
1.  Customization- Quick access tool bar/bottom status 
bar/ribbon/ruler  

 
Quick access:  houses 
commands you use regularly - 
little arrow  dropdown  
example:  
 I’d add PRINT 

 

 
Bottom Status bar – right click 
 

 
 

Ribbon - can be customized (right click it) 

 
 

Ruler on/off upper right 
 

  
 

2. Backstage:  - consolidates all document management commands in 
one location (replaces windows icon) 

Check for issues:  inspect document, check for accessibility, (screen reader, suggestions how you can 
make it better) 

 
 
Print area – You can changes margins here and 
they will be reflected in preview window  

 
 
File tab - “backstage” view - save, open, print, 
email, info  document management feature 
 



 

 
Save and send area:  save file to sharepoint, save 
to web , email , blog Save to sharepoint:  2 people 
can work on same document at same time.  Save 
and refresh command. Called co-authoring 
 

 

Pinning in Recent area 
 

 
 

 

 
 

3.  New!  Template – big makeover 

 

 

 
4. Word auto saves every 10 minutes.   
You can check word options  - listed under save to 
adjust.   

5. Web attachments open in a 
“protected” view 
 

                        

 
6. More text affects (add to bold, 
underline, etc):   outline, shadow, glow 
 

 
7. New     font – Gabriola – open type features:  applied in font dialog box.  – advanced tab – 
Create your own style feature 



8. Photo/Image editing/creation - photo correction tools, soften, sharpen, contrast(all at 
once), placement,  new cropping – (crop to a shape), background removal reflection, glow and shadow 
affects 
Effects – color – saturation – b/w sepia, etc   artistic effects 

Insert multiple images in Smart Art – go to picture layout choose smart art here 

Remove backgrounds 

  
 

New shapes – draw 
your own 

 
 

Insert screenshot 

 

9. New content controls - new checkbox , date picker 

Check this box  ☒             Pick a date 

 
 

 

10. Translator – under REVIEW – choose between several languages

 

VIDEO: http://www.screenr.com/Rtds 

http://www.screenr.com/Rtds
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