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MICROSOFT 365 FOR UITM STUDENTS & STAFFS

• Office 365 is the combination of 
Microsoft Office Desktop with cloud 
Office 365 (includes Microsoft Exchange 
Online, Microsoft SharePoint Online, and 
Microsoft Office Web Apps)

• Web: https://www.microsoft.com/en-my/ 

• Login Office 365 : 
https://login.microsoftonline.com/ 

• Manual 365 UiTM

https://kedah.uitm.edu.my/images/staff/info/2021_08/MANUAL_microsoft_365_2020.pdf


ADVISE & TIPS : NOT RECOMMENDED!!



Tips & Tricks : Familiar Yourself



Keyboard Shortcuts in 
Microsoft Word



Don’t lose any 
text ‐ AutoSaved.

Lost your 

document before 

saving? Auto 

recover.



Use Only ONE to Manage Your Citation (Endnote / Mendeley)



SETTING FILE EXTENSION

Documents > File > View > Details > Check √ File name extensions



SETTING MOUSE CURSOR ON WINDOW 10
Make cursor easier to see when typing :

setting > Ease of Access> Cursor & pointer > Change cursor 

thickness



SET YOUR PC FOR FORMATTING :
TURN ON DEVELOPER TAB 

File > Home > Option > Word Options Customize Ribbon > Check √ 

Developer > OK



VIEW PARAGRAPH MARK/PILCROW 
Home > Click icon Paragraph Mark

Click icon Expand Paragraph Setting



VIEW RULER

View >Check √ Show Ruler



HOW TO START YOUR PAGE NUMBER LATER IN YOUR DOCUMENT
STEP 1
1) Layout>Breaks> Next Page

2) Insert > Page Number > Bottom of page > select style  



CONTINUE……HOW TO START YOUR PAGE NUMBER LATER IN YOUR DOCUMENT

STEP 2 : REMOVE PAGE NUMBER FROM FIRST PAGE:
1) Go to Insert > Header or Footer > Edit Header or Edit Footer.

2) Select Different First Page.

3) Note: Different first page can be applied to the first page of any section in your document, not just the very first page.

4) In the header or footer area, you should see a label on the first page that says First Page Header. Select the page number and press Delete.

5) Select Close Header and Footer or press Esc to exit.

https://support.microsoft.com/en-us/office/add-different-page-numbers-or-number-formats-to-different-sections-bb4da2bd-1597-4b0c-9e91-620615ed8c05


CONTINUE……HOW TO START YOUR PAGE NUMBER LATER IN YOUR DOCUMENT

STEP 3 : SET ROMAN NUMBER AFTER COVER PAGE OR FIRST PAGE 
1) Layout>Breaks> Next Page
2) Insert > Page Number > Bottom of page > select style



CONTINUE……HOW TO START YOUR PAGE NUMBER LATER IN YOUR DOCUMENT

CONTINUE …………. STEP 3 : SET ROMAN NUMBER AFTER COVER PAGE OR FIRST PAGE 
3) Put cursor at footer section> Insert > Page Number > Format Page Number > page number format box appear> Select Number 
Format(roman) > Page numbering start at “i“ > OK



CONTINUE……HOW TO START YOUR PAGE NUMBER LATER IN YOUR DOCUMENT

STEP  4  :  SET NORMAL STYLE  NUMBER AFTER ROMAN NUMBER
1) Layout>Breaks> Next Page
2) Put cursor at footer> previous no is 4 but we want to chage to no 1 for chapter 1 so >Insert > Page Number > format page number >  

page number format box appear> Select Number Format(1,2,3) > Page numbering start at “1“ > OK



VIEW NAVIGATION PANE

View >Check √ Show Navigation Pane



VIEW TEXT BOUNDARIES

File > Option > Advance > Show Document Content > Check √

Show Text Boundaries > OK

Text boundaries appear 



VIEW STYLES TO EASY IDENTIFY YOUR 
HEADING AND PARAGRAPH

Styles box  > Click styles setting > Check √ show preview



HEADING 1 FOR MAIN TOPIC
Styles box  > Click styles heading 1 for topic/chapter > type in text boundaries

Heading 1/Main Chapter Auto added at Navigation pane

Right Click heading style to modify style



HEADING 2 FOR SUB TOPIC
Styles box  > Click styles heading 2 for Title/chapter > type in text boundaries

Heading 2 (sub topic/chapter will auto added at Navigation pane

Right Click heading style to modify style



SETTING ALLIGNMENT, INDENTION AND SPACING IN PARAGRAPH

Styles > click tab Modify > Format > Paragraph> Adjust allignment, indention and spacing following your FYP format> OK   



INSERT SHAPE AND CAPTION

Insert > Shapes > Click New Drawing Canvas

References > Caption-Insert Caption > create setting > OK



INSERT TABLE AND GRAPHInsert table: copy from excel > at ms word, right click> paste 
option , choose no 3 icon (link & keep sources formating)

Insert Graph : copy from excel > at ms word, right click> paste 
option , choose no 3 icon (use destination theme and  link data



INSERT BREAKS : SECTION BREAKS

Put Cursor at end paragraph> Layout> Breaks > Choose Next Page (Section break)  



PAGE ORIENTATION
1) Put Cursor at end paragraph> Layout> Breaks > Choose Next Page (Section break)

2) Go to next page for changing orientation > page layout > orientation > landscape



TABLE OF CONTENT (TOC)
• Place your cursor where you 

want your table of contents to 
be. Choose Heading 1 style for 
the title of TOC to ensure it 
appear at navigation pane.

• On the References Ribbon, in 
the Table of Contents Group, 
click on the arrow next to the 
Table of Contents icon, and 
select Custom Table of 
Contents.

• If you want to change the style 
of your table of contents (e.g. 
you want more space between 
the items on level 1 and level 2 
of your table of contents, or 
you want all your level 1 items 
to be bold), click on the Modify 
button, select the TOC level 
you want to change, then click 
the Modify button to do so.

• If you want to change which 
headings appear in your table 
of contents, you can do so by 
changing the number in the 
Show levels: pulldown.

• Click OK to insert your table of 
contents



TABLE OF FIGURE (TOF) FROM IMAGE AND GRAPH CAPTION
Choose Heading 1 style for the title of TOF to ensure it appear at navigation pane > Reference > insert  table of figure > 

modify style if needed> OK > Type the tilte and Place your cursor where you want your table of figure to be> OK





Pengenalan PTAR UiTM CNS



Contact us via

www.nsembilan.library.uitm.edu.my 

Kekal berhubung bersama kami

korporatptarn9@uitm.edu.my 

/ptaruitmcns

@ptaruitmcns

ptaruitmns

/ptaruitmcns

Terbitan Seksyen Korporat & Kolaborasi
Perpustakaan Tun Abdul Razak UiTM Cawangan Negeri Sembilan
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