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Quick Start Guide
New to Word for Mac? Use this guide to learn the basics.

Get quick access to tools and commands
See what Word for Mac can do by clicking the ribbon 
tabs and exploring new and familiar tools.

Quick Access Toolbar
Keep popular commands 
right at your fingertips.

Search your documents
Start typing in the Search box to instantly 
find what you’re looking for.

Word for Mac

Discover contextual commands
Select tables, pictures, or other objects 
in your documents to reveal additional tools.

Change your view
Click the status bar buttons to 
switch between view options, 
or use the zoom slider to 
magnify the page display to 
your liking.

Show or hide the ribbon
Need more room on your 
screen? Click the arrow to 
hide or redisplay the ribbon.

Navigate with ease
Use the optional sidebar for 
quick navigation through page 
thumbnails, headings, to 
review comments, or to use 
the find and replace functions.

Status bar shortcuts
Click any status bar indicator 
for quick access to the pages 
in your document, detailed 
word count statistics, and 
more.
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