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Use smart cursoring
|:| Use the Insert key to control avertype mode

] use overtype mode
|:| Prompt to update style
|:| Use Marmal style for bulleted or numbered lists
|:| Keep track of formatting

Mark formatting inconsistencies

Updating style to match selection: | Keep previous numbering and bullets pattern
Enable click and type

Default paragraph style: | Normal ~
Show AutoComplete suggestions
Cursor movement:

@ Logical

O Visual

Cursor visual selection:

® Block

O Continuaous
|:| Automatically switch keyboard to match language of surrounding text

Cut, copy, and paste
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1 Word Options

General

Display

Proofing

Save

Language

Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

ﬁ‘ Set the Office Language Preferences.

Choose Editing Languages

Add additional languages to edit your documents, The editing languages set language-specific features, including

N\
Set as Default

Editing Language Keyboard Layout  Proofing (Spelling, Grammar...}
English (U.5.) <default>  Enabled “F Installed
Arabic [Egypt) Enabled :‘__ Mot installed

(

[Add additional editing languages] i Add

Choose Display and Help Languages

Set the language priority order for the buttons, tabs and Help (i

Display Language Help Language
1.  Match Microsoft Windows =default= - 1. Match Display Language =default= o
2. English 2. English

- -
Set as Default Set as Default

[ Wiew display languages installed for each Microsoft Office program

9_'_9 How do | get more Display and Help languages from Office.com?

Choose ScreenTip Language

Set your ScreenTip language(i) | Match Display Language LV

9_'_9 How do | get more ScreenTip languages from Office.com?

Cancel
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On-the-Insert-tab,the-galleries-include-items-that-are-designed-

to-coordinate-withthe-overalllook-of-your-document.-You-can:

use-these-galleriesto-insert-tables,-headers,-footers,lists,-cover:

pages,-and-other-document-buildingblocks.-When-you-create-

pictures,-charts,-or-diagrams,-they-also-coordinate-with-your-

current-document-look.
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Waord Options ? X

General _.j-\ - -

_={} Change how document content is displayed on the screen and when printed.
Display
Proofing Page display options
Save Show white space between pages in Print Layout view (i

Show highlighter marks (i
Language .

ow document tooltips on hover

Show d t toolt h

Advanced

Always show these formatting marks on the screen

Customize Ribbon
[] 1ab characters -
Quick Access Toolbar D Spaces
adddns [ Paragraph marks 1
[ Hidden text
Trust Center [ optional hyphens -
[ Object anchors
|:| Show all formatting marks

Printing options

Print drawings created in Word ©
|:| Print background colors and images
|:| Print document properties

[] Print hidden text

|:| Update fields before printing

|:| Update linked data befare printing
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1 Word Optiens

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E@ General options for working with Word.,

User Interface options

Show Mini Toolbar on selection '

Color scheme: w
ScreenTip style: | Show feature descriptions in ScreenTips ~

Personalize your copy of Microsoft Office

User name: |Shereen

Initials: 5

Start up options

|:| Open e-mail attachments in Full Screen Reading view i

Cancel
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1 Word Options

General
Display
Proofing
Save
Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

ST S D SEnaTRS

|:| Show text boundaries
|:| Show crop marks
|:| Show field codes instead of their values

Field shading: | When selected |~
Humeral: Arabic |~
Month names: | Arabic w
Diacritics

|:| Use this color for diacritics | <0 =
D Use draft font in Draft and Qutline views

Mame: | Courier New

Size: 10
Document view:

() Right-to-left

(@) Left-to-right

Font Substitution...

Display

Show this number of Recent Documents: 25
=

A

Show measurements in units of: Inches

Style area pane width in Draft and Cutline views: |07
Show pixels for HTML features

Show all windows in the Taskbar

Show shortout keys in ScreenTips

Show harizontal scroll bar

RIRIKEO

Show vertical scroll bar

Left scroll bar

Showv vertical ruler in Print Layout view
Show right ruler in Print Layout view

"1 Ootimize character positionina for lavout rather than readability

Cancel
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1 Word Options

General
Display
Proofing
Save
Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Size: 10
Document view:

() pight-to-left

® Left-to-right

Font Substitution...

Display

Show this number of Recent Documents:

Show measurements in units of:

Style area pane width in Draft and Qutline views:
|:| Show pixels for HTML features

Show all windows in the Taskbar

Show shortcut keys in ScreenTips

Show horizontal scroll bar

Show vertical scrall bar

Left scroll bar I

Show vertical ruler in Print Layout view
Show right ruler in Print Layout view

|:| Optimize character positioning for layout rather than readability

|:| Disable hardware graphics acceleration
Print

|:| Use draft guality

Print in background G

|:| Print pages in reverse order

[ Print xML tags

|:| Print field codes instead of their values

Allow fields containing tracked changes to update before printing

|:| Print on front of the sheet for duplex printing
|—| Print on back of the sheet for duplex printing

25
Inches

o

Cancel
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Word Options

General

Display

Proofing

Save

Language

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Humeral: Arabic | s
Month names: | Arabic L
Driacritics
|:| Use this calor for diacritics AT
|:| Use draft font in Draft and Outline views
MName: | Courier Mew
Size: 10
Document view:
(O Right-to-left
(® Left-to-right

Font Substitution...

Display

4

Show this number of Becent Documents: 25

Show measurements in units of: Inches ~
Style arga pane width in Draft and Outline views: |0°
|:| Show pixels for HTML features
Show all windows in the Taskbar
Show shorteut keys in ScreenTips
Show horizontal scroll bar
Show vertical scroll bar
Left scroll bar
Show vertical ruler in Print Layout view
Show right ruler in Print Layout view
D Ciptimize character positioning for layout rather than readability
|:| Disable hardware graphics acceleration

Print

|:| Use draft guality

Cancel
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