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1. Introduction

1. Introduction

1.1 Main Features

B Use a single program to mange various formats of documents

With Polaris Office, you can create, edit, convert, and save
documents in various formats, such as doc(x), ppt(x), xls(x), HWP,
ODT, and PDF, all in one place.

Market Share Report

B Personalized user menus using Al technology

Polaris Office Al provides a customized quick menu by analyzing
user usage patterns and frequently used menus.

Design  Layout

JMPANY

E POLARIS OFFICE |1



1. Introduction

B Real-time collaborative documents (Cloud product)

Polaris Drive lets you share files safely and allows for multiple
users to work at the same time.

B Insert images and videos from the internet into your
document
High-resolution images provided by Pixabay and Pexels as well as

Youtube videos can be searched for and inserted directly from
within the document.

2 & POLARIS OFFICE



1. Introduction

B User-friendly interface

Polaris Office offers various menu themes to select from and
intuitively designed icons for its features, allowing you to edit your
document conveniently and effectively.

Market Share Reoort

L N
AN -

B Various OS support (Cloud product)

Once you save a file to My Polaris Drive, you can edit and save it
in various operating systems, such as Windows, Mac, Android, and
i0S with just one account.

e
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1. Introduction

1.2

4

Installation Environment

The following system specifications are suggested for proper
installation and usage of Polaris Office:

=  Software Specification

Specification

Category ‘

0os

= Windows 7 or higher

=  Hardware Specification

Category

Specification

CPU = Minimum: Intel Pentium 4 or higher

= Recommended: Intel Core i3 or higher
RAM = Minimum: 2 GB or more

= Recommended: 4 GB or more
Hard Disk 1 GB (spare space for installation)

Graphic card

Open GL 3.0 or higher

Screen

Resolution

= Optimal: 1,920 x 1,080

= Recommendation: 1,600 x 900

A

The minimum specifications must be met to use Polaris Office, and there

may be variations in the execution speed of the program depending on

the system.
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1. Introduction

1.3 Installation

1. Double click the Polaris Office execution file.

‘ PolarisOfficeSetup_PC.exe

2. Select your language and check the box to agree to the Polaris
Office terms and conditions. Then, click [Agree and Install].

= %

& POLARIS OFFICE pc

Installation Path: | CPvogram Fles (x85/Polans OficyOficsVndous || Charge Fobder |
7§ agree o Terms ref Condions fox Folss OFice

7 Use folas: Offce 2 the sk program for docurments. Chings D3faut Progran

NOTE

3. Once installation is complete, click [Complete].

One Complete Office Suite includes
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1. Introduction

4. Register the product number or log in.

*  To register the product number, enter the 25 digit serial
number provided with the product and click [OK].

¥ POLARIS OFFICE x

Enter a Polaris Office PC license.

You must register a license to validate your copy of Polaris
Office and use all the features.

If you register a license, you can manage your purchase
information and print your product's icense certificate on
the Purchase History page.

Product Purchase Inquiry

¢ To use the cloud service, enter your login information and
click [Next]. If you don’t have an account, click [create an

account] to create a new account.

Sign in X

& POLARIS OFFICE

or create an account

Find/Set Password Regster License
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1. Introduction

5. Check that the shortcut icon was created on your desktop.

¢ Installing Polaris Office Service will cause icons for WORD,
HWP, SLIDE, SHEET, and PDF to be added to your desktop.

¢ Installing only Polaris Office will cause the icon for Polaris
Office to be added to your desktop.

NOTE

& POLARIS OFFICE |7



2. Key Functions

2.

2.1

8 |

Key Functions

Screen Layout

Ribbon Menu and Themes

Ribbon menu Ul allows users to choose a convenient interface
when creating a Word or HWP document.

= MS Office ribbon menu and shortcuts

oF B-ag- . [y —

Cen & see o x A B u-FABEET MG [

To change the theme, click the [Settings] icon (##) at the top right
of the document editing window and choose the desired theme.

Alternative, you can go to [File > Options] and change the theme
under the [Other] tab in the [Options] window.

& POLARIS OFFICE



2. Key Functions

Options X
General  Show Proofing | Other Program Info
Printing Options

[CIPrint background colors and images

[ print drawings created in Poaris Office

! @ Configured automaticaly by document type
i O Microsoft Word

2.1.2 Quick Menu

The Al analyses user usage patterns and displays up to 5 of the
most frequently used features on the title bar. These quick menus
will automatically change to match usage pattern changes.

Deoc-B-8=-i0a-d-E0i- - o x
File ﬂ Insert Design Layout References  Review View Pe | £ Settings
= T o <A & | 8- @
Pafte < Copy Format ~ BIU-F-|XiX|AZ-® A-aj le fra'a;;ciumr:z:z
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2. Key Functions

2.2

10 |

Polaris Home (Cloud product)

Polaris Home is a feature included in the Polaris Office Service.
Polaris Home is not supported if you have purchased the Polaris
Office stand-alone product.

Polaris Home is the main menu that appears when running Polaris
Office. On Polaris Home, you can create documents in a variety of
formats and search for and open existing documents.

& Fouaris aFFIce

Figure 2-1Polaris Home Layout

Description
1 View Recently saved Word, Sheet, Slide, HWP, ODT,
Recent and PDF documents are listed in sequential order

documents | regardless of format.
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2. Key Functions

2 Open My Loads locally saved documents.
Documents
3 New Create a blank Word, Sheet, Slide, HWP, or OPT
Document document, or open a template.
and
Templates

2.3 Managing Document

2.3.1 Creating New Document

1. Click [File > New Document].

2. Click the desired document format to create a new document or
select a template to start a new document.

2.3.2 Opening Document

1. Click [File > Open] or click [Open] icon (=) on the toolbar.

2. Select from recently used documents or search for a document
saved on your PC.

& POLARIS OFFICE |1



2. Key Functions

2.3.3 Saving Document

B Save

Click [File > Save] or click the [Save] icon () on the toolbar. The
document is saved in the selected format.

NOTE

B Save As

When keeping an existing document and renaming it, click [File >
Save As].

2.34 Editing Document

B Export to PDF

To export to PDF, click [File > Export > PDF Files]. Or click [File >

Save As] and set the file format to PDF to save the document as a
PDF. Only a PDF file will be created and saved; the file's original

12 & POLARIS OFFICE
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2. Key Functions

format will not be saved separately.

To export to ODT, click [File > Export > ODT Document]. Or click
[File > Save As] and set the file format to ODT to save the
document as an ODT. Only an ODT file will be created and saved;
the file’s original format will not be saved separately.

A

Only Word or HWP documents can be converted to ODT format.

Common Option Functions

Go to [File > Options] and click the tab you wish to change.

Program options can be checked and configured. Different options
are available depending on the document you are using.

= [Default Save Location]: Set the browser’s opening start location
when searching for or saving a file.

= [Automatic Recovery]: Set the time for automatic recovery of
documents. Click to select the check box of the [Automatic

Recovery Cycle] option to set the automatic recovery time.

= [Automatic Update]: Enable/disable automatic updates for PDF
documents.

= [Export to PDF/A]: Convert to PDF/A format, which is the ISO
standard document preservation format.

= [Enter mode]: Configure whether the program will be controlled via
mouse or touch screen.

\% POLARIS OFFICE |13



2. Key Functions

14 |

[Extension]: Configure the default program extension for Polaris

Office. Click [Default Program] and select the filename extension
from the Control Panel’s default program window.

4
The default program installation window may be minimized

depending on your PC and operational status.

[Display language]: Set the language of the Ul that appears on the
screen.

[Default Font for New Worksheet]: Set the default font for the
sheet.

[Calculation Options]: Set automatic or manual sheet calculations.
[Unit]: Set the program’s default units.

[Formatting]: Set to always display formatting symbols such as tab
characters, spaces, and paragraph marks.

[Apply Preview Icon]: Set to display the thumbnails of SLIDE
Documents on Windows Explorer.

[Auto correct options]: Configure automatic correction of language,
capitalization, and text.

\% POLARIS OFFICE



2. Key Functions

[Kor/Eng auto correct]: Configure detection and automatic
changing between Korean and English.

[Capitalize the First Letter of Each Sentence]: Configure
automatic capitalization of the first letter of a sentence.

[Automatically replace as listed]: Configure usage of text
shortcuts to automatically change entered text into its
designated result value.

= [Spell Check]: Names and other terminology can be added to the
user dictionary.

= [Printing Options]: Click the check box to set the desired
background color and image print option.

= [Ribbon Style]: Select the ribbon style. The menu layout and the
shortcut keys change depending on whether the document is an MS

Word or HWP file.

= [Office]: Change Office themes and colors.

= [Edit]: Configure what action the cursor will take when pressing

<Enter> while making a Sheet document.

= [Picture quality when]: Configure the quality of images inserted in
the document.

\% POLARIS OFFICE | 15



2. Key Functions

= [Advanced file storage]: Saves a more reliable document, but the
size of the file may increase.

24.5 Program Information

Register the product number to activate the product, then confirm
or update the version of your product.

2.5 Show Document Info

Click [File > Document Infomation]. The document information can
be checked.

16 | & POLARIS OFFICE



2. Key Functions

s boage

For Word, Sheet, Slide, and HWP documents, the following
features are also enabled:

=  [Document Protection]: You can set a password for a document.

= [Read-only recommended]: Save Word and Sheet documents as
read only.

= [Apply Preview Icon]: Configure the display of Slide files
thumbnails on Windows Explorer.

\@ POLARIS OFFICE | 17



3. WORD

18 |

WORD

Character Format

Editing Fonts

The shape and size of the text entered into the document can be
changed to give a variety of effects.

Select the text to edit by dragging it, and edit the font in the
[Home] tab.

File fuomef Inset  Design  layout  References Review  View Pen
=1
Paste H

& Copy Format ~ |

Icons ‘ Description

Change the font.

A x| Change the size of the text. Enter the size into the [10 -]
box or set the size to a preset value. The [A"4] button can
also be clicked to enlarge or shrink in the order of the

preset font sizes.

Ag - Toggle the capitalization. Click the [#] button to use the
option to toggle the capitalization.

B Make the text bold.
T Change the text to the italic font.
u - Insert an underline. Click the [#] button to change the

& POLARIS OFFICE




3. WORD

Icons ‘ Description

underline style and color.

F - Insert a strikethrough. Click the [#] button to select the
type of strikethrough.

¥, %1 Add a superscript/subscript to the text.

A Change the text color. Click the [#] button to change the
color.
L Highlight the text. Click the [#] button to change the

color of the highlighted text.

A Add a shade to the text. The default color is grey. Go to
the [Home] tab and click the [Shading] icon (£).

Insert a border into the text.

AT Show the emphasis marks over each character. Click the
[#] button to choose the type of emphasis mark.

A - Apply outlines, shadows, glimmer, and neon effects to
text. Click [#] to select the effect type.

&

Clear all formatting applied to text except the text
highlight.

1. Drag to select the text you wish to edit. Then right click it and
click the [Font] menu.

2. From the [Font] window, change the font style, character scaling,

spacing, and position. Then click [OK] to apply the changes.

\@ POLARIS OFFICE | 19



3. WORD

3.2 Paragraph Format

3.2.1 Adjusting Paragraphs

Paragraphs are units of text in the document divided by changing
lines. To divided the text into paragraphs while typing, press the

<Enter> key.

The paragraphs can be arranged to fit the left, center, or middle,
and the margins on either side.

Place the cursor at the paragraph you wish to change, and click
the desired arrange icon in the [Home] tab. The arrangement of
the paragraph the cursor is located at is changed.

When arranging all the paragraphs in the document,, press the
shortcut combination <Ctrl + A> and click the arrange icon.

Design  Layout References Review  View pen
E\ Segoe Ul o CJA" A As-

Scopyfomat~ B I U-F- XiX' & AR A-A-B
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3. WORD

3.2.2 Creating Bullets and Numbering

Create a list of several items, or a list with stages of an outline
level applied.

When listing several items, bullet symbols are normally used, and
when creating a list for consecutive movements or several steps,
numbering is applied.

1. Place the cursor on the sentence to add bullets.

2. Go to the [Home] tab and click the [Bullets] icon’s (:=) extend
menu (W) and select a desired type of bullet.

i Insert  Design  Llayout References Review  View  Pen

[j; Segoe Ul <10 At A A
Paste

BIU-F- /XX A-¥ - WAA-A-F

S Copy Format =

Define New Bullet

1. Place the cursor on the sentence that bullets are added to.

2. Click the expandable menu (W) of the [Bullets] icon ;=) in the

[Home] tab to select the desired bullets.

3. Click the desired level from [Change List Level]. The default value
will be automatically applied to the list.

\% POLARIS OFFICE | 21



3. WORD

1. Place the cursor on the sentence to add numbers.

2. Go to the [Home] tab and click the [Numbering] icon’s (:=) extend
menu (W) and select a desired type of number.

Define New Number Format.

1. When there are multiple numbered values dispersed throughout the
document and you wish to start again from 1, click the [Numbering]
expanding menu (W) icon (=), then click [Set Numbering Value].
The [Set Numbering Value] window will appear.

2. Set [Set Value To] as 1, and click the [OK] button. The numbering is
set again from 1.

Set Numbering Value X

Set Value To:

22 | & POLARIS OFFICE



3.3

3.3.1

3. WORD

Editing Document

Look for a particular word or phrase in the document, or search
for a word or phrase and automatically change it to a different
word or phrase.

Finding

1.

Click [Find] in the [Home] tab. The [Find and Replace] window
appears.

File | Home ! Inset Design Layout Referend G- le | ¢ settings
e o

@ ‘: sezoe Lo O:.b:lnd (CS-IF
Paste i 4 Change Personal B ) | extract image
* <8 Copy Format * BIU-F-X )("‘/ /1= Information [ SEeCt & from document

Enter the content to search for. The search options can be set.

Find and Replace X

Find Replace

Find what: | -

Search Options
Search: |Whole Document: -

[match case [ match half/ful width forms
[IFnd whole words only [ Ignore punctuation
[J1gnore white-space characters

Highlight All Clear Highlighted Find Next

NOTE
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3. WORD

3. Click the [Find Next] button. The page will move and show the
searched content each time the button is clicked. Clicking the
[Highlight All] button to search.

3.3.2 Replacing

1. Click [Find] in the [Home] tab. The [Find and Replace] window
appears.

B =

el : Open Extract image
Information L3 Select ~  ZIPfile  from document

2. Enter the content to search for. The search options can be set.

Find and Replace X

Find Replace

Fnd what: | -]

Replace with: | ~|
Search Options

Search: | Whole Decument v

[CIMatch case [CIMatch half/full width forms
[JFind whole words only [1gnore punctuation
[Cl1gnore white-space characters

egce Repce rraten

3. Click the [Replace] button. The page will move to the searched
content and replace it each time the button is clicked.

NOTE

2 | & POLARIS OFFICE



3. WORD

3.3.3 Bookmark

Insert bookmarks to mark a place for easy access as with a
bookmark in a book. Custom names can be set for classification.

1.

Select the text, image, or location to insert the bookmark in the
document.

Click [Insert > Bookmark]. The [Bookmark] window appears.

File  Home | Insert | Design Layout References View  Pen

= e EE oo : =)
UOF BB & 8 & fh (%: H B 2
Blank  Page Table Picture Cnline Screenshot Clip At Shape SmartArt Chart HypRe?l, Bookmark New Header Footer

Page  Bresk Picture i comment

Enter the name into the [Bookmark name] box and click the [Add]
button.

Bookmark X

Bookmark name: (2]

Sort by : * Name Location

Hidden bookmarks

Cancel
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3. WORD

3.34 Hyperlink

Insert web page hyperlinks that can send you to web pages by
clicking on text or objects.

1. Drag text or click objects to select them to use as hyperlinks in the
body.

2. Click [Hyperlink] in the [Insert] tab. The [Insert Hyperlink] window
appears.

Fie  bHome | Insert | Design Lsyout References Revew  View  Pen

DH BB e 88 Bd,idD O B4

Slank Page  Table Picture Online Screenshot Clip Art Shape Smartart +ookmark Footer
Break . picture ~ . - Comment  * N

3. Enter the web page address and click the [OK] button. The link is
applied and is shown in the body. Text with hyperlinks shows in a
different color.

% | & POLARIS OFFICE



3. WORD

Iasert Hypertink x

Exrting 70 or Wab Page | Pice n ThkOocument  Emal  Hew Document

3.4 Setting the Layout of the Document

3.4.1 Page Break

1. Click the desired position to insert the page break in the document.

2. Go to the [Insert] tab and click [Page Break]. If the cursor is located
before a sentence, the page is broken before the cursor. If the
cursor is located after a sentence, the page is broken after the
cursor.
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3. WORD

EESRL 20 O E

Hyperlink Bookmark New Hei

kg

Table Picture Online Screenshot ClipArt Shape SmartArt Chart

8l Page
Page 5 Break. Picture =
[ 5 N 1 2 i L
0

g SR R e L T bi

34.2 Inserting the Header/Footer

Click the expandable menu (¥) on the Header or Footer to insert
the Header or Footer of the style provided by the program.

Click the [Header] or [Footer] button in the [Insert] tab or double
click the header area at the top of the page or the footer area at
the bottom of the page.

1.

2 | & POLARIS OFFICE



3. WORD

File Home ) Design  Layout References Review  View Pen

1= —_ [~ = R O 1

DH Bas o @B Rd & 0 Dy
Blank  Page Table Picturs Online Screenchot Clip At Shape SmartArt Chant  Hyperlink Bookmark New W, Header
Page  Break ’ - - . Comment } =

Picture

2. Click on the header or footer to add to document. A new
[Header/Footer] tab is formed, and the selected header or footer
style is applied.

Insen  Design Layout References Revew View  Pen  Neader/Footer

BEEE B E @G EE@os 3 B |

[

3. To return to the document editing window, click the [Close

Header/Footer] button in the [Header/Footer] tab.

Fle  Home Insert Design Layowt References Review  View  Pen

EEEFH B B & B E B

3.4.3 Removing the Header/Footer on the First Page

The instruction to creating the first page of the document as a title
page or creating the first page without a header/footer or page

number is as follows.

1. Click on the header or footer area.
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3. WORD

2. Click [Header/Footer Options] in the [Header/Footer] tab.

3. Click [Different First Page]. The header, footer, and page number
disappears on the first page.

Home insent  Design

=

Date &

4. To return to the document editing window, click on [Close

Header/Footer] or click outside of the header and footer area.

344 Removing the header/footer

1. Double click on the header or footer area.
2. Double click on the header or footer to delete.

3. Click the <Delete> key on the keyboard. All connected headers and
footers are deleted.
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3. WORD

3.5 Using Tables

3.5.1 Inserting Tables

1. Click [Insert > Table].

2. Move the mouse above the grids to designate the rows and

columns.
File Home Insert Design  Layout References Review  View
— — o @m
0 H Bk & 8% & d
Blank  Page Picture  Online Screenshot Clip At Shape SmartAnt Chart /
Page  Bresk Picture - - - -
T x e TR S TR AU
B insert Table
B2 Draw Table L]
d o Tl
i Quick Tables »

3. Click to insert the table.

NOTE
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3. WORD

3.5.2 Editing Tables

1. Select the cells to insert rows and columns at.

2. To insert a row from [Table Layout > Insert], click [Insert Above]
or [Insert Below]. To insert a column, click [Insert Left] or [Insert
Right]. A column and row is added.

Insert  Design L £ Settings
H = ]
spit  Spiit { Draw
Cells  Table' A Table
1. Select the cell to remove rows and columns at.
2,

On [Table Layout > Delete], click [Delete Cells], [Delete Columns]
or [Delete Rows]. The rows or columns are deleted.

Home  Inset  Design L £ Settings
an

spit | 4
s Table/ A
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3. WORD

B Merging Cells
1. Drag to select two or more cells in the table.

2. Clicking [Table Layout > Merge Cells] will merge the selected cells
into one.

G - Sear

fle  Home Inset Design  Layout able Des Sich Google
=l : oo e =
HEs77a B LB B &
Draw Erasser  Select View Properties  Heading Convert
Rows Repeat to Text

lerge | Spiit  Split
Cells | Cells  Table

SlE rabe ~ Grdiines

B Sorting Text

Place the cursor on the cell with the text to sort, or drag two or

more cells to select them.

1.

2. Click [Table Layout > Align Text].

References  Review  View  Pen

&

e Home o f
BEH F Mo#rem 2 B}
Dlete  Insen N S(53im Ty Ow e séect View Propaties  Hexding Conver
ging Table Gridiines Rows Repest 10 Text
r T £ Align Top Nusted ORI UV, P NV T OO S U
4[*] Align Top Center
E i[7 Align Top Right
V] Align Center Justified
\2 1] Aign Center
' Align Center Right
* (20 Aign Bottom wstied

Align Bottom Center

3. Click the desired text alignment option. The text position of the
selected cell is changed.

& POLARIS OFFICE
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3. WORD

3.6

3.6.1

3.6.2

34 |

Inserting Images

Inserting Images Saved on the PC

Place the cursor on the position to place the image.

Click [Picture] in the [Insert] tab. The [Insert Picture] window
appears.

Select the image saved on the PC and click the [Open] button.

Inserting Screenshot Images

Place the cursor on the position to place the image.

Click [Screenshot] in the [Insert] tab. The currently activated
windows are viewed as thumbnails.

) settags ~

87 maQa

Header 7 jquation Symbol

D

o | H '

@ Copture screen

Select the desired thumbnail. The image is inserted into the chosen
position.
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3. WORD

3.7 Setting Page

3.7.1 Setting the Margins

B Setting Preset Margins

Click [Layout > Margins]. The margins of the entire document can
be set to be identical.

Fie  Home lInset Design } 'Rehvu(!s Review View pen |G~ SesrchGoogle | % setings «
M o&E wH {D = @ = [&]
0 P e comn e m

Une  Page layout Alignment selection
Numbers Settings - Pane

4 3 4 5 3 ¥ AV, ) ] 1 1 2 B M .
[D Top 300cm  Bottom: 254cm )

Lt 254cm  Rght 254em

. Narrow H
:D Top  127am  Bottom: 127cm |

Left  127cm  Right  127cm

. Moderate
;D Top  2S4cm  Bottom: 254 cm
: Lt 191cm  Rght 191 em

H Wide H
;@ Top  234cm  Botom 2S4cm  }
H Left  508cm  Rght  SoBem

Custom Margins. J
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3. WORD

1. Click [Layout > Margins > Custom Margins...] or [Layout > Page
Settings]. The [Page Settings] window will appear.

2. After setting the margin in the [Page] tab, click the [OK] button.

Page Settings X

Layout
Page
Orientation: Paper size:
N .
Width: ch 8
Potgt  Landscape o 8270 2
Hgight: 11.69 nch
arges
Top: 1.18 inch Bottom: 1 inch
It 1 nch s Bont: 1 nch
i Header: Eooter:
1 Gutter: 0inch 2 Gutter postion: Left a4
Prevew TR s s s s s s aanss
Aoply to: Whole document - Print Qptions.

Dalog settings: | Add new setts

3.7.2 Setting the Orientation

Click [Layout > Orientation]. The orientation of the entire
document can be set horizontally or vertically.
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Fle  Home Inset Design } References Review View Ppen |G SearchGoo £ setings  +
H : r = D
D E R HD®® &l

" pvmaxm Sire Coumns Tet Spit Lne Page Layout Selection
- - - Difegtion - Numbers Settings . Pane

3 3 5 3 7 B 3 n 11 2

3.7.3 Setting Page Columns

After placing the cursor at the location where the column will
begin, click [Layout > Columns]. The document can be divided into
columns of a variety of types.

File Home : References  Review  View  Pen G ~ Search Google & Settings  «
o H D B B = ]
Margins Orientation tne  Page Layout Alignment Selection
> - - Numbers Settings ¥ [
1 0.3 4 ) 0 7 a 9 » n 2 B 1

3.7.4 Changing the Text Direction

Click the desired text direction in [Layout > Text Direction].
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Fle  Home Insert

0% D

Margins Orlentation ~ Size

Alignment Selection
. Pane

] 3 [ i

= [Horizontal]: The text direction of the entire document is set
horizontally.

= [Vertical]: The text direction of the entire document is set vertically,
and text can be entered from the right side of the page.

= [Rotate Asian Characters 270°]: Maintaining the horizontal text
direction of the entire document, Asian languages (2 byte
text/characters) are rotated 270°, and European languages such as
English (1 byte text/characters) are excluded.

3.8 Reviewing Documents

3.8.1 Seeing the Word Count

Calculates and displays the number of words entered into the
document.

Click [Word Count] in the [Review] tab. The number of pages,
words, characters, paragraphs and lines can be checked.
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Word Count x

Statistics:
Pages 3
Word count 81
Characters (no spaces) 522
Characters (with spaces) 595
Paragraphs 9
Lines 70

[ Include textboxes, footnotes and endnotes

3.8.2 Reviewing Spelling and Grammar

3.83

Click [Spelling and Grammar] or [Advanced Spell Check] in the
[Review] tab. You can check incorrect spelling or grammar by

going through the red underlines or by using the [Spell Check]
window on the right to make corrections directly.

ayout ow Pan G - Search Google @ setings =
(Bl B [ et 18 B 2
Show | oo Sow Apply Cancel Protect

Comments  Crarges Markup Document

Spell Check x
Dear-Morgan-
- Sip Sip A1
Loten) i¢ 2
Locen .
More
Change Change All

Inserting Comments

1. Drag or place the cursor on the position to insert the comment.

2. Click [New Comment] in the [Review] tab. A comment is inserted in
the selected position.

& POLARIS OFFICE | 39



3. WORD

File Home insert Design Layout  References View # - Search Google & settings  «
ABC  abc abe Lo 7 X

% T Ga D FAH Ga
Wiord Spelling and AdvancedP:  New Show Apply  Cancel Protect
Count  Grammar Spell Check | Comment Comments ” -

Docyment

3. Write comments in the comments window on the right.

Dear Morgan,

£aem vesy happy to give 54 The Good news. We ave Frually sbie 15 Treet your reed, Shanks 10 0 new.
sechnology. With this technology, we can extract the essense. of the plants with less time and fess
Pesources, and the results of the test cun s cutstanding

4. Then click outside the comment box to end the Insert Comment
mode.

3.84 Using the Tracking Function

B Setting the Track Changes Function

Go to the [Review] tab and click the [Track Changes] icon &) or
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go to the status bar and click [Track changes: Off] to set up the
tracking changes functions.

Click the dropdown menu in the [Review] tab and set the options
for displaying changes and comments on the screen.

= [Simple Markup]: Comments and changes are displayed in a simple
manner.

= [No Markup]: Hides all comments and changes on the screen.

= [All Markup]: All comments and changes are displayed in the body
text.

= [Original]: Shows the original prior to change.
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3.9 Personal Information Protection

You can select which types of personal information you wish to
protect.

1.

42 |

Open a file’s original document, then go to [Home > Change

Personal Information]. The [Change Personal Information] window
will appear.

File ! Insen Design  Lay arch Geog £ Settings  ~
— —
Segoe Ul e & :;U' 4 H =]
) 15g Replace =
Paste BIU " : Change Personal {8 RéP1 Open  Extract image
- S Copy Format ~ = s i information [} Select - ZPfile  from document

Click the desired format of personal information you wish to
protect.

Change Personal Information x

Foreign Regetraton Num

et Cand Number

Dt of Exth Address

Onca the personal nformaton s comverted
Customeation Settngs | | Set Doy Formet | nto other characters, £ arno be
recoverac. Therefore, please use s copy.

Search Protact Protact Al Close

*  [Customization Settings]: Add different information formats to
expand the search range.

* [Set Display Format]: Change how protected information is
displayed in the document.

Click [Search] to search through the entire document. The next

instance of the search information will be highlighted with each
click.

When the information is highlighted, click the [Protect] button. To
protect all specified types of information all at once, click the
[Protect All] button.
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5. Read the warning message, then click [OK]. A copy of the
document will be created and the selected information will be
protected and replaced with asterisks (* * * *),

s Prvacy-protected documents are saved a5 a copy.
oA ‘The privacy protection applied to the copy cannot be.
d removed.

6. Repeat steps 3-5 to protect the remaining information in the
document, then click [Close].

7. The protected information file is a copy of the original file. Choose
a document saving option in the [File] tab before closing to save
your document.

NOTE
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44 |

Sheet

Changing the Cell Format

Editing Fonts

Select the text to edit by dragging it, and edit the font in the
[Home] tab.

Lsyout Formulas Data  Review  View

§‘ :‘:‘ + 'Segoe Ul : = Merge Cells ~
Insert  Delete Format | * [ shrink to Fit
N - it B Wrap Text E

S Copy Format ~

Setting Borders and Filling
Cells can be selected to give a variety of border and filling effects.
Modifying from the Ribbon Menu

Select the cell to apply changes, and edit the font in the [Home]
tab.

File Home Inset Llayout Formulas Data  Review  View  Pen

2 Xow Bx To EH v Merge Cells ~

= B copy . = shrink to Fit

aste Insert  Delete Format BIU-FXX Lo =

* <8 Copy Format ~ - v v Ko B wrap Text =
Icons Description ‘
Do Change the cell color. Click the [#] button to change the

color.

Change the cell borders. Click the [#] button to change

the position, line color, line style of the borders.
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1. Select the cell to set the borders of.

2. Click [Home > Format > Format Cells] or right click the cell and
click [Cell Format].

3. Click the [Border and Fill] tab in the [Cell Format] window.

4. Select the line style, line color and background color, and click the
border to apply them to.

Cell Format X
Number  Algnment  Font | & F Protection

i Line style: Presets

| Lne color:
o= lone  Qutine jnside
Automatk ¥

1 Background color:

No fil - Text

OK Cancel

5. Click the [OK] button. The set border settings will be applied to the
cell.

4.1.3 Setting the Text Alignment

Show the data more effectively by setting the text in cells in ways
such as vertical/horizontal alignment.

Select the cells to align, and click the align icon in the [Home] tab.
To change only the arrangement of certain cells, select the cells
you wish to change and click the arrange icon.
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File Inset  Layout Fory /
7 i :
X% cut Ex E’nr, £ Made'S' SIRE ! cenenl -
pasie B COPY inset D¢’ /% (3 shrink to it % s &5
S Copy Format ~ * 7/ + B wrap Text i CHL I

(]
4.2 Setting the Cell, Column/Row, and Sheet

42.1 Inserting

Click the cell you wish to insert a cell, row, or column and click
[Home > Insert] to insert a cell, row, or column. When inserting
sheets, a new sheet is inserted in front of an activated sheet.

You may also insert by selecting the relevant cell, row header,
column header, or sheet tab and right clicking.

rie P —— G~ smemge 7 -
Xat T ros / jtosum - EFN- QEnd~
£ copy (2 b @ 2 Sort - W rier = [3 selection Pane
Paste Delete Format B I Ll" / Open
S Copy Format - SR / & Clear = 2P file
oS v X AR letcel formula detaif ‘g' -
K s L S O B
1]
12 ]
L3
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422 Deleting

Click the cell you wish to delete a cell, row, or column from and
click [Home > Delete] to delete a cell, row, or column. When
deleting sheets, an activated sheet is deleted.

You may also delete by selecting the relevant cell, row header,
column header, or sheet tab and right clicking.

(1)
File ome Insert Data  Review  View G - _Search Google 2
Xeut Segoe Ul Ben - Q find ~
paste P COPY Vriter - (> selectionPane 600
S Copy Format BIU-FX & Clear P file
D5 X v fx : -
A 8 c 18« Delete Rows : 3 R s I v

188 Delete Columns

N [

4.2.3 Hiding and Unhiding

Hide and unhide rows in the same as hiding and unhiding columns.

1. Select the row to hide.

2. Click [Home > Format > Hide Rows] or right click the row header
and click [Hide].

& POLARIS OFFICE | 47



4. Sheet

Layout Formulas Data  Review  View  Pen Search Google ] -

Bx Fai @ 1 [Segoe Ul <A Q#ind - [ﬂ

3 H [ selection Pane

Insert D% Format | ¢ " Open

< Copy Format ~ - - (. BIU-FXX Q-5 & Clear ~ 2P file
™ v X v & 111 Row Height <

#]] Autorit Row Height

A B C | 6 S | | wu -

| Column width...
21 Autorit Column Width
=5 Default Width...

[T Hide Columns
[ Unhide Columns

B Restoring Visibility to Rows
1. Select rows so that the hidden row is included.
2. Click [Home > Format > Unhide Rows] or right click the row
header and click [Unhide].
B Hiding Sheets

1. Select the sheet to hide in the sheet tab.

2. Click [Home > Format > Hide Sheet] or right click the sheet tab
and click [Hide Sheet]. The selected sheet will be hidden.

Fie | Home! Inset Layout Formulas Data  Review View  Pen fearch Google -
= Xox B Tl o i ) [ Qena-
Dast]e ) copy g rwml ) i [ Seecton Pane | o
- Scopyromats | - - e B I U-F XX E & Clear + 2P file
06 . X « fx 10 Row Height =
£[] AutoFit Row Height |
[ & [ = c IR oo i o G 3 T v [
B | | column width i T T =
; § E Autofit Column Width
!’j* B Default Width...
L 2 | £ Hide Rows
157 |52 unhide Rows
}%' I Hide Columns
[0 I urhwse coins . ... |
|1 V[ Hide Sheet .
157 N IO N I .+ - i :
(5] |
| :‘; Move or Copy Sheet ..
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1. Click [Home > Format > Unhide Sheet] or right click the sheet tab
and click [Unhide Sheets].

2. Click the sheet to restore visibility to in the [Unhide] window and
click the [OK] button. The hidden sheet will reappear.

Unhide X

Unhide sheet:

424 Protecting Sheets

1. Select the sheet to protect in the sheet tab.

2. Click [Home > Format > Protect Sheet] or right click the sheet tab
and click [Protect Sheet].

Find - 3
} Selection Pane “Per
{2 Clear ~ 2P file
T u
19 [E] Format Cglls.
Or click [Review > Protect Sheet].
File Home  Inset Layout Formulas Data Vies Pen
. oo (BI@ B B
New Show AN ComITene e; Protect | Protect Allow Users  Protect
Comment i Sheet iVorkbook to Edit Ranges  Document

3. Select the content to allow in the [Protect Sheet] tab and click the
[OK] button. The sheet will be protected.
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Protect Sheet x

(VI Protect worksheet and contents of locked cells

Unprotect sheet password:

| Sekect Unlocked Cels
H{Ccel Format
{{C3Fomat Columns
1 [[JFormat Rows
@' Citnsert colrms

| 1|[OJinsert Rows
{{Ciinsert Hyperink
{{CJpetete Columns
1[CIDelete Rows
3ot

4.3 Using Formulas

4.3.1 Inserting Simple Formulas

The instruction to inserting simple formulas such as addition,
subtraction, multiplication and division is as follows.

1. Click the cell to insert a formula into.

2. Enter directly into the cell or click [Formula Bar] and enter as
follows.

3. Press the <Enter> key on the keyboard or click the [Enter] button
() at the formula and text entry bar. The formula will be inserted.

43.2 Inserting Functions

1. Click the cell to insert a formula into.

2. Select a desired function type on the [Formulas] tab.
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View  Pen

aﬂa&umi«ermﬂmn:m Logical  Text Date & Lockup &  Math & Smsl»tsrhg«rmmg\n!mmmCwmbﬂh’y wa:: ¥ ivlateCalculate
Time _Reference Trigonometry } fow  Sheet

3. Click a function to insert it into the cell, then the [Formula] window
will appear. Enter the data into the formula input field.

Equation x

Returns the number that represents the date in Polaris Office Sheet date-time
code.

Year is 2 number from 1900 or 1904 (dependng on the
workbook's date systam) to 9993,

Formub Resuk =

ok || cncel

4. Check the result in the [Formula] window, then click [OK]. The
formula will be inserted.

4.4 Using Charts

44.1 Inserting Charts

1. Drag to select the data area to insert the chart in.

2. Click the desired chart type in the [Chart] group in the [Insert] tab.
The chart is created in the designated area.

File View View Pen

= by T
i b =1} A il

Pivot  Table Picture Culu'nn Bm S(rxk Surh'e R.d.u Line Ares Pieor Scatteror® A Line Column Win/Los
Table b2 Doughnut Bubble
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To set up each chart element, click [Chart > Chart Element].

[Axis]: The default horizontal and vertical axis can be hidden or
displayed.

[Axis Title]: Click the [Axis Title] and the [Axis Title] window
appears. The X and Y axis titles can be entered and whether or not
it is displayed can be set.

[Chart Title]: Click the [Chart Title] and the [Chart Title] window
appears. The chart title can be entered and whether or not it is
displayed can be set.

[Data Label]: For each item, you may choose to hide the data, or
configure it to appear in the center, near the interior end, the
exterior end, or at the axis.

[Data Table]: The data of a table can be displayed underneath the
chart in a table format.

[Error Bars]: The error bars of the chart can be hidden, and the
error bars of the standard error, percentage, and standard
deviation can be added to the chart.

[Gridlines]: Vertical and horizontal gridlines are shown in the chart
image area. Select multiple options to show them all.

[Legend]: The legend is a small box that distinguishes the patterns
and colors assigned to the data types or items of the chart. The
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legend appears by default when a new chart is inserted, but
[Legend] can be clicked to hide or change the location of the
legend.

1. Click the element to change the style of at the dropdown list in the
[Chart] tab.

2. On the [Chart] tab, click [Shape Styles], [Shape Fill], [Shape Outline],
or [Shape Effects] to change the style of the selected element.

Chart Area

Change
Chart Type

The style and color of inserted in charts by default can be
customized. Click [Change Colors] or [Styles] in the [Chart] tab.

File Home Insert  Layout ‘ i
I~ I} Chart Ares  ~ ]
1B all
Selection Change Shaf
Pane Chart Type styl¢

Clicking [Chart > Switch Rows/Columns] switches the rows and
columns in the chart.

File  Home Insert layout Formulas Data  Revie

dh

H_} L’_b ﬁ)ﬂ ‘ 173 . Chart Area  ~ W
Selection  Chat  Change S:‘,wsoi Switch t Change Shay
Pane | Element Colos -  iRows/Columnsi Data  Chart Type Syl

The chart type can be changed even without inserting a new chart.
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4.5

54 |

Click [Chart > Change Chart Type] and select the desired chart
type.

File  Home Inset Llayout Formulas Data  Review  View

B db @ df

Seection  Chat  Change Styles 5
Pane | Element Colors - Rows,

! (Chartarea -

Shay

Columns Data sty

Using Conditional Formats

Select the cell that includes the data to apply conditional
formatting to and click [Home > Conditional Formatting]. The
formats and criteria to be applied to cells can be selected.

11 % Cloar Rules »

12 & Manoge Bl

= [Cell Highlight Rules]: With comparison operators as the standard,
certain cell formats are designated within the cell range, making
cells much easier to find.

= [Top/Bottom Rules]: The maximum and minimum values in the cell
range can be searched for depending on the specified standard
value.

= [Data Bars]: Chosen cell values can be seen in comparison with
other cells with data bars. The length of the data bar represents
the cell value. As such, long bars represent top values and short
bars represent bottom values. Data bars are especially useful for
distinguishing top and bottom values within a large amount of data.
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= [Hue]: Hues are a helpful visual indicator for understanding data
distribution and alteration. Using two or three hues, you can
compare cell ranges with the hue gradation. The color shading
represents top/bottom values, or top/middle/bottom values.

= [lcon Set]: Categorize the data into 3-5 groups distinguished by the
threshold value, and use icon sets to attach footnotes. Each icon
represents a particular value range. For example, among 3 arrows
the red upwards arrow is the top value, the yellow sidewards arrow
the middle value, and the green downwards arrow the bottom value.

To clear a selected conditionally formatted cell or the rule of the
entire sheet, click [Home > Conditional Formatting > Clear Rules]
and select the desired item.

Q Find = 3
Y Fiter 2 Selection Pane
v s Open

Clear = P file

Clear Rules from Selected Cels |

Clear Rutes from Entire Sheet

4.6 Using Filter/Sort

4.6.1 Creating Filters

1. Select the data on the sheet to use the filter function on.

2. On the [Data] tab, click [Filter]. A filter is created.
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File  Home inset layout Formulas ! Data | Review \View  Pen

BRE BB B2 [ L “l%l??ﬂ

Access Text  Existing  Refresh Connection Ascending Descending ' Fiber avanced sg
Connections Al + Filter ]

3. Click the created filter’s expandable menu ((*]). To specify a
sorting method or data filtering range, select the values to
show/hide and click [OK].

Week1 [v] Week2 [v/  Week3 [v|  Weekd [v]  Week5 [v]
112 [3 4[58 ]o [10/11]12/15]16[17 18[10 22/23]24 25]26 20130[1 [2 [3 |

‘5.4 SortZto A H |
: |

Fiker by Color
Text Fiter

|1 |[search

9. [ (Select Al

M (Emoty Field)

4.6.2 Removing Filters

If a value is hidden by a filter, go to the [Data] tab and click [Clear]
to show all hidden information.

File  Home Inset Layout Formulas Review  View  Pen

Al A z =E

e e 03 8l i [ Y ; B

Access Text Edsing  Refresh Connection Ascending Descending  Sort Adva cnu Leapp?y Split
Connections  All Fiter : Text

4.6.3 Sorting Columns in Ascending Order and Descending
Order

The text, numbers, date, and time of one or more columns can
have data arranged in ascending or descending order.

1. Select the column to arrange.
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2. From the [Data] tab, click [Ascending] or [Descending].

| Fle  Home Insen layout Formulas +

Bkl & ]
Access Tet Exsng  Refresh Connection {
‘Connections ‘J

Using Pivot Table

1. Ensure that data includes the table header and blank cells and click
[Insert > Pivot Table].

Layout  Formul’ G + Search Google | -

e B/ EmE &

iTable Pictue Onfine Screenshot O S Scaeror  Line Column Win/loss Hypedink  Tet WordAm  Symbol
: Picture - 4hnut Bubble Box - v

2. Select the range the data to analyze and the position where the
pivot table report will be inserted and then click the [OK] button.

3. From the [PivotTable Fields] window, drag the field list to the
desired position. A PivotTable will be inserted.
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A3 - X  fx  sum:UNITPRICE
A B <

1 DISCOUNT (Al =

2

* o NI FRE ot bl =

+ RowLabels | 12

s -IABC12 2

6 Pendl 2

7 desk

5 -ABCI3 3

S BallPen 3

0| PC

11 iBc24

12| Chair

13 clnto1t

15| notebook

15 023

% PC

17 grand 2 3

i + v Sheetz Sales Quote

4. Check your PivotTable

1
13
19

9
10

n
n
6
6
5

2547

2547
453
453

2 4532547

50

PivotTable Fields X

Coose fieds to 39 to report:

Updits Later

report and adjust the field list.

ivotTable Fields x

Drag fields between areas bebw:
T fress W Cobemn

sum - QTY
surn ; UNIT PRICE
DisC

Updte Later

* [Update Later]: Checking this box will cause changes made to
the field list to not be immediately applied to the PivotTable.
Click the [Update] button to apply the changes.

58 |

& POLARIS OFFICE



4.8

4.8.1

4.8.2

4.8.3
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Setting Page

Quickly Setting the Print Area

1. Drag the mouse to select the area to print.

2. Click [Layout > Print Area > Set Print Area]. The print area will be

set.
File Home Insert : Formulas Data Review v G - Search Google &
i L | o1
.5 H B 8 s B BB -
vamsoﬂen(amr Print :Page  Spiit Background Page selection  Themes Colors Effects
Awa Order - ettings Pane “ - -
c4 -
B H 1 ]

Adding a Print Area

1. Select an area to print other than the set areas.

2. Click [Layout > Print Area > Add Print Area]. The print area will be
added.

Fle  Home Insen Formulss Data  Review V G~ Search Google -
4 = i~ A [
& a H B B s B &S =
Virg s Orentation i s Background Page Selection  Themes Colors ~ Effects
+ Order Settings Pane - - -
H9 -
H 1 )

4
Setting Custom Print Areas
1. Click [Page Settings] from the [Layout] tab, [Margins > Custom

Margins] or [Size > More Paper Sizes] to open the [Page Settings]
window.
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File Home  Inset | Layout | Formulas  Data

View F

e (5] & &

Selection ~ Themes Colors Effects
Pane ¥ v Y

05 06 ®H &
o
' S

Margins Orientation Size  Print  Page  Split Ba
s, ¢ Area  Order

Pt Tre
Rgws to Repeat:
Columms to

Pt
G Lnes Coment: (tone) d

Dratt Qualty
Row/Column Headers
Page Order

% Down, then over
Oyer, then down

gt Pt Prevew QOptions.

o ][ e

3. Click the [OK] button. The entered cell range will be set as the
print area.

484 Freezing Panes

Freeze a row or column so that it will be displayed in the
worksheet as you scroll up/down or left/right.

From the [View] tab, click the [Freeze Panes] icon ([E)). A line will
appear over the currently selected row or column, causing it to
continuously be displayed as you navigate the worksheet.

0.

File  Home Insen Layout Formulas Data  Review |

JEMEE Q8/ = o

Normal Page Break Read  Presentation Zoom 100% Zoomto ¥ Header =
Brwve’ (Mode  iiode & Selection | [/ Show Selected Cells' Rows and Columns | Panes

Click the [#] button from the [Freeze Panes] window to freeze the
first row or column.
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5. Slide

5.1 Creating a Slide

Inserting a New Slide

1. Select the slide above the position you wish to insert a slide.

2. Click the [Insert Slide] icon (+)) on the left side of the selected
slide. A slide with the same layout as the selected slide will be

inserted below it. To insert a blank slide, click the [New Slide] icon
(=) from the [Insert] tab.

Transition ~ Animation  Slide Show  Review

‘C,‘iiﬂ]r

t Shape SmartArt Chart

File  Home Insert Design

EEE BB L
New Layout Reset Table Picture Online Scr
Sh_ue » .. Picture

]
At Date &  Slide
Time Number

16 14 12 1 8 o 2 14 i3

5.1.2 Copying Slides

62 |

Select the slide you wish to copy in the downscaled slide layout to
the left of the screen.

Click the [Duplicate Slide] icon ('@'3‘) on the left sife of the selected
slide. From the [Insert] tab, click [New Slide], then [Duplicate

Selected Slide]. A duplicate of the selected slide will be inserted
below it.
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Goog

File Home Insert Design Transition Animation Shde Show Review y i ad
= 6 B BB a4/
E 3@ = b ke ® & O . &
New Layout Reset Table Picture Online Screenshot Clip Art Shape SmartArt Chart At Date &  Slide
5}159 » . Picture » = . ~ Time Number
1 oae *. 16 14 12 10 8 '] 12 14 1% -
@) =

"' ‘

Moving Slides

Slides can be moved to the desired position.

Click the slide to move in the downscaled slide layout to the left of
the screen, and drag it to the desired position.

anstion  Animaton  Side Show  Revew

LT

CONTENTS

Expenience a vanety of solutions with

Deleting Slides

Slides can be deleted.

Right click the slide you wish to delete from the outline on the left
side of the screen and click [Delete Slide]. Or select the slide you

wish to delete and press the keyboard’s <Delete> key.
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5.1.5 Changing Layout
An existing slide can be given a new layout when creating a
presentation.

1. Choose the slide to change the layout of.

2. Click [Insert > Layout] or go to the [Home] tab and click [Layout]
icon (fF ~). You can change the layout.

i Design Transition Animation Slide Show

Review View Pe -

m = B kd & B8O Iy dl O E
NS Layout Reset Table Picture Online Screenshot Clip Art Sh

ape SmartArt Chart  Video Onlf
H - Picture  ~ ® ¥ E: Vid  oer
. : Office Theme E I3 3 . % A
i Tlesiide  Titeand Content  Section Header  Two Content |
E ‘ 8 ) ‘ ‘ ‘ ‘ :
i Comparison Title Only Blank Picture with Cap... |
Content s

3. Selected the desired layout. The layout is changed to what is
selected.

5.1.6  Changing the Slide Size

1. Click [Design> Slide Size].
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Home Insert :

i Transition

Animation

5. Slide

Slide Show  Review  View

 HEEEan. =

Colors Background Effects

3

i

£l (] (1

3

Adding Footers

Select the slide to apply a footer to.

Click [Insert > Header/Footer].

Header/Footer

Side Side Notes and Handouts

- Include on Slide
[ Date and Time

12/11/2019
[] Side Number

T1Do not show on ttle side

| ookront] [ o |

NOTE

E POLARIS OFFICE

Select a ratio. Slide sizes can be set to either 4:3 or 16:9.

Once the [Header/Footer] window appears, check [Footer] in the
[Slide] tab and enter desired text.
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4. Click [Apply]. The footer appears at the center of the bottom of the
slide.

5.2 Picture

5.2.1 Inserting Images

1. Select the slide to insert an image to.

2. Click [Picture] in the [Insert] tab. The [Insert Picture] window
appears.

3. Select the image saved on the PC and click the [Open] button.
5.2.2 Editing Images

B Setting the Position of the Image with Another Object

1. Click to select the image to set the position with another object
such as an image or shape.

2. On the [Picture] tab, click the [Bring Forward] icon (I.}) or [Send
Backward] icon (I0).
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Inset  Design  Transition  Animation  Slide Show  Review View Pen

E LA 0 EBEE S =
Seénd” Alignment Rotate Selection = Comections Color AE:::: C?mp'mmge ps;"ul &8 &8
& . Pane . - ects  image e Picture

¢ [Bring Forward > Bring to Front]: Bring the image to the front.

*  [Send Backward > Send to Back]: Send the image to the back.

B Moving Images

Select the image you wish to move. The image can be dragged to
the desired position when the mouse cursor turns into a cross

shape (€9).

B Adjusting the image Size
1. Click to select the image you wish to adjust the size of.

2. Enter numbers into the size adjustment box in the [Picture] tab or
click the up/down arrow keys to adjust the size. Adjust the height
in the upper box, and the width in the lower box.

i/ [Crsamionge ] =
B/ BHe & e
Bring/ o Plcture Picture Crop Cropto
v Boder Eiects - Shape
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B Cropping the Image
1. Click to select the image to crop.

2. Click the [Crop] icon (I) from the [Picture] tab.

" [C-swhooge 1] -

® : : fF nEe
/ Il ®

;;r;ng‘ /- a8 & & Pkfme ::: e csmn "f:’meﬁﬁﬂ" 5

3. Drag the edges and corners of the image to set the area to crop.
The gray area will be cropped.

4. Click the <Esc> key on the keyboard. The grey area is cropped,
and only the remaining parts will be visible.

B Rotating the Image

1. Click to select the image you wish to rotate.

2. Click [Rotate] in the [Picture] tab and select the desired rotating
options.
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B Arranging Images
1. Select the image to arrange.

2. Go to [Picture> Alignment] and specify how the image will be
arranged.
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=
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«  [Align to the Slide]: Aligns the image to the slide.

*  [Align Selected Object]: When two or more objects like images,
shapes, and charts are selected, the selected objects become
the standards of each other.

3. Select the desired alignment option. The image is automatically
aligned based on the selected option.

Group multiple objects to edit as one entity.

1. To create a group, drag least two objects such as images or shapes
or click them while pressing the <Ctrl> on the keyboard.

2. Click [Picture > Group > Group]. The selected objects are put into
a single group.

To ungroup, right click the group and click [Group > Ungroup].
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1. Click to select the image you wish to apply a style to.

2. Click [Style], [Picture Border] or [Picture Effects] in the [Picture] tab
to set an image style.

1. Click to select the image to change

2. Click [Change Picture] in the [Picture] tab. The [Insert Picture]
window appears.

3. Select the desired image and click the [Open] button. The new
image will be inserted in the position of the previous image.

5.3 Video

5.3.1 Inserting Videos

1. Select the slide to insert the video file into.
2. Click [Insert > Video]. The [Insert Video] window appears.

3. Select a video file saved on your PC and click the [Open] button.

5.3.2 Editing Videos

On inserting a video, the [Video] tab is created. Videos can be
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edited from the [Video] tab.
B Applying Video Options

Video options such as video previews, volume, and replay can be
set in the [Video] tab.

Fle  Home Insent Design Transition Animation SideShow Revew  View  Pen } } [G- serchcooge |

D D B B om0 o
Bing Send Algnment  Video Video g
Fowadixwad - Boger et o

s Play Volume Loopurml
Stopped 3

5.4 Shape

54.1 Inserting Shapes

Lines, triangles, basic shapes, arrows, equation shapes, flowcharts,
stars/banners, and callouts can be inserted in the document.

1. Click [Shape] in the [Insert] tab.

1 Design  Transition  Animation  Slide Show  Review  View Pon W"GWBIC &

B @ M o RSO ‘Amm|a
New Layout Reset Table Picture Onrnl Smmsholc Shlu .m.-w\ Chm Video Onli’ «mn Date &  Shide
Slldz > ®, W - Time Number

2. Select the desired shape, and drag on the document editing window
to draw the shape. The shape is inserted.
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B Changing Shape Types

You can change the shape type without inserting a new shape. On
the [Shape] tab, click [Change Shape] and select a desired shape
type.

Fle  Home Inset Design Transition An¥ éw  View  Pen

B o B I F/ ‘a
Bring  Send Alignment Rotate Selection / & s E
Forward Backward  ~ 5 s P [k * 4 Shape !

54.2 Adding/Editing Text to Shape

To insert a text to a shape, right click the shape and click the [Edit

Text] menu. A cursor appears in the center of the shape where text
can be entered. After entering the content, click anywhere outside

the shape area or click the <Esc> key on the keyboard.

E POLARIS OFFICE | 73



5. Slide

5.5 Text

5.5.1 Inserting and Editing Text Boxes

1. Click [Text Box] in the [Insert] tab and click the desired text

direction.
File Home H Design  Transit/
EoE BEF /0 &9
New Llayout Resat Table Picture ¢ de Audio  Hypedink Action WordAst Date & Slide  Symbol
slide - > deo = Tme Number v
1 - - 2 W 2 3 § ) izontal Text Box 3
e A R i e Tesox

2. Drag with the mouse to draw a text box of the desired size.
3. Put the insert pointer into the text box, and enter the content.

4. Click the text box you want to edit. The [Shape] tab is generated.

5. On the [Shape] tab, change the alignment, style, shading, text
direction, and size of the text box.

5.5.2 Inserting and Editing WordArt

1. Click [WordArt] in the [Insert] tab.

\ Design  Transition  Animation  Shide Shy

Bl DR E B8/ /B A

=
Nor Lot Mt | T cum ool et i shy bt hcon | wsderos 10
o : s b b
1 = i " 2 1 4 5 L
-
pen
! e
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2. Click the desired WordArt. The WordArt is inserted in the
document in text box form.

Place your text here,
3. Click the inserted WordArt text box and enter the content.

4. Click the WordArt text box you wish to edit. The [Shape] tab will
appear.

5. You can change the location, style, text direction, and size of the

WordArt from the [Shape] tab.

5.5.3 Inserting Symbols

1. Place the cursor on the position to place the symbol.

2. Click [Symbol] in the [Insert] tab. The recently used symbols
appear.

¢ To insert any symbol, special character or Unicode character
that you don’t find on the keyboard, click [More Symbols]. The

[Symbol] window appears.
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5.6

5.6.1

76 |

symbal X
Symbol Specal Characters

Eont: (Current Font) *| Subset Basic Latin -

' £ 05 % & € LRI

01 2 3 456 7 89 : ; < = > 17
@ A B CDETFGHTIJKTLMNDO
P QR S T UV X ¥ zZ [\~
Becently Used Symbok Character code:
e ]

e o > P ] = 0 - from:

Unicode {Hexadedm: v

¢ To insert special characters such as Em Dash, En dash,
Copyright, and Registered trade mark, go to the [Symbol]

window and click the [Special Characters] tab.

3. Click the desired symbol. The symbol will be inserted into the
selected position.

Effects

Setting Slide Transition Effects

Applying Screen Transition Effects

1. Select the slide to apply a transition effect to.

2. Select a desired transition effect from the [Slide Transition] group

in the [Transition] tab.

Design |

Insert

i None  Cut

Fade Push Wipe Spit Appear Rando.. Shape Uncover Cover Blink Fall Over Drape Curtains =%

NOTE
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5. Slide

3. Set the transition speed and timing in the [Timing] group. The
transition effect will be applied.

Fle bome et owgn _Toniton Groomw ] -

e 527

None Cut  Fade Push

NOTE

Removing Screen Transition Effects

1. Select the slide to remove a transition effect from.

2. On the [Transition] tab, go to [Slide Transition] group and click
[None]. Slide Transition Effects will be canceled.

e I TTTEELELTR

Object Animation Effects

Applying Animation Effects

1. Select the text or object to apply an animation effect to.
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2. Click the desired animation effect from the [Animation Effect]
group in the [Animation] tab.

File

Set the animation starting position and timing in the [Timing] group.
The animation effect is applied to the object.

Fiie Home Insert Design  Transiion Animation  Side Show Rew

ﬁ.:.’..qpu.ovﬂg

s Animation
None Appewr Fade  Flyin [Floatim Spit  wipe  Shape v/ / pane

NOTE

B Removing Animation Effects

1. Select the text or object to remove an animation effect from.
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2. Click [None] from the [Animation Effect] group in the [Animation]
tab. The animation effect is disabled.

nimation | Side Show Review View Pen
-~ < = ) 4
O @ = F = Q [
O O v = ,¥ ® - 4

Hect  Add  Anin
Fade Flyin Fostin Spit Wipe Shape Wheel Rando. Grow, Zoom Swivel s Options Animation P4

5.7 Slide Show

5.7.1 Starting Slide Show

B Starting from the Beginning
Slide shows can be started from the beginning.

Click [From Beginning] from the [Slide Show] tab. The slide show
will start from the beginning.

Fie  Home Inset Design Transition Animation !SI

= Z

' Use presenter  Recompose SetUp Hide Cument
+ Beginning yurrent Sde tools. Slide Show Slide Show  Slide

@

i Review View  Pen

] Omit effects when moving to the previous side

Manitor [Automatic
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B Starting from the Current Slide

Slide shows can be started from the beginning.
1. Select the slide to start the slide show from.

2. Click [From Current Slide] in the [Slide Show] tab. The slide show
starts from the current slide.

Fle  Mome Insent Design Transiin Animation | ! Review View  Pen <3
=l Nl E F L o mnnomsbepmsdae
2 ecampose_SetUp_Hide Curent -

F&F,  From e presenter e e
Beginnin: Curment Slide s tools slide Show Side show ~ Slide  MonitorjAutematic

5.7.2 Setting Slide Show

1. Click [Set Up Slide Show] in the [Slide Show] tab.

)

File  Home Inset Design

2 2 (@

rom  Use presenter oW, SetUp tide Current =
Beginning Current Slide  tools Slide shos} Side Show s  slide  Monitor Automatic

2. Set the slide show options in the show setup window.
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Loop continuously. Press Esc’ to stop.
Pen Color:

Laser Ponter Colog:

1 Show Sdes
o
Erom: 1 To:

+ Advance Sides
Manual
) Use set time from 'Transition’ settings

! Multiple Monitors
i side Show Monitor:
Automatic vl

Resolution:

0K Cancel

*  [SLIDE]: Set the color of the pen and laser pointer in the slide
show.

*  [Show Slides]: The position of the slides shown in the slide
show can be designated.

* [Advance Slides]: The settings for advancing slides can be
configured to manual or a set time.

*  [Multiple Monitors]: The slide show can be displayed in
another connected monitor.

3. Click the [OK] button. The changes will be applied.

5.7.3 Hiding Slides

If there are slides that are necessary to the presentation but must
not be seen in the slide show, the slide can be hidden.

1. Select the slide show to hide in the slide show.

2. Click [Hide Current Slide] in the [Slide Show] tab.
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[~ Search Googe

Fle  Home Inset Design Transiion  Animstion
E B2 | & = %: &) 1) omit effects when moving to the previous side:
From From  Usepresenter Recompose Set%w| v

Eeginning Current Side toos Slide Show Siide Shovs  Slide Honitor Automatic ]

Hide the slide so it does not appear in the slide show. Hidden slides

3. Hi
are indicated with a backslash (\) at the downscaled slide layout

to the left, and the downscaled slide is change to look blurry
G + Search Google

Fle  Home Inset Design Transition Animation SlideShow Review  View  Pen
LTJ - E @ @ | £ Clomitetecs when moving to the prevous side
st pesenter SetUp _Hide Currnt 5

ugmng Current sw- todls su- Show slide Show  Slide  MONOrIZIONEE
¥ ® '3 ] L] 9 2 % (]

5.8 Slide Master

The slide master consists of the slide master (1) and a connected

layout (2).
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Fle  Home Insert Design Review View Sli G - search Google -
s v =
B @ E ES] % e E =@ [/ a [
Insert Side Insent  Delete Rename et o Themes  Colons Effects BackgroundHide Background  Slide Close
Master  Layout Placeholder 7 FOO! . . sy Graphics Sze  Master View
|
3 ® [ ] ] [ 3 ] q El 3 [ [

Edit Title Master Style

5.8.1 Forming the Slide Master

B Adding the Slide Master

1. Click [Slide Master] from the [View] tab. 11 layouts linked to the
new slide master will be created, then the [Slide Master] tab will
appear.

2 Ruler [ Gridiines (] Guides

Notes  Setas

Detault ' Display smart guides when shapes are aigned  Gid Spacing|0.8cm :

2. Click [Insert Slide Master] in the [Slide Master] tab. The 11 layouts
linked to the new slide master are created.

Home insen  Design  Review  View

a @ E A ®mewe B BE LD O O X
P insen slide  insen  Delete Rename insert Themes  Colors Effects Background Hide Background | Side Close
b Master sLayout Placeholder . - Stjes Graghics Sie | Mastervie

< Footer
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1. Click [Slide Master] in the [View] tab. The [Slide Master] tab is
created.

Animation

2. In the downscaled slide layout to the left, select the slide above the
position you wish to insert a new layout.

3. Click [Insert Layout] in the [Slide Master] tab. A new slide layout is
created below the selected slide. However, if the layout is inserted
after selecting the slide master, it will be created in the previous
layout position.

Design  Review

[#]
Revame

ot
Placeholder

¥ Footer

& B = |

Themes  Colors

5.8.2 Removing Slide Masters and Layouts

Select the slide master or layout you wish to delete and click
[Delete] in the [Slide Master] tab. The selected slide master or
layout is deleted.

B 86 L <
hemes  Colors  Effects B Close
- . Size  Master View

et v Footer
Placeholder * FOOt

= If a slide master is deleted, the connected layouts are also removed.

= However, if there is only a single slide master, it cannot be deleted.
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5.8.3 Preserving the Slide Master

The slide master may be automatically deleted when the slides
following a slide master are all deleted or when a different design
format file is applied to the slides following the slide master. For
these cases, the master can be preserved so it is not automatically
deleted.

Select the slide master to preserve and click [Preserve] in the
[Slide Master] tab.

Fe  Home Y [G - Search Google 4

8 g = C4 g X
Insert Slide Insert ' Preserve ;:-wu Master @ Themes Colors  Effects Background Slide Close

Master  Layout S Layout - - - Styles Sze | Master View
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86 |

OoDT

Character Format

Editing Fonts

The shape and size of the text entered into the document can be
changed to give a variety of effects.

Select the text to edit by dragging it, and edit the font in the
[Home] tab.

File Home ! Insert Design Layout References Review  View
E | I
Paste H = o=
- & Copy Format ~ | IEE €
Icons ‘ Description
Segoe Ul ~ Change the font.

1w - A~ 4 | Change the size of the text. Enter the size into the [0 -]
box or set the size to a preset value. The [A"4] button can
also be clicked to enlarge or shrink in the order of the

preset font sizes.

Ag - Toggle the capitalization. Click the [#] button to use the

option to toggle the capitalization.

B Make the text bold.

Change the text to the italic font.

Insert an underline. Click the [#] button to change the

=
4
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Icons ‘ Description
underline style and color.
F - Insert a strikethrough. Click the [#] button to select the
type of strikethrough.
¥, %1 Add a superscript/subscript to the text.
A Change the text color. Click the [#] button to change the
color.
A Add a shade to the text. The default color is grey. Go to
the [Home] tab and click the [Shading] icon (£).
Insert a border into the text.
AT Show the emphasis marks over each character. Click the
[#1] button to choose the type of emphasis mark.
54 Clear all formatting applied to text except the text
highlight.

1. Drag to select the text you wish to edit. Then right click it and

click the [Font] menu.

2. From the [Font] window, change the font style, character scaling,

spacing, and position. Then click [OK] to apply the changes.
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6.2

6.2.1

6.2.2

88 |

Paragraph Format

Adjusting Paragraphs

Paragraphs are units of text in the document divided by changing
lines. To divided the text into paragraphs while typing, press the

<Enter> key.

The paragraphs can be arranged to fit the left, center, or middle,
and the margins on either side.

Place the cursor at the paragraph you wish to change, and click
the desired arrange icon in the [Home] tab. The arrangement of
the paragraph the cursor is located at is changed.

When arranging all the paragraphs in the document, press the
shortcut combination <Ctrl + A> and click the arrange icon.

File | Home : Inset Design  Layout 4 Review View

U il N A S
BIU-7 /A-Z-W[@AA-

& Copy Format =

Creating Bullets and Numbering

Create a list of several items, or a list with stages of an outline
level applied.

When listing several items, bullet symbols are normally used, and
when creating a list for consecutive movements or several steps,
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numbering is applied.

1. Place the cursor on the sentence to add bullets.

2. Go to the [Home] tab and click the [Bullets] icon’s (:=) extend menu
(W) and select a desired type of bullet.

=

File i Inset  Desif G ~ Search Google £¥ Settings

D ] Aral

L~
»
Paste
o
S Copy Format ~ B

IS v > 4 =
— v— BP— 4—
b— vV— P— 4—

Define New Bullet...

1. Place the cursor on the sentence that bullets are added to.

2. Click the expandable menu (W) of the [Bullets] icon (:Z) in the

[Home] tab to select the desired bullets.

3. Click the desired level from [Change List Level]. The default value
will be automatically applied to the list.

1. Place the cursor on the sentence to add numbers.

2. Go to the [Home] tab and click the [Numbering] icon’s (:=) extend
menu (W) and select a desired type of number.
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0 |

File i Insert  Design View
Dﬂ Arial
Paste .

© Scopyromat- B I [ [A

£ Settings =

Define New Number Format.

When there are multiple numbered values dispersed throughout the
document and you wish to start again from 1, click the [Numbering]

expanding menu (W) icon (:=), then click [Set Numbering To]. The

[Set Numbering To] window will appear.

Set [Set Value To] as 1, and click the [OK] button. The numbering is

set again from 1.

Set Value To:

Set Numbering Value X
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6.3 Editing Document

Look for a particular word or phrase in the document, or search
for a word or phrase and automatically change it to a different
word or phrase.

6.3.1 Finding

1. Click [Find] in the [Home] tab. The [Find and Replace] window
appears.

File | Home ! Inset Design Lay G - Search Google £ Settings =

P 7 I
=1 |Adal ASBDCDA12  AsBLCCDAT2  ASBBCDAT2 E Te 1
AgReplace .
paste BIU " It tle 4 Change Personal Open
- = s information [ Select ~  ZIP file

 Copy Format ~

2. Enter the content to search for. The search options can be set.

Find and Replace X

[ Fnd | Replace

End what:

Search Options

Search: | Whole Document v
I Match case I Match haf/full width forms
Find whole words only Ignore punctuation

[CIgnore white-space characters

Cancel
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3. Click the [Find Next] button. The page will move and show the
searched content each time the button is clicked. Clicking the
[Highlight All] button to search.

6.3.2 Replacing

1. Click [Replace] in the [Home] tab. The [Find and Replace] window

appears.

Fle | Home i Insen Desan  Lay G ~ Search Google 2 settings =
@ . [Mu( / ‘M‘lmm‘z AsBOCEDA12 ASBOCEDATZ IE
Pasty §can_ BIU Title 2 Title 3 Title 4 ; Ch;"';' s T " Z?Dp:l‘o

2. Enter the content to search for. The search options can be set.

Find and Replace X
Fnd Replace

Endwhat: |
Replace with: |
Search Options
s
[[IMatch case [TIMatch haff/full width forms

[ZJFnd whole words only [JJgnore punctuation
[[Jignore white-space characters

3. Click the [Replace] button. The page will move to the searched
content and replace it each time the button is clicked.
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6.3.3 Bookmark

Insert bookmarks to mark a place for easy access as with a
bookmark in a book. Custom names can be set for classification.

1. Select the text, image, or location to insert the bookmark in the
document.

2. Click [Insert > Bookmark]. The [Bookmark] window appears.

Design  Layout  References Review  View 5.
!/

UH HBMEEE & 88 il
Blank  Page Table Picture Online Screenshot Clip Art Shape AT n
Page  Break - picture  ~ -

3. Enter the name into the [Bookmark name] box and click the [Add]
button.
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Bookmark x
Bookmark name: 9
Q] sookmark i e |

Sortby: @ Name (OLocation

[ Hidden bookmarks

6.3.4 Hyperlink

Insert web page hyperlinks that can send you to web pages by
clicking on text or objects.

Drag text or click objects to select them to use as hyperlinks in the

1.
body.
2. Click [Hyperlink] in the [Insert] tab. The [Insert Hyperlink] window
appears.
o ‘
Fle  ome § | Design Layout References Review  View /[ fuws -
DH BWm@a B3 o ,/4°0// 0
Blank  Page Table Picture Online Screenshot Clip At Shape <% Hyperlink slookmar’ | “07 Symbol
Page Break - Picture - - - - e / / - v
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3. Enter the web page address and click the [OK] button. The link is
applied and is shown in the body. Text with hyperlinks shows in a
different color.

et Hypertink x

| Bt Pl e et pice. | o TR OOt ol Mk D

6.4 Setting the Layout of the Document

6.4.1 Page Break

Pages can be broken where necessary while creating a document.
1. Click the desired position to insert the page break in the document.

2. Go to the [Insert] tab and click [Page Break]. If the cursor is located
before a sentence, the page is broken before the cursor. If the
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cursor is located after a sentence, the page is broken after the

cursor.
File G ~ Search Google £F Settings =
%; =4 g 1= £ Q
Bla%?: Page | Table Picturf | Footer Page Text Date & Symbol
Page ; Bresk | o = Number Box Time x

6.4.2 Inserting the Header/Footer

Click the header or footer’s expandable menu (W) to insert a
header or footer.

1. Click [Header > Edit Header] or [Footer > Edit Footer] from the
[Insert] tab.

File Home | In G- h £ Settings o
H o m

U= E S e = Q

glank  Page Table/  Adew ader Footer ! Page Text Symbol

Page  Break +/ pmment 1§ - v iNumber  Box .

2. Insert the contents of your document’s header or footer. The
[Header/Footer] tab will appear.
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set  Owign lsyout References Revew  View Header/Footer |G - Search Gosgle @ settngs ~
) /= Tl [ osem : X
ooter Date & Document Pcture | Goto . = Close
o Yo | Se N Conmet I — e
‘Header:

3. To return to the document editing window, click the [Close
Header/Footer] button in the [Header/Footer] tab.

File Home  Insert’ Review  View i

Header Footer Page
bt ». N.ﬂ:\l’ Jor

6.4.3 Removing the Header/Footer

To delete the header or footer, click [Header > Remove Header]

or [Footer > Remove Footer] from the [Insert] tab.
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6.5 Using Tables

6.5.1 Inserting Tables

1. Click [Insert > Table].

2. Move the mouse above the grids to designate the rows and

columns.
File Home Insert Design  layout References Review  View | J & Settings =~
= = =S E 1 | ‘,‘
W= b g = &8 : T Q
Blank  Page Picture Online Screenshot Clip At Shape “rotirt ar / suation Symbol
Page  Bresk Picture  ~ - . f s
5x4 Table -
—— ‘,“
ER Insert Table...
BZ Draw Table

3. Click to insert the table.

NOTE
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6.5.2 Editing Tables

B |nserting Rows and Columns

1. Select the cells to insert rows and columns at.

2. To insert columns from [Table Layout > Insert], click [Insert Above]
or [Insert Below]. To insert rows, click [Insert Left] or [Insert

Right]. A column and row is added.

Fle  Home Inset Design Lsyout References Review  View

i D HEBEH 00 okee

it Spit Mege | Align  Cell o
Celis  Table Table Tet Marging s | >88M

& insert pelow
1B insert ekt

@ Insert Right

B Deleting Rows and Columns

1. Select the cell to remove rows and columns at.

2. On [Table Layout > Delete], click [Delete Cell], [Delete Columns] or

[Delete Rows]. The rows or columns are deleted.

Insett  Design Layout References Review  View  Table Desic

= - e = 5 et

HEH 0O oe m B R K F
spit  split Mege  Align  Cel | Siue | Dow Easer | Sekt Vif
Cels Table Table | Tet Magins o SoSM SIES | Table - Gid
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B Merging Cells
1. Drag to select two or more cells in the table.

2. Clicking [Table Layout > Merge Cells] will merge the selected cells

into one.
File Home Inset Design  Layout References Review  View  Table Design
....... oo T v
B Bl @B ¢ 00 o s
Delete insert™; Merge | Spift  Spit Align  Cell Slreem

i Cells § Cells Table Tet Margins

B Sorting Text

1. Place the cursor on the cell with the text to sort, or drag two or
more cells to select them.

2. Click [Table Layout > Align Text].

File Home  Inset Design  Layout Rererences Review  View able Layout !
.......

BE CEBS BN o s

Delete Insert Split  Split Merge' Align | Cell =338em Eraser

Cells  Table Table Ergn Margins
1[E] Align Top Justified

Align Top Center
Align Top Right
Align Center Justified

Align Center

Align Center Right
1[E] Align sottom Justified
'Q Al\gn Bottom Center

3. Click the desired text alignment option. The text position of the
selected cell is changed.
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6.6 Inserting Images

6.6.1 Inserting Images Saved on the PC

1. Place the cursor on the position to place the image.

2. Click [Picture] in the [Insert] tab. The [Insert Picture] window

appears.

3. Select the image saved on the PC and click the [Open] button.

6.6.2 Inserting Screenshot Images

1. Place the cursor on the position to place the image.

2. Click [Screenshot] in the [Insert] tab. The currently activated
windows are viewed as thumbnails.

File Home | Insert ! Design Layout References Review  View

0 H
(5
Blank  Page
Page Break

¢ B C

e H
Table Picture Onli Hyperlink Bookmark New
- Picture

] Capture Screen

3. Select the desired thumbnail. The image is inserted into the chosen

position.
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6.7 Setting Page

6.7.1 Setting the Margins

B Setting Preset Margins

Click [Layout > Margins]. The margins of the entire document can
be set to be identical.

Fie  Home lnset  Design § t ! References Review  View G - Sexrch Googie £ Settings ~
effic o 2 ® e 5l
2 Page Layout Alignment Selection

- setungs - Pane

200¢m  Bottom 200 cm
200em  Right  200¢m

127cm  Bottom 127 cm
127em  Right 127 em

Bottom.

B Setting Custom Margins

1. Click [Layout > Margins > Custom Margins...] or [Layout > Page
Settings]. The [Page Settings] window will appear.

2. After setting the margin in the [Page] tab, click the [OK] button.

Page Settings x
Page | Layout
Page
Orentation: Paper see:
q B A4 v
Portrat  Landgcape Width: 21em &
Heght: 27m S
e —
Top: 3am b Bottom: 254 am
Left: 254cm  |o Right: 2750m !
Header: 0o Footer: ocom H
Gutter: 0cm Gutter postion: !
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6.7.2 Setting the Orientation

Click [Layout > Orientation]. The orientation of the entire
document can be set horizontally or vertically.

. References  Review /¢ 43 Settings o

Home Insert

Design '.

- o—e
E 2 [B]
Page Lay jignment Selection
Settings o3 X Pane

6.7.3 Setting Page Size Options

Click [Layout > Size]. The document paper size can be set to a
variety of sizes.

File Home  Insert Desngng i References Review  View | £ settings o
O o A0k E [B]
. : PR

Margins Onemae: Size olumns Page Layout nt Selection
¥ )/ H  HEd 4 Settings Pane

& POLARIS OFFICE | 103



6. ODT

6.7.4 Setting Page Columns

The page can be divided into multiple columns with the column
setting function. Using columns makes the document appear more
organized and more content can be seen at once.

After placing the cursor at the location where the column will
begin, click [Layout > Columns]. The document can be divided into

columns of a variety of types.

Margins Orfentation
} 3 Pane

+ - Settings

Fle  Home Insent | References Review  View L Settings =
O @ = 5]
SiZ Ecniumns: Split Page Layout lent Selection

[E] More Columns
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6.8.1

6.8.2

6. ODT

Reviewing Documents

Seeing the Word Count

Calculates and displays the number of words entered into the
document.

Click [Word Count] in the [Review] tab. The number of pages,
words, characters, paragraphs and lines can be checked.

Word Count ¢

Statistics:
Pages 2

Word count 191

Characters (no spaces) %6

Characters (with spaces) 1111
Paragraphs 10
Lines

vIncude textboxes, footnotes and endnotes

Close

Reviewing Spelling and Grammar

Click [Spelling and Grammar] or [Advanced Spell Check] in the
[Review] tab. You can check incorrect spelling or grammar by

going through the red underlines or by using the [Spell Check]
window on the right to make corrections directly.
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Iert_ Design  layout  References | Review

Dear Morgan

s commodo, Do

3 volutpat, um

porta purus por

tor.

Nam eu molestic elit.

Spell Check

Lorem

@ Setngs ~
B
@
Protect
Document
x
Sp A
Change Al

6.8.3 Inserting Comments
1. Drag or place the cursor on the position to insert the comment.
2. Click [New Comment] in the [Review] tab. A comment is inserted in
the selected position.
0.
File Home Insert  Design £ Settings  «
‘}?‘i a\b/c 33\531 g Simp} L—\EI
Word  Spelling and Advanc Show Protect
Count Grammar Spell Check N Comments Docu_mem
3. Write comments in the comments window on the right.
o o,
18 very happy 1o give you the good news. We are finaly abie 10 meet your need. thanks 0 our new.
Solom: VAt e oy e e vt the S o . e il et b
Tt sod s o e it i e
4. Then click outside the comment box to end the Insert Comment
mode.
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6.9 Personal Information Protection

You can select which types of personal information you wish to
protect.

1.

Open a file’s original document, then go to [Home > Change
Personal Information]. The [Change Personal Information] window
will appear.

ile ! insert Design Lay G - Sea £ Settings  ~

=l Segoe Ul ABBCCDIIZ ASBLCCDAIZ  AsBBCCDAIZ s % ‘
; s,

Paste B U Title itle d ' Change Personal ;-8 Reploce: | oan

* < CopyFormat ~ S 1 Information [y Select ~  ZIP file

Click the desired format of personal information you wish to
protect.

Change Personal Information x

Persanal nformatin

Resen wegetaton umber  T1Foretn Regstaton tambes |
Date of Brth Address '
ot s

Once the personal nformaton s converted
Customzatin Settngs | | Set Deoby Formst | o other characters, £ GAnot be
recoverec. Thersfore, please use ks copy.

Saarch Protect protact Al Close

*  [Custommization Settings]: Add different information formats
to expand the search range.
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[Set Display Format]: Change how protected information is
displayed in the document.

3. Click [Search] to search through the entire document. The next

instance of the search information will be highlighted with each
click.

4. When the information is highlighted, click the [Protect] button. To
protect all specified types of information all at once, click the
[Protect All] button.

5. Read the warning message, then click [OK]. A copy of the
document will be created and the selected information will be
protected and replaced with asterisks (* * * *),

Polaris Office PC x

6. Repeat steps 3-5 to protect the remaining information in the
document, then click [Close].

7. The protected information file is a copy of the original file. Choose
a document saving option in the [File] tab before closing to save
your document.

A

Information encrypted in a protected document cannot be confirmed
within that document.
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7. PDF

7.1 Annotations

7.1.1 Adding Annotations

B Adding Sticker Notes

1. Click [Annotation > Sticker note].

File Home |

il & tA U F 4 3 g
Annotation  Show srcwe: Sticker 1Highlight Underiine Strikethroy'  Ae  Pencil Delete  Lasso
List  Annotation contents . note ¥

2. Click where the sticker note will be placed. Then, the sticker note
icon (Z) will appear.

3. Double click the sticker note icon and enter your comment. When
you are done, press the <Esc> key.

B Using Text Editing Tools

1. Click [Highlight], [Underline], or [Strikethrough] in the [Annotation]

tab.
File -
: s [B A U F i [ Or 2 | @
Annotation  Show Show S:r@:h\ghhg?‘( Underline Strikethrough + Text Rectangle Oval  # Delete Lasso
Ust  Annotation contents  note ! box -

2. Drag the part in the body text to add emphasis or deletion marks to.
Emphasis or deletion marks are added to the body text.
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1. Click a drawing markup tool in the [Annotation] tab.

File Home !

BE BN E
Annotation  Show  Show  Sticker ighlight Underline Strikethrough T
List Annotation contents note

2. Drag it to desired position. The drawing markup is added.

7.1.2 Showing Annotations

To show inserted annotations on the screen, click [Annotation >
Show Annotation]. Click [Show Annotation] again to hide the
annotations from the screen.

A U T — 7 >

Delete Lasso

Show | Show Sticker Highlight Underline Strikethre & Line  Pencil
Annotation ;:ontents note

7.1.3 Deleting Annotations

The instructions to remove annotations displayed in the document
are as follows.

1. Click [Annotation > Show Annotation] to show all annotations on

the screen.

2. Click the [Delete] icon (%) in the [Annotation] tab.
1)

File  Home !

Gilg <
Annotation  Show  Show Sticker /| «ctangle Oval Amow Line  Pencil
List  Annotation contents note

— &
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7. PDF

3. Select the annotations to delete. The selected annotations are
deleted.

NOTE

Editing as Office Documents

You can convert a PDF file to a Word (.docx), Sheet (.xIsx), Slide
(.pptx) or Hangul (.hwp) format and edit the document.

1. Open the PDF file you wish to edit as an office document.

2. Select a format from the [Home] tab and save.

fle 1R "; Annotation G - Search Google -

[ cowrae[ 7] Q@E'bQEHHII
S Zoom 11 ‘ Find Spitd} editas Editas Editas Editas |
Py - PDF i WORD SHEET SLDE HWP !

3. After saving in the selected format, edit the contents and save
again.

Save as Office Document x

Edit as WORD
Saving the PDF document as an Office document.

Save as Office Document x

Save completed successfully.

[Tachnology
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