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Deleting unwanted pages 

There are three ways to delete an unwanted page in Microsoft 

Word. 
1. Place your cursor at the top of the blank page and press 

delete (if this doesn’t work, check for unwanted character 
returns - see next line). 
 

2. Select the paragraph marks icon (this will help you to find/see 
any carriage returns that are within your document). 
Identify the carriage returns (blank spaces) and delete them 
all. 

 
3. Change to the View ribbon tab  

a. Click view 

b. Select Navigation Pane 
c. Pages (this selection may or may not exists depending on 

your version of Microsoft Word). 
 

Find more blank pages by scrolling through the document. 

Find the word count 

1. At the bottom left of the document, you can see the total word 
count.  



 
 

2. If you click the total word count, this will open the word count 
statistics. 

Note: If you want to see a specific number of words, select the 

block of words you would like to count, and you will see the 

selection of the total words. Example: 33 of 520 words. 
 

View two parts of a document 

1. To view two parts of a document at the same time, select the 
View ribbon and click Split. This will allow you to view both parts 
of the document simultaneously. 

 
 

 
 
 
 

 
 
 
 
 

 
 



 
 

2. To go back to the normal view, click the View ribbon and 
select Remove Split.  

 

Convert text to table and table to text  

Convert text to table 
1. Input your information needed for the table (separate your 

columns with a dash, this will help indicate what should be 
separated).  
 

2. Select the content that you would like to convert to table. 
 

3. Once the content has been selected, locate the Insert ribbon, 
and click Convert Text to Table option. 

 
 

 

 

 

 

 

 

Convert table to text 

1. Select the crosshair icon to select the entire table (usually 
located at the top left side of the table). 

 



 
 

2. Change to the layout tab and click convert to text. Select your 
conversion options and click OK (see screenshots below). 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
  

 
 
 
 
 

Insert and delete comments in Word 

1. Go to the Review ribbon and select New Comment to add a 
comment to the document. Note: This notify others that 

comments have been added and they will be able to view 
comments made.  
 

2. You can also review, reply, delete, or resolve a comment. 
 

Save to OneDrive and use Word Online 

1. Choose file and select Save As.  
 

2. Select OneDrive (make sure you are signed into your account). 

 
3. Navigate to the folder you would like to save your document. 

 



 
 

4. Click Save. 
 

Note: You can also access OneDrive by going to 
www.onedrive.com and sign in using your cofc credentials. 

 

Save to Google Drive from within Word 

Note: Google Drive must be installed onto your electronic device for 
you to save documents. 

1. Visit link to download Google Drive: 
https://support.google.com/drive/answer/7329379 

(Click “Get started with Google Drive for desktop”) 
 

2. Follow the onscreen instructions for installation. 
 

3. Be sure to take the tour on “Getting started with Drive for 
desktop” 

Note: You maybe prompted to sign-in using your Gmail 

credentials.  
 
4. Open Microsoft Word. Click File and Save.  

http://www.onedrive.com/
https://support.google.com/drive/answer/7329379
http://www.onedrive.com/
https://support.google.com/drive/answer/7329379
https://support.google.com/drive/answer/7329379


 
 

5. Locate Google Drive and Save the document. See screenshot. 

 

Edit PDF content in Word 

Microsoft Word allows you to Open PDF documents and convert 
them to editable content.  

1. Go to File and click Open (locate the PDF document). 
 

Note: You may get a message that says, “Word will not convert 
your PDF to an editable Word document.” - this step may take a 
while depending on the size of your PDF document. The layout of 
the converted document may not completely match the layout 
of the PDF document. 

 
2. Click OK 

 
3. When done, save your file like any other Microsoft Word 

document. 
 



 
 

References ribbon 

Note: By clicking on the Researcher link, you can look up and find 

sources for research papers. 
 
You also have the option to insert citation and view citations that 
already exists within your paper. 
 

You can change your style from APA to MLA etc. 
 
You can insert Footnotes and Endnotes. 
 

Resume Assistant 

The resume assistant helps with forming and creating ideas for 
putting together a professional resume. 
 

1. Select the Review ribbon and click the Resume Assistance link. 

2. Follow the on-screen prompt. 

3. Click Get Started. 

4. Enter a role and then enter the type of industry you are looking 
to create your resume for (example: Higher Education or Sales) 
 

5. Select See Examples. 

 

Note: Browser resumes from LinkedIn users in your field for inspiration. 
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