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Essential Information When Working in Microsoft Office Word 2013
	Microsoft word 2013 is a special tool when working with a computer. Unless the user is well familiarised with it, it becomes tricky when preparing documents. The first information one needs to know is checking and correcting spelling. I am able to use this feature to make corrections in my spellings errors once without leaving any spelling which may be wrong in my document. Correcting my spellings errors in Microsoft Office Word 2013 all at once can be done through running a word spell check by clicking the review button and then spelling and grammar button. Checking grammar can also be done by using the shortcut of pressing F7 in the keyboard (Nikafrooz, et al., 2015). Dictionary box is where words that are found in the document and are missing in the dictionary are kept.
	When you are using the main dialog box of spelling and grammar, automatically suggestions will appear with the first suggestion selected. According to Hunt & Clemens (2015), also, it is possible to make corrections when typing by right clicking and you will get similar options for auto spelling corrections. In addition, there is also the change button to correct the spellings and the change all button to replace all the spelling mistakes of the document with the similar suggestion that can be used instead of clicking the suggestion box directly.
 	An alternative way of doing this can be done by clicking the right suggestion to make changes to this occurrence. According to Dahar et al. (2018), the button for auto correction will simply add the words to the autocorrect outline replacing the marked words with the suggestions made correctly. It is important to note that when you display the dialogue box spelling and grammar can be henceforth edited. Thus, if there is no appropriate suggestion, directly on the body of your document, you are able to make personal corrections.
	
	One can apply the autocorrect feature in my daily life to correct the spelling and grammar errors in their document (Dahar et al., 2018). This ensures that my document has no errors and it has the required standard. I may also have an added advantage when writing very sensitive documents such as my curriculum vitae, my job application letter and many other documents since there will be very few or no errors in the document. In addition, I may also have an advantage in doing my assignment where spelling and grammar are very key in awarding points.
	According to Nikafrooz et al. (2015), the second feature of Microsoft office word 2013 is mail merging. This particular feature makes it easy to send out bulk messages with different unique elements. It is mainly used to create multiple documents at once. It is done by starting to create or building the main document. When using the Microsoft office word 2013 one should actually know the type of information required in the recipient list before they create it. If need be to create the recipient list that is the data for the mail merge, it is very simple since there is a collection of data consisting of rows and columns. Each and every row is a record in the database, showing the one who receives their own custom copy of the document.
 	After that procedure, in the main document insert the fields that were selected in the recipient list. The field holds a place for the information in the recipient list. You can now continue to merge the information in the recipient list into the main document. This last merge process creates the customized documents. They can then be saved, printed, sent or do with them what you like. Alternatively, you may utilize the word mail wizard which makes the task a little easier. Consequently, mail merge can be used to put many documents into one document.it makes it easy for me to attach the data source and my merged document to my main document (Hunt & Clemens,2015). This saves times and makes the task easy when I have multiple documents.
	Electronically and not printed out envelopes is also possible to create using mail merge. Each mail created has a unique address and this is possible if you don’t have the required knowledge of Microsoft office word 2013. Once the envelopes are printed they are customized with one particular information from the mail merge and the directory which is simply a list of information including a catalogue or an address book (Dahar et al., 2018). 
	The other feature of Microsoft office word 2013 is inserting watermarks and header & footer. According to Nikafrooz et al. (2015), inserting watermarks helps in protecting the document. This feature is mainly used for sensitive or very important documents or draft sample. Watermarks enable you to for protection of the document without editing it a lot. It is simply done by inserting a watermark to your objectives through the page layout button. Alternatively, one can insert his or her own pictures or images when customizing his or her own watermark.
	 For essential documents you may like to produce such as a report for your own business, it would be better if you insert your own brand logo. To ensure that changes are not made to the document or inserted watermarks are not removed by anybody whom the document is sent to, save your document as a PDF file (Hunt & Clemens, 2015). Inserting the header and footer makes my file to have a professional look. The advantage of head and footer is that one can insert images like company logo or image. Inserting header and footer in the document is usually automatically applied in the whole document and hence saving the time of doing this in all pages.
	Inserting watermarks in the document is necessary to make my document authentic and protected. The original content of the document will exist since no one is able to edit the content in the document. It also gives me an option of my own brand logo hence making my document more authentic. According to Dahar et al. (2018), inserting header and footer in the document helps to save space in other sections of my document. Consequently, header & footer in my document also helps me in providing a consistency theme in my work at the same time making the document look neat and presentable.
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