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Chapter 1 : Insert PDF multi-page document into Word - Microsoft Community
The best you can do is copy and paste special. Select Microsoft office Word Document. You can then size this object
like you would resize a picture.

It helps you avoid the tedious task of typing out the entire content of the image file. This technology is used to
read characters from the input file and compare it against the stored characters. This way the image file is
converted into a text file. This technique is widely used and is very accurate. We will explore both the online
and downloaded category of OCR tools in this guide. They have the advantage that one does not have to
download them and can easily use them. This advantage can also become a major flaw because if you do not
have a working internet connection then you cannot use these tools. Below are the steps for using these online
OCR tools: Select the language in which the text of the scanned file is written. Select the desired format of
your output file. Do it and click on the convert button. Your conversion should be completed. Then download
the converted. This was the online conversion tool. Next we will explore the downloaded OCR software. All
of the software in the market are equally good and have almost the same accuracy. But for the sake of
simplicity and to avoid the confusion of choosing from so many different software, we will choose one
software namely JPG to Word Converter. Following are the steps that you need to follow for using this
software: To download the software, visit this link: Once the download is complete, open the software. The
screen should look something like this. Now we need to upload our input image file. To do this, we have two
options. Either upload the image file from the computer or upload it directly using a scanner. After the upload
is complete, the screen should look something like this Input Image Preview 4. Once the input file is uploaded,
we now have to select the format in which we want our output file. For our purposes, we want a Word file, so
check Word. The image below clarifies the point. We now select the input language our image files is in. For
example, if the input file is in English, then select English 6. After converting the file, to software also allows
you a lot of other options. You can put a watermark on the output word file and prevent its illegal usage. You
can also put a password on the output file so that unauthorized access can be prevented. An important thing to
be kept in mind is that the input image quality must be high. If the input image quality is not good, then the
output file will not be good and will not resemble the source file. Therefore care must be taken to provide a
good quality input image file for conversion purposes. If there is still something bugging you, follow the link
below and watch the YouTube video. About Ankit Nagpal Ankit Nagpal is a passionate writer who has
expertise in writing in the domains of printing, scanning, image editing, file formats, file conversions and
document security. It can be downloaded from Softonic or alternatively from Soft Solutions website.
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Chapter 2 : How to Convert a Word Document to HTML: 8 Steps (with Pictures)
A Quick Note on the Word/Dropbox Method. For our experimenting, I put several different Word documents in a
Dropbox folder that I then shared with Evan. Dropbox works by having a folder on your hard drive, aptly named
"Dropbox," that syncs with your Dropbox account on their servers.

One of the things he suggested to make online writing groups run smoothly was to use Dropbox to prevent the
headaches of emailing and keeping track of different versions of a file commented on by the group members.
Is this the best way to keep a common copy of a document with multiple commenters? This week Evan and I
set out to test out what would happen if we used Word and Dropbox with both of us commenting on the same
document, as well as us both commenting on a shared document in Google Drive. Here is what my test shared
Dropbox folder looks like. This means that with a shared folder, all members of that folder have all the same,
synced files in that folder. So if someone else makes a change to that file and saves it, those changes will be
updated on that file on my computer. For more information on Dropbox, see my previous post. MS Word and
Dropbox This worked well enough. This means that if you want to have multiple people commenting on a
shared draft in Dropbox it will work. However, it might cause problems if more than one person edits the
document at the exact same time. Using Dropbox to do this only sort-of worked. The good news is that the
comment he made was still labeled with his name and the time, and highlighted the proper text. The big
downside to this method â€” and the reason I am not enthusiastic about it â€” is that two people cannot work
on the shared document at the same time. Google Drive is on the right and the Word version of those
comments is on the left. You can create several different types of files, including text documents,
spreadsheets, forms, and presentations. You can also import documents that are in Word format. You can
easily share any document that you are working on, so if you have a writing group, you could share a version
with the members of your group and they will each get an email letting them know. The commenting feature
on Google Drive is great â€” you can comment on stuff and reply to the comments easily. When I downloaded
the commented-on file back to my hard drive as a Word document , I found that the comments were in there,
as well as the identifying information and reply information, i. One of features that I really liked about using
Google Drive was that after Evan and I made comments on my document, I was surprised to get an automated
email letting me know that he had made changes to my document, and the email also contained a summary of
the changes. If I were using it for a writing group, it would let me know that someone had made comments, so
I could go and check them out. The comments were preserved, but the identifying information about them was
lost. Curious, I exported that document back into Word. Using Scrivener would work in a pinch, but I would
recommend that you ask people to sign their comments if you do it this way. If I were in a writing group, I
would definitely use Google Drive. I also appreciate that with Google Drive, the important information about
comments i.
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Chapter 3 : How do I put an accent mark above a letter in a word? - Microsoft Community
How to save a Microsoft Word doc as a PDF. Click the File tab in the top-left corner of your Word screen. Click Export in
the blue vertical menu that runs along the left side of your screen.

David May 28, at 5: When I need to sign a document, I insert my sig file, then size it appropriately, then
convert the document into a pdf file. They receive a perfect document with a perfect signature. I always keep
the original on file, so If and one tries to copy I have some protection, I also keep several copies of that
signature around because none of us sign exactly the same every time. Just food for thought. Sean Byrne May
14, at Then I convert it to an adobe pdf file before emailing. Jack Cola March 26, at 5: Read it online at http:
Or visit the info page at http: Taty March 26, at 1: It is actually legally binding in some states. To add a digital
signature on the newest word versions, click on the Office button on the top left corner of word and select
Prepare. Inside Prepare menu, select Add a Digital signature option. Follow the wizard from there. A scanned
signature would most probably not be a valid signature. Tina March 25, at Maybe you could scan a whole
page with signatures and not use always the same one. Amos March 26, at 1: I was hoping to find a solution
that can allow me to actually simulate writing with a pen but with a mouse to sign the Word document.
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Chapter 4 : Create a document in Word - Word
Insert a linked object or embedded object. You can link or embed one or more slides, or you can embed an entire
presentation. When you embed a PowerPoint presentation object in your document, Word runs the PowerPoint slide
show when you double-click the presentation object in the document.

How To Insert Page Numbers? MS office word is generally used for writing text. However, you may like to
insert picture as well because it can help in making the document illustrative as well as interesting. This is the
reason we shall provide you with the right steps that can help in inserting pictures in your word file. Open the
MS office word file in which you want to insert picture. Move over to the cursor to the part where you want to
stick the picture. As you can see in the above screenshot, you need to move to the insert tab where you find the
different options. Provided above is the screenshot for the dialog box that pops up after clicking Picture. In the
dialog box, you can select the right picture to be inserted by moving over to the right drive in your computer.
As you can see, after the right picture has been spotted, you need to click it and then select insert. The image
can then be formatted as the picture is provided with tools for rotating and resizing. As you can see, the picture
can be easily rotated and even resized. The rotating tool is present right in the center of the picture. You can
move it right or left to turn the picture. At the corner of the picture, there are arrows provided which can be
used for increasing or decreasing the size. Thus, using the above steps you can insert a picture and format it to
make the document illustrative. After you have saved the image on to a location in your computer, you can use
the same process as above for inserting the picture. After you have copied the image, move to the MS office
word file and scroll to the part where you want to insert the image. After you have done this, the image gets
pasted on the word file and you can format it for your use with the help of formatting tools like rotating tool or
resizing tool. Thus, this is the main way you can paste the pictures in the word file. Try and paste random
pictures to get a hang of things. Using pictures and incorporating them in your MS office word file may help
in making impressive documents. So, follow these steps to learn the use of some of the basic tools of MS
office word.
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Chapter 5 : How to Insert a PDF File into a Word Document
Step. Open Microsoft Word to determine if the program auto-recovered your document. If your software is set to
auto-save your document every couple of minutes, when the program is restarted, any document that was not saved
prior to closing, may appear in the auto-recover window on the left side of the screen.

In My Humble Opinion. Word insists on starting any new document on a left hand page in a two page layout.
There is nothing you can do to change this. Now that, for us authors, is the last thing we want. We want a
single program on which to create our work and format it for printing. Word can be made to do it - almost. If
you have an existing correctly formatted document then create a new document using that existing document.
It will be a lot quicker. I use a custom size of Your self publishing firm will tell you what standard sizes are
available. I suggest you measure a few books too. Turn on the ruler and set it as shown in the image above
with no indents. Double click the page area where the header would be i. If you are looking at the document in
Print Layout view, two pages per screen your first page will appear on the left The next page will be your
main title page where you put the title, the author. I also add at the bottom the location and year of writing.
Format this page as you wish it. At the end of the page insert a Page break. Example text - customise and
space appropriately: John and Sheila Chapman have asserted their right under the Copyright, Designs and
Patents Act to be identified as the authors of this work. This book is a work of fiction and, except in the case
of historical fact, any resemblance to actual persons, living or dead, is purely coincidental. EAN Add a page
break at the end of this. Your next page will contain any acknowledgments you wish to make or will be blank.
Add a Page break then a Section Break Odd page at this point. You are now ready to start the text of your
book, to reset the ruler, to add a page header and a footer with page number 1. If your book has contents pages
add them at this point. At the top of the Chapter 1 page or first contents page if you have one double click the
header area. Double click the Footer area of the page or click the Footer button on the toolbar Use the Page
Number button to add a page number either centered or at the right. Select and right click the number and
choose Format Page Number. The actual page will show page 2. Extra blank pages will be inserted to make
sure the main title page and Chapter 1 pages are on the right hand side. Following chapters should each start
on a new page but usually it is not important that they should start on right hand pages. If this post has proved
useful to you would you do me a favour in return? You can get it at http:
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Chapter 6 : Microsoft Word - Word Processing Software | Office
Step. Double-click a Word document to open it up. Step. Click "Start" from the Windows desktop and type "Paint" in the
search bar. Click "Paint" from the list of results to launch Microsoft Paint.

If you have ever used different versions of Microsoft Office, you probably have felt the pain of dealing with
features being moved around or features being removed completely. One big issue with the whole process is
inserting multiple page PDFs into a Word document. Inserting a single page is easy enough, but when your
PDF has more than one page, Word fails miserably. There are two ways you can go about fixing this: The best
option is to convert to images, which I explain below. There are some free ways and some paid ways, so it
depends on how often you do this and what software you already have. Acrobat will automatically convert
each page into a separate image file, which you can then insert into your Word doc. Pretty easy, but Adobe
Acrobat costs a lot, so not an option for most people. The Windows version also has a printer capture utility
that lets you capture the print output from any other program. So you can print your PDF file to the SnagIt
printer and it will convert each page into an image automatically. Just choose your PDF file, choose the
quality and click the convert button. If you have a bunch of pages, no worries! There is also a download
archive link at the bottom, so you can download a zip file with all the images inside. Then click on the From
File button at the bottom of the pop-up dialog that appears: Go ahead and select your PDF file and click Open.
Now the nice thing about Office for Mac is that you can actually pick the page in the PDF file you want to
insert. For some odd reason, you do not have this open in any of the Windows versions of Office. On
Windows, it just inserts the first page of the PDF. On the Mac, you get this nice preview window where you
can see each page and insert the selected page. This will insert the PDF page as an image into the Word
document. You cannot edit the PDF document. You can only move it around and resize it if you like. Overall,
the process is pretty much the same, so I really only need to explain it once. To get started, click on the Insert
tab on the ribbon. At the far right, you will see the Object button. The Insert ribbon is slightly different
looking in each version of Office, but the Object button is still there. If you have to insert multiple images
after converting your PDF pages into images , then you click on Insert again, but this time choose Picture s.
Make sure you name the images in an order that matches the order you want them to appear in the Word
document. The main advantage to using this method is that you can actually edit the content of the PDF file in
the Word document. The main disadvantage is that the accuracy of the conversion is very poor when using
free tools. You will have to shell out cash in order to get a very good conversion. You can convert a few small
files for free using the service, but will have to purchase the desktop software for bigger files. If you have a
complicated PDF file, your results will vary. If you PDF has a lot of imported images, then your chances of
getting a good conversion are lower. Conclusion As you can see, there are quite a few routes you can take for
getting your PDF document into a Word doc. If you have Adobe Acrobat, it will make life much easier. If not,
you have to rely on other methods like converting to images or purchasing a third-party program. If you have
any questions, post a comment. June 14, by Aseem Kishore. He began blogging in and quit his job in to blog
full-time. He has over 15 years of industry experience in IT and holds several technical certifications.
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Chapter 7 : How to Switch a Word Document to Paint | blog.quintoapp.com
Edit Article How to Convert a Word Document to HTML. In this Article: Using Online Tools or Software Using Word's
Built-in Converter Community Q&A blog.quintoapp.com,.docx, blog.quintoapp.com files to HTML is easy to do, but
there's no single perfect method for accomplishing this task.

Office When you want to create a dynamic link between the content of your document and the content in a
PowerPoint presentation, insert the content as an object. If you insert the slide into the document as a
PowerPoint object, Word runs PowerPoint when you double-click the slide, and you can use PowerPoint
commands to work with the slide. When you insert an entire PowerPoint presentation as an object, the
document displays only one slide. To display different slides, double-click the PowerPoint object, and then
press Enter to run the slide show. When you embed a PowerPoint presentation object in your document, Word
runs the PowerPoint slide show when you double-click the presentation object in the document. You cannot
edit the presentation within the document. The presentation object can be embedded only, not linked. Open
both the Word document and the PowerPoint presentation that contains the slides that you want to create a
linked object or embedded object from. Switch to PowerPoint, and then select the entire presentation or the
slides that you want. To select slides, in Slide Sorter view, click the slide that you want. To select a range of
slides, hold down Shift while you click the first and the last slides of the range. To select multiple slides that
are not next to each other, hold down Ctrl while you click the slides that you want. Switch to the Word
document, and then click where you want the information to appear. Select Paste to insert an embedded object,
or select Paste link to insert a link to the object, and then click OK. Alternatively, you can insert a link to the
object as follows. On the Insert tab, in the Text group, click the arrow next to Object, and then select Object.
Click the Create from File tab, and browse to the location of your presentation. Select Link to file or Display
as icon, and then click OK. Top of page Update linked objects By default, linked objects are updated
automatically. This means that Word updates the linked information every time you open the Word file or any
time the source PowerPoint file changes while the Word file is open. However, you can change the settings for
individual linked objects so that the linked object is not updated or so that it is updated only when the reader
of your document chooses to manually update it. You can also prevent Word from automatically updating
links in all the documents that you open. You can do this as a security measure, to prevent updating
documents with files that are potentially from an untrusted source. When you open a document that contains
linked objects, Word prompts you to update the document with data from the linked files. If you suspect that
the linked files may be from an untrusted source, click No in this message. In addition, you can permanently
break the connection between a linked object and its source PowerPoint file. When the connection is broken,
you can no longer edit the object in the document; it becomes a picture of the PowerPoint content. Click the
link that you want to update manually, and then under Update method for selected link, click Manual update.
Prevent a linked object from being updated Right-click the linked object, click Linked Slide Object or Linked
Presentation Object, and then click Links. Click the link that you want to prevent from being updated, and
then under Update method for selected link, select the Locked check box. To unlock the link, clear the Locked
check box. Prevent Word from automatically updating links in all documents On the File tab, click Options..
Click Advanced, and then scroll down to General. Clear the Update automatic links at open check box. Break
the connection between a linked object and its source Right-click the linked object, click Linked Slide Object
or Linked Presentation Object, and then click Links. Click the link that you want to disconnect, and then click
Break Link. Click Open or Open Link, depending on whether the object is embedded or linked, and then make
the changes that you want. If the object is embedded, the changes are only in the copy that is in the document.
If the object is linked, the changes are made to the source file. Top of page Insert a linked object or embedded
object You can link or embed one or more slides, or you can embed an entire presentation. Click Paste to
insert an embedded object, or click Paste link to insert a link to the object. The differences between linked
objects and embedded objects The main differences between linked objects and embedded objects are where
the data is stored and how you update the data after you place it in the destination file. You place either a link
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to the object or a copy of the object in the document. You can insert content this way from any program that
supports the technology of linking and embedding objects object linking and embedding, or OLE. For
example, a monthly status report may contain information that is separately maintained in a PowerPoint slide.
If you link the report to the slide, the data in the report can be updated whenever the source file is updated. If
you embed the slide in the report, your report contains a static copy of the data. Source file When an object is
linked, information can be updated if the source file is modified. Linked data is stored in the source file. The
Word file, or destination file, stores only the location of the source file, and it displays a representation of the
linked data. Use linked objects if file size is a consideration. Linking is also useful when you want to include
information that is maintained independently, such as data collected by a different department, and when you
need to keep that information up-to-date in a Word document. Embedded objects become part of the Word file
and, after they are inserted, they are no longer part of the source file.
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Chapter 8 : Reference Excel cells in Word - Stack Overflow
How to Change a Word Document to JPEG Format. In this Article: On Windows On Mac Using an Online Converter
Community Q&A This wikiHow teaches you how to convert a Microsoft Word document into a JPEG image file on both
Windows and Mac computers.

Lori Kaufman August 27, , Overlining is common in scientific fields, but there are various reasons for
overlining text. You can apply overlining to your text in Word using a field code or the equation editor, or you
can add a paragraph border to the top of the text. Open an existing or new document in Word and place the
cursor where you want to put the text with overlining. The cursor is automatically placed in between the
brackets. Enter the following text between the brackets. There are other switches you can use in the EQ field
code , including ones that apply bottom, right, left, and box borders to the equation or text. Put the cursor
between the parentheses and enter the text you want to overline. The text you entered into the field code
displays with a line above it. When the field code displays as normal text, you can highlight it and apply
various formatting to it, such as font, size, bold, color, etc. When you put the cursor in text generated from
using a field code, the text is highlighted in gray, just like the field code. If you want the line to extend beyond
either end of the text, add spaces when entering the text into the field code. This is useful for creating lines
with names under them for signing official documents. Field codes work in all versions of Word, for both
Windows and Mac. Using the Equation Editor You can also apply overlining to text using the equation editor.
There are two different accents you can use. The selected accent displays over the small dotted box in the
equation object. To enter your text, click on the dotted box to select it. Type your text into the dotted box. The
line extends to cover the text as you type. Adding a Paragraph Border Applying an overline to text can also be
accomplished using paragraph borders. The line above the paragraph extends from the left margin to the right
margin. However, you can adjust the indents for that paragraph to shorten the line. To do this, you must make
the ruler visible. To change the indents for the paragraph, put the cursor in the paragraph and put your mouse
over one of the indent markers on the ruler. To move the left indent, put your mouse over the small box
directly under the two small triangles on the left side of the ruler to move the triangles together. Do NOT
move the triangles separately. Click and drag the indent until the line is the length you want. The line is now
shorter. Until Microsoft adds this capability as a regular feature, these methods provide ways around the
limitation.
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Chapter 9 : How Can I Spell Check a WordPad Document? | blog.quintoapp.com
To add a digital signature on the newest word versions, click on the Office button on the top left corner of word and
select Prepare. Inside Prepare menu, select Add a Digital signature option. Follow the wizard from there.

You probably wonder what a DAT file is in the first place. Simply put, DAT files contain data in text or
binary format. But many other programs can create DAT files as well. Sometimes, both you and Windows are
clueless as to how to open a strange file. Here is how you can figure out how to open those files. Giving
advice on how to open a DAT file of an unknown source is difficult because there are so many options,
depending on the original source of the file. But say you were supposed to receive a Word document and what
you did receive was a document with a DAT file extension. Basically, you have two straightforward options to
open that file. Change the File Extension First, you could try to change the file extension. In File Explorer,
switch to the View tab, and click Options. In the Folder Options window, switch to the View tab once more
and uncheck the option Hide extensions for known file types. Now you can go back to your file and change
the file extension from. Open the File Second, you could simply try to open the DAT file with Microsoft Word
or Notepad or any other program you suspect created the original file. To do this, right-click the DAT file,
select Open with from the menu, then choose an application from the list. You can click More apps to show
other programs than the ones suggested. If you wanted to associate DAT files with this program not
recommended , you could check Always use this app to open. However, you may be able to gather what kind
of file it really was. Try opening the file in the respective program and see whether that gives you a better
result. But once again, there are several options. You changed the file extension and now that you opened the
file in Microsoft Word, it looks fine. And there you go. This is your guide out of the media file jungle. We
compiled the most relevant media file conversion tools and show you how to use them. Become an Outlook
master with our selection of less commonly known tips and tricks and watch your productivity take off. Read
More , chances are that the online service Winmaildat. If the file you need to decode is called winmail. You
can also enter a URL. Note that the file size limit is 10 MB. Click Start and wait for the results. If you have
been running into Where have you come across DAT files and how did you figure out what their origin was?
Stay informed by joining our newsletter!
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