TIPS FOR MICROSOFT WORD

The letter of support and attachments for the Governor’s Awards for Volunteerism and Service may be
submitted in Microsoft Word format, so this guide was created for the awards nomination process and may
help with common tasks in Microsoft Word. Because of the differences in versions of Microsoft Word, tips
are provided in 3 sections: 2010, 2007 and 2003. This document provides step-by-step help on the
following four topics:

Inserting pictures

Checking the size of your file
Reducing size of your file
Sending as an attachment

This document was created as a helpful guide. However, there may be differences depending on your
computer’s operating system. Contact Shannon Ramsey at (800) 239-7404, ext. 3841 if you have questions.

Microsoft Word 2010

2010.1 - Inserting pictures

1. Go to the Insert Menu

2. Choose Picture

3. Choose the File Location
4
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Select the file
Click Insert
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2010.2 - Checking the size of your file

1. Have the file open in Word
2. Go to the File tab
3. On the right side of the Info section is the document properties and size

Important Note: The size of any file submitted (nomination form, letter of support and attachments) must
be smaller than 4 MB in order to submit electronically. Files larger than 4 MB may not be received by the
KCCVS email server.

i N
File Home Insert Page Layout References Mailings Review View Developer

> Save

Information about Attachments -- Mandy ...

C\Users\shannon.ramsey\Desktop\Mandy Mentor Nomination\Attachments...

B\ Save As
B Open

W Close L.
Permissions

A
Info j%]? Anyone can open, copy, and change any part of this
document.

Protect
Recent Document ~

New

Prepare for Sharing Total Editing Time 9 Minutes

Print Title

Before sharing this file, be aware that it contains:

Document properties and author's name Tags

Check for
Save & Send Issues ~ Content that people with disabilities are unable to Comments

S — read
Help Related Dates

) Last Modified Today, 3:34 PM
B options e Versions

® Exit @) Today, 3:31 PM (autosave)

Manage
Versions ~ Related People

Created Today, 3:19 PM

Last Printed

Author Shannon L. Ramsey

Last Modified By Shannon L. Ramsey

Related Documents

}. Open File Location

Show All Properties

Created Jan. 2010
Updated Jan. 2013



2010.3 - Reducing size of your file

Usually large pictures account for the majority of your file size. Compressing your pictures can greatly
reduce the size of your file.

1. Click on your picture and then choose the Picture Tools or Format menu

2. Click on the Compress Picture icon :i

Make sure the “Apply only to this picture” is not checked to apply to all pictures in document
Make sure the “Delete cropped area of picture” is checked

Change the target output to Screen, resolution 150 ppi

Click OK

Save and check the file size again

If the size is not reduced enough, you can try compressing the pictures again and change the target
output to Email, resolution 96 ppi

PN AW

Note: If a target output is grayed out and unable to be selected, that means the image is already that
resolution or less.

Example: This document size was 2.05 MB; when compressed to Screen output, the size was 1.5 MB; when
compressed to Email output, the size was 579 KB.

Compression options:
[] Apply only to this picture [] Apply only to this picture
Delete cropped areas of pictures Delete cropped areas of pictures

Target output: Target output:
@ Print (220 ppi): excellent quality on most printers and screens
() screen (150 ppi): good for Web pages and projectors
(@ E-mail (96 ppi): minimize document size for sharing
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2010.4 - Sending as an attachment

1. Click on the File tab

Go to Save & Send

Select Send Using E-mail

Choose “Send as Attachment” or “Send as PDF”

If necessary, attach other files to the email, such as the letter of support

Send to kccvs@ky.gov

oUW

Important note: If you do not use Microsoft Outlook for your email, you may not be able to send your file
as an attachment. You will have to attach the file according to steps used by your email system.

Insert Options Format Text

shannon.ramsey@ky.gov

keovs@ky.goy

Subject: Attachments -- Mandy Mentar

Attached: B Attachments -- Mandy Mentor.pdf (274 KB); B Letter of Support -- Mandy Mentor.pdf (37 KEB)

Created Jan. 2010
Updated Jan. 2013


mailto:kccvs@ky.gov

Microsoft Word 2007

2007.1 - Inserting pictures

Go to the Insert Menu
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2007.2 - Checking the size of your file

Go to the folder where you have the file saved
Select the file

Go to the File menu and choose Properties
The file size is shown

Click OK
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Important Note: The size of any file submitted (nomination form, letter of support and attachments) must
be smaller than 4 MB in order to submit electronically. Files larger than 4 MB may not be received by the

KCCVS email server.
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2007.3 - Reducing size of your file

Usually large pictures account for the majority of your file size. Compressing your pictures can greatly
reduce the size of your file.

Click on your picture and then choose the Picture Tools menu

Click Compress Pictures

Apply to All pictures in document

Change the resolution to Print, Resolution 200 dpi

Click OK

Click Apply if a warning pops up

Save and check the file size again

If it’s not reduced enough, you can try compressing the pictures again and change the resolution to
Web/Screen, Resolution 96 dpi
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2007.4a - Sending as a PDF attachment

1. Click on the Microsoft Office button

Go to Send

Choose Email as PDF Attachment

If necessary, attach other files to the email, such as the letter of support and attachments.

Send to kccvs@ky.gov
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Important note: If you do not use Microsoft Outlook for your email, you may not be able to send your file
as an attachment. You will have to attach the file according to steps used by your email system.

@ HEQ39-0 )¢ 2009 Nomination Form.doc [Compatibility Mode] - Microsoft Word G
v Review View Developer Get Started
Send a copy of the document to other people - AT
L) e =EEE : e~
g, E-mail i | it | iAaBchD’ AaBbceD AaBb( 4aBbCi || 8. Reprace
3 G =
—~ = | Send a copy of the document in an e-mail = - N | | NoSpaci.. Headingl Heading2 - Change & |
|/ 7 open message s an attachment. =([i=][& o2 05pad Sy 292 17 Stytes~ || s select~ |
\ B E-mail as PDF Attachment iragraph e Styles 5| Editing
@ Send a copy of the document in a message ‘ .

@
[a]
13
2
5
a

as a PDF attachment.

= E-mail as XPS Attachment
Save ] o H
end a copy of the document in a message

as an XPS attachment.

R SaveAs > Steanet Fax rards for Outstanding Volunteer Service
Use an Internet fax service to fax the N - n E
F omination Form

@ Print > sheet for general information and category descriptions. This

3s needed. |
72 Prepare »

ries and criteria have changed. Choose only one category. For
sction or double-click on the box to change the default value.

[ send >
| 1 O National Service Award
| 7 ) O Corporate Award
| ‘;.'5} Publish > R
O Nonprofit Organization Award
75 O Faith-Based Group Award
u Close R 5
® Lifetime Achievement Award
| 23 word options | [ X Exit word | O Kentucky Ambassador Award

II. Nominee Information
Nominees will not be contacted. Nominators are notified after judging is complete.

Name: Sally Sample
Complete mailing address: 123 Main Street. Apt. B
Anywhere. KY 40000

E-mail address: sally. sample@email.com

Phone: Day.(859) 606:1234 Evening same Best.time to.call after2p.m.

i I1I. Required Information
Page:1of3 | Words:722 | <& | P | [ EEEE 6
- <
,'/ M ™ e 9 ;s 2009 Nomination Form (Nominee Name) - Message (HTML) b

~ Message | Inset  Options  FormatTet  Developer w

== 3 A= =
ol CoawliEE ] ) & _"% \ & ",5 v
iAo <3 S il
| Paste |- {4l | Address Check Follow Spelli

> 7 B 8 | flld A“"’-’E’l Bo:k m;“ & Up~ 3 -M

.Oiobum G Basic Teat . Names Incude || Optioas = Procting |

This message has not been sent.
Z (o ccnetr.ooi 3
sona | L)

Subject: 2009 Nomination Form (Nomanee Name)

1» 5

Attached is my nomination form for Nominee Name.
Thank you,

Nominator Nome

Created Jan. 2010
Updated Jan. 2013


mailto:kccvs@ky.gov

2007.4b - Sending as a Word attachment

1. Click on the Microsoft Office button

Go to Send

Choose Email

If necessary, attach other files to the email, such as the narrative and required attachments.

Send to kccvs@ky.gov
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Important note: If you do not use Microsoft Outlook for your email, you will have to attach the file
according to steps used by your email system.
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Nominees will not be contacted. Nominators are notified after judgng is complete,
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2003.1 - Inserting pictures
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2003.2 - Checking the size of your file

1. Go to the folder where you have the file saved

2. Select the file (the size may be shown in the Details section on the left side)
3. Go to the File menu and choose Properties

4. The file size is shown

5. Click OK

Important Note: The size of any file submitted (nomination form, letter of support and attachments) must
be smaller than 4 MB in order to submit electronically. Files larger than 4 MB may not be received by the
KCCVS email server.
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2003.3 - Reducing size of your file

Usually large pictures account for the majority of your file size. Compressing your pictures can greatly
reduce the size of your file.
1. Double click on your picture
The Format Picture menu will come up
Click Compress Pictures
Apply to All pictures in document
Change the resolution to Print, Resolution 200 dpi
Click OK
Click Apply if a warning pops up
Click OK
Save and check the file size again
0. If it's not reduced enough, you can try compressing the pictures again and change the resolution to
Web/Screen, Resolution 96 dpi
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2003.4a - Sending as a PDF attachment
Not an option in Microsoft Word 2000-03

2003.4b - Sending as a Word attachment

Click on the File menu

Go to Send To

Choose Mail Recipient (As Attachment)

If necessary, attach other files to the email, such as the letter of support and attachments.

Send to kccvs@Kky.gov.
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Important note: If you do not use Microsoft Outlook for your email, you may not be able to send your file
as an attachment. You will have to attach the file according to steps used by your email system.
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