layout and Layout tabs appear in the ribbon.

Layout References Mailings Review View Add-ins Acrobat Table Design Layout

2. Select Table Design from the ribbon.

3. Hover over the different styles and click the downward-facing arrow that
appears. A dropdown menu appears.

sign Layout References Mailings Review View Add-ins Acrobat Table Design

& .

Shading

=

4. Choose a table style from the list. Scroll for more options. The table changes to
the new style.

es Mailings Review ElainiTables ]

||+ Modify Table Style...
|

‘g Clear

£7] New Table Style...

23
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2.5 Formatting Tables

Tables allow you to organize information in rows and columns. Sometimes, after
creating a table, you realize that you need to add or remove rows or columns to fit all
of your information. Word gives you the option to make these changes without making
a brand-new table.

Adding A Row or Column
1. Select the table. The Table Layout and Layout tabs appear in the ribbon.

2. Navigate to the Layout tab (located next to the Table Design tab) in the ribbon.

Review View Add-ins Acrobat Table Design Layout ’

3. Add a row by choosing the Insert Above or Insert Below icon. Add a column
by choosing the Insert to the Left or Insert to the Right icon. Your table
updates to the new size.

Insert Insert [@]
Above Below

Deleting A Row or Column

1. Select the table. The Table Layout and Layout tabs appear in the ribbon.

2. Navigate to the Layout tab (located next to the Table Design tab) in the ribbon.

Review View  Add-ins Acrobat Table Design

Layout D,

3. Click the Delete icon. A dropdown menu appears.

Draw Design Layout i

= = ) o [l P ke E gD:tlstﬁi%?ltl;?ns
o | Xy {}jj

LS L@ -3

Draw Eraser Delete Insert Bx Delete Cells... furthest CO|Umn tO

Tabl Ab
o . 3, Delete Columns / the right.

=x Delete Rows

Fx Delete Table Delete Rows

gets rid of the last
row in the table.

24
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2.6 Inserting Images from Your Computer

Images help make your documents more visual and can help people understand what
the document is saying. Images are especially useful in documents like a sponsorship
package or marketing materials.

1. Click the Insert tab in the ribbon.

Home Insert Draw Design

\:\ ,/*\\I ‘/’ A
—_— v D v Q> v [_}-‘/']
— \4//;/;

Pages Table Shapes Icons

2. Click Pictures. A dropdown menu appears.

Insert Draw Design Layout

EsEhgll P Q} [;;/w £

Table

[~2] Photo Browser... 5
|| Picture from File...

= Online Pictures...

!

3. Click Picture from File. A Finder window appears, showing files saved on your
computer.

4. Navigate to where your image is saved.

5. Select the image and click Insert. Your image appears on the page.

25
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2.7 Formatting Images

Images help make your documents more visual and can help people understand what
the document is saying. However, sometimes images don’t look right when you insert
them into a document. Sometimes, you have to change the size, crop the image, or
change how text wraps around the image.

Changing the Image’s Size

1. Click the image. An outline appears around it.

2. Click one of the boxes in the corner of the outline.
3. Drag until the image is the size you want.

4. Let go of the click.

Cropping an Image

1. Click the image. An outline appears around it.

2. Select Picture Format from the ribbon.

I Picture Format

— —
] I— -
d  Selection Align 7\~
rard  Pane

3. Click Crop. Black angles appear around the image’s corners.
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4. Click and drag the black angles to crop the image.
I - »l

r -

5. Click away from the image. The grayed-out part of the image is cropped out.

Changing the Image’s Text Wrapping
1. Click the image. An outline appears around it.

2. Select Picture Format from the ribbon.

View Add-ins Acrobat Picture Format

. . . L =
uj D — -
Position Bring Send  Selection Align
X Forward Backward Pane

3. Click Wrap Text. A dropdown appears.

EJ' - -

A- In Line with Text

A Square
| 7= Tight
= Through
‘v A Top and Bottom Choose an
= — option. The image
2= In Front of Text dISp|ayS the
| 12, Edit Wrap Boundary Change

v Move with Text
Fix Position on Page

‘1 More Layout Options...
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Chapter 3

Exporting & Printing Your
Document

3.1 Exporting as a PDF

3.2 Printing Your Document
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3.1 Exporting as a PDF

Once you have finished your document, you may want to export it as a PDF. A PDF file
keeps all of your formatting consistent across computers, while Word documents may
lose formatting depending on the program used to open it on another computer.

1. Click the File menu in your computer’s toolbar. A dropdown menu appears.

Word Edit View Insert Forn
New Document #BN
o | New from Template... 3P
Open... 80
Open Recent > .
& Close ®W
o #S
ave as lemplate...
Share >

Always Open Read-Only
Restrict Permissions >

Reduce File Size...

Page Setup...
Print... %P

Properties...

2. Click Save As. A popup menu appears.

Save As: ‘document,title.docxf ‘

Tags:
Where: | [ Desktop a*v
Online Locations File Format: Word Document (.docx) E

cancel (NN

3. Click the dropdown menu next to File Format. The dropdown menu appears.

Save As: | document_title.docx
Tags:

Where: i Desktop B~

File Format v Word Document it (.docx) i

Word 97-2004 Documen t (.doc) ]
Word Template (.dotx)

Word 97-2004 Template (.dot)

Rich Text Format (.rtf)

Plain Text (.txt)

Web Page (.htm)

Web Page, Filtered (.htm)

Word Macro-Enabled Document (.docm)
Word Macro-Enabled Template (.dotm)
Word XML Document (.xml)

Word 2003 XML Documen t (xmi)

Single File Web Page (.mht)
OpenDocument Text (.odt)

4. Choose PDF. The dropdown menu closes.

5. Click Save. Your document is saved as a PDF.

This is the
folder
where your
document is
saved.
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3.2 Printing Your Document
You may need some documents printed for the hackathon, such as signs for the event.
You could also garner more interest in your event by printing out marketing materials

and distributing it.

1. Click the File menu in your computer’s toolbar. A dropdown menu appears.

Word Edit View Insert Forn
New Document #EN
8 I New from Template... {+38P
Open... #¥0

Open Recent >

& Close BW
Save #S
Save As... 43S

Save as Template...

Share >

Always Open Read-Only
Restrict Permissions >

Reduce File Size...

Page Setup...
o> e

Properties...
. _ Choose the
2. Click Print. A popup menu appears. printer by
r = . .
| _ ] clicking this
1 Printer: | IT-Dell BW (S5830) Remote / drodeWI’]
Presets: Default Settings E I menu
{ Copies & Pages E .
Copies: |1
Collated
Pages:
o Change the
Current Page number Of
o [ copies printed
to: 1 [ here-

Page Range

Enter page numbers and/
or page ranges separated
by commas (e.g. 2, 5-8)

10of1

Show Quick Preview

? PDF a (NS Print |

3. Click Print.
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