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CHAPTER-1- GETTING STARTED WITH WORD
Introduction

Microsoft Word 2016 is a word processing application that allows you to create a variety of documents, including
letters, resumes, and more. In this lesson, you'll learn how to navigate the Word interface and become familiar with some
of its most important features, such as the Ribbon, Quick Access Toolbar, and Backstage view.

Getting to know Word 2016

Word 2016 is similar to Word 2013 and Word 2010. If you've previously used either version, then Word 2016 should feel
familiar. But if you are new to Word or have more experience with older versions, you should first take some time to
become familiar with the Word 2016 interface.

The Word interface
When you open Word for the first time, the Start Screen will appear. From here, you'll be able to create a new
document, choose a template, and access your recently edited documents. From the Start Screen, locate and

select Blank document to access the Word interface.

NeW learn more about the Word interface:
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Working with the Word environment

Like other recent versions, Word 2016 continues to use features like the Ribbon and the Quick Access Toolbar—where
you will find commands to perform common tasks in Word—as well as Backstage view.
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Customize your text using advanced
font and character options to give it
the exact look you want.

You can add a variety of styles and
colors to your text, as well as visual
effects, like strikethrough,
superscript, and all caps.

Showing and hiding the Ribbon

If you find that the Ribbon takes up too much screen _
space, you can hide it. To do this, click the Ribbon
Display Options arrow in the upper-right corner of the Ribbon, then select the desired option from the drop-down menu:

______ Auto-hide Ribbon Auto-hide Ribbon: Auto-hide displays your document in full-screen mode and

"I Hide the Ribbon. Click at the top completely hides the Ribbon from view. To show the Ribbon, click the Expand
AaBbCl of the application to show it. Ribbon command at the top of screen.
No Spacit F Show Tabs . . . i
- Show Ribbon tabs only. Click a Show Tabs: This option hides all command groups when they're not in use, but
Styles tab to show the commands. tabs will remain visible. To show the Ribbon, simply click a tab.
- 5 — | Show Tabs and Commands
— | Show Ribbon tabs and Show Tabs and Commands: This option maximizes the Ribbon. All of the tabs

commands all the time. and commands will be visible. This option is selected by default when you open

Word for the first time.

To learn how to add custom tabs and commands to the
Ribbon, review our Extra on Customizing the Ribbon.
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The Quick Access Toolbar

Located just above the Ribbon, the Quick Access Toolbar lets you access common commands no matter which tab is
selected. By default, it shows the Save, Undo, and Redo commands, but you can add other commands depending on
your needs.
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The Ruler is located at the top and to the left of your document. It makes it easier to adjust your document with

precision. If you want, you can hide the Ruler to create more screen space.

To show or hide the Ruler:

Click the View tab.

Click the checkbox next to Ruler to show or hide the Ruler.
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Backstage view

Backstage view gives you various options for saving, opening a file, printing, and sharing your document. To access
Backstage view, click the File tab on the Ribbon.
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Document views and zooming

Word has a variety of viewing options that change how your document is displayed. You can choose to view your
document in Read Mode, Print Layout, or Web Layout. These views can be useful for various tasks, especially if you're
planning to print the document. You can also zoom in and out to make your document easier to read.

File Tools View Academic Paper - Word B - [m] x

Switching document views
without whom the SR would not have been able to solicit and select the excellent writers that
Switching between different document views is
easy. Just locate and select the
desired document view commandin the SR has housed only five, with the most recent editor, George Core, beginning his run in 1973

bottom- rig ht corner of the Word window. Andrew Nelson Lytle, one of the South’s more distinguished (and underappreciated) men of let-

have graced their pages during these past decades. For the last seventy-six vears, the office of the

Read Mode: This view opens the document to ters, edited the Sewanee Review twice in hus career, once in 1942 to 44 and then again from 1961

a full screen. This view is g reat for readi ng to 1973 During his tenure as editor, Lytle helped to resurrect the magazine from academic stag-
la rge amou nts of text or sim p | y reviewing your nation, financial straits and a dwindling readership while presenting some of the twentieth cen-
work.

tury’s finest critics, writers and poets

Read Mode!
Screen2 of 77 @[}; B -1 + 100%

Print Layout: This is the default document view in Word. It shows what the document will look like on the printed page.
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Using Customize Quick Access Toolbar, add New, Quick Print, and Spelling & Grammar.

In the Tell
press Enter.
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Choose a shape from the menu, and double-
click somewhere on your document.

Show the Ruler if it is not already visible.
Zoom the document to 120%.

Change the Document view to Web
Layout.

When you're finished, your document should
look something like this:

Change the Ribbon Display Options back
to Show Tabs and Commands, and
change the Document View back to Print
Layout.
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CHAPTER -2- UNDERSTANDING ONEDRIVE
Introduction
Many of the features in Office are geared toward saving and sharing files online. OneDrive is Microsoft’s online storage
space that you can use to save, edit, and share your documents and other files. You can access OneDrive from your
computer, smartphone, or any of the devices you use.

To get started with OneDrive, all you need to do is set up a free Microsoft account, if you don’t already have one.

If you don't already have a Microsoft account, you can go to the Creating a Microsoft Account lesson in our Microsoft
Account tutorial.

Once you have a Microsoft account, you'll be able to sign in to Office. Just click Sign in in the upper-right corner of the
Word window.

\aBbCcDc AaBbCcDe AaBbhC L
T Mormal | TMoSpac.. Heading 1 Editing
Styles I ~

Benefits of using OneDrive
Once you're signed in to your Microsoft account, here are a few of the things you’ll be able to do with OneDrive:

Access your files anywhere: When you save your files to OneDrive, you'll be able to access them from any computer,
tablet, or smartphone that has an Internet connection. You'll also be able to create new documents from OneDrive.

Back up your files: Saving files to OneDrive gives them an extra layer of protection. Even if something happens to your
computer, OneDrive will keep your files safe and accessible.

Share files: It's easy to share your OneDrive files with friends and coworkers. You can choose whether they can edit or
simply read files. This option is great for collaboration because multiple people can edit a document at the same time
(also known as co-authoring).

Saving and opening files
When you're signed in to your Microsoft account, OneDrive will appear as an option whenever you save or open a file. You
still have the option of saving files to your computer. However, saving files to your OneDrive allows you to access them

from any other computer, and it also allows you to share files with friends and coworkers.

For example, when you click Save As, you can select either OneDrive or This PC as the save location.

Save As

@% OneDrive - Personal Yeste rday

akestone.omason@gmail.com
Documents

Olenna Mason's OneDrive » Documents

Older
+ Add a Place Olenna Mason's OnzDrive

T misec

Browse
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CHAPTER -3- CREATING AND OPENING DOCUMENTS
Introduction

Word files are called documents. Whenever you start a new project in Word, you'll need to create a new document,
which can either be blank or from a template. You'll also need to know how to open an existing document.

To create a new blank document:

When beginning a new project in Word, you'll often want to start with a new blank document.

Select the File tab to access Backstage view.

Select New, then click Blank document.

New
Home Insert Design Layout
o Search for online templates 0
Cut Calibri I[EDlj}f) - 11 - Suggested searches:  Business  Personal  Industry  Print
CDP\ Design Sets Education Event
Fi
e . B I U-akx, X
. Format Painter
L -->
Clipboard I Font
Take a
A new blank document will appear. tour
Account
Blank document Welcome to Word
Options
Aa Title =]
To create a new document from a template: N eW
A template is a predesigned document you fyer )
can use to create a new document quickly. s
Suggested searches:  Business  Personal  Industry  Print

Templates often include custom
formatting and designs, so they can save you
a lot of time and effort when starting a new
project.

Design Sets  Education  Event

O

Take a

Click the File tab to access Backstage view,
then select New.

Several templates will appear below the Blank

document option. You can also use the search ‘tour
bar to find something more specific. In our Account
example, we'll search for a flyer template. Blank document Welcome to Word

Options

=% Home fhyer Fe

When vyou find something
you like, select a template to
preview it.

Seasonal event fiyer Summer ewent fiyer

Seasonal event flver (spr. Seasonal event fhves fwi...
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A preview of the template will appear. Click Create to use the selected template.

X
Seasonal event flyer . .
{autamn) A new document will appear with the selected template.
Providedbye Wherosah Comparation
ey et ko .
o You can also browse templates by category after performing a search.
Dorft B Shy=Tel
Tham Whvy Thay
M
- Category
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Add Mors Great. (Eoitais =
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SUBTlTLE P ’ Announcements 65
[ ey Blue 50
. Business 46
Party 46
Education 43
Event Planning 42
Industny 42
Media 37
Print 34
Invitations 33
Hustration 32
Haoliday 31
Posters 29
Adwvertisements 25
Portrait 25
Seasonal ewent flyer (au...
Seasonal 25

To open an existing document:

In addition to creating new documents, you'll often need to open a document that was previously saved. To learn more
about saving documents, visit our lesson on Saving and Sharing Documents.

Navigate to Backstage view, then click Open.

Document] - Word
Select This PC, then click Browse. Alternatively, you can
choose OneDrive to open files stored on your OneDrive.

Info Open

Protect Document

Documents
} Control what types of changes people can make to this @ Rew=
Protect
Document
ﬁ OneDrive - Personal Adworks

lakestone.omason@gmail.com

Custom Office Templates

P~ Inspect Document E;l This PC
'a - y . My Snips
Befare publishing this file, be aware that it contains: + P
ﬁ:::?r Document properties and author's name arlace School
Browse Tax Forms
Monthly Report.docx
The Open dialog box will appear. Locate and select ot )
. Org Chart.d
your document, then click Open. Options rg Chart.docx
& 0pen X
‘ The selected document will appear.
(3 w4y ThisPC » Documents »+ School v O SearchSchool p PP

Ee @ Most features in Microsoft Office, including Word, are geared toward

saving and sharing documents online. This is done with OneDrive,
W Oedtop £ A Name Detemodfied ~ Type Size which is an online storage space for your documents and files. If
you want to use OneDrive, make sure you're signed in to Word with
your Microsoft account.

Organize +  New folder

Do g e DAUGOSM Moo OB
Documents # G5 Humaniis sy 19/15 MicrosoftWord D 386KB
Jﬂ Muse 4 Term Paper I} 11015 1233PM Microsoft Word D.. 418

& Pictures )fv ‘

File name: ‘Term Paper | AllWord Documents v

Took + Cancel
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To pin a document:
Open

If you frequently work with the same document,

you can pin it to Backstage view for quick access. @ Recent Older
% ResumeCoverl etter
wi

Olenna Mason's OneDrive

12/4/2015 3:31 PM
Navigate to Backstage view, click Open, then & OneDrive - Personal

5 Memo )
select Recent. A T remtoorisOncives Documenss 212153047
= 5| Resume
i ) i E‘:I This PC E Olenna Mason’s OneDrive » Documents ke 'h
A list of recently edited documents will appear. Hover
the mouse over the document you want to pin, then T AddePlace
click the pushpin icon.
Browse
Open
@ Recent Pinned
i i i il i % Reime 5/12/20142:33 PM
The document will stay in Recent documents list until it W=] Ojcmna Macon's OneDiive » Documents s N
is unpinned. To unpin a document, click the pushpin L Older
icon again. = 5 ResumeCoverLetter ¥
E‘Q This PC VE 0Olenna Mason's OneDrive 127412015331 PM
= Memo y
+ Add a Place "E Olenna Mason's OneDrive » Documents 12/1/2013 304 M
Compahblllty Mode Browse

Sometimes you may need to work with documents that were created in earlier versions of Microsoft Word, such as Word
2010 or Word 2007. When you open these types of documents, they will appear in Compatibility Mode.

Compatibility Mode disables certain features, so you'll only be able to access commands found in the program that was
used to create the document. For example, if you open a document created in Word 2007 you can only use tabs and
commands found in Word 2007.

In the image below,
you can see how
Compatibility Mode layout  References  Mailings  Review  View Format
can affect which

newsletter - Word

newslette| [Compatibility Mode] | Word

layout  References  Mailings  Review  View

commands are Drsnapeil- [:] n |j L2 ShapeFill - A Tert Directiar
available. Because . . - gShape Outine Shadow F % EL) ‘3_-D : EShape Outine: Quick . [:]Align Tet-
the document on 7| [ Change Shape » Effects 3 Hi ~ | C& Shape Effects - Styles A- Create Link
the left is in Shape Styles G Shadow Effects 3D Shape Styles i | WordArt Styles Text

Compatibility Mode,
it only shows commands that were available in Word 2007.

To exit Compatibility Mode, you'll need to convert the document to the current version type. However, if you're
collaborating with others who only have access to an earlier version of Word, it's best to leave the document in
Compatibility Mode so the format will not change.

You can review this support page from Microsoft to learn more about which features are disabled in Compatibility Mode.
To convert a document:
If you want access to all Word 2016 features, you can convert the document to the 2016 file format.

Click the File tab to access Backstage view, then locate and select the Convert command.

newsletter [Compatibiity Made] - Word

A dialog box will appear. Click OK to confirm the file upgrade.

Info

newsletter Microsoft Word 7 X

C:» Users » Downloads )
Your document will be upgraded to the newest file format,
Compatibility Mode

@ Some new features are disabled to prevent problems when werking with previous

Convert ‘vewr‘shﬂf Office. Converting this file will enable these features, but may result in Converting allows you to use all the new features of Word. This document will be replaced by the converted version,
ayout changes.

While you'll get to use all the new features in Word, this may cause minor layout changes. If you prefer not to upgrade, press cancel.

D Do not ask me again about converting documents

Tell Me More... Cancel
Protect Document

Contral what types of changes people can make to this document.
Protect

Coomenty The document will be converted to the newest file type.

Converting a file may cause some changes to the original layout of the document.
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CHAPTER -4- SAVING AND SHARING DOCUMENTS
Introduction

When you create a new document in Word, you'll need to know how to save it so you can access and edit it later. As with
previous versions of Word, you can save files to your computer. If you prefer, you can also save files to the
cloud using OneDrive. You can even export and share documents directly from Word.

Save and Save As

Word offers two ways to save a file: Save and Save As. These options work in similar ways, with a few important
differences.

Save: When you create or edit a document, you'll use the Save command to save your changes. You'll use this command
most of the time. When you save a file, you'll only need to choose a file name and location the first time. After that, you
can click the Save command to save it with the same name and location.

Save As: You'll use this command to create a copy of a document while keeping the original. When you use Save As,
you'll need to choose a different name and/or location for the copied version.

About OneDrive

Most features in Microsoft Office, including Word, are geared toward saving and sharing documents online. This is done
with OneDrive, which is an online storage space for your documents and files. If you want to use OneDrive, make sure
you're signed in to Word with your Microsoft account. Review our lesson on Understanding OneDrive to learn more.

To save a document:

It's important to save your document whenever you start a new project or make changes to an existing one. Saving
early and often can prevent your work from being lost. You'll also need to pay

close attention to where you save the document so it will be easy to find =
later.

Home Insert Design Layout

Locate and select the Save command on the Quick Access Toolbar. Cut _
Calibri (Body) - 111 =

Copy

If you're saving the file for the first time, the Save As pane will appear Paste i
- Format Painter

in Backstage view.

Clipboard 1 Font
You'll then need to choose where to save the file and give it a file name. Click Browse to select a location on your
computer. Alternatively, you can click OneDrive to save the file to your OneDrive.

The Save As dialog box will appear. Select the location where you
want to save the document.

Enter a file name for the document, then click Save.

Save As

[ save s X
(A OneDrive - Personal €« v » ThisPC » Desktop » AdWorks v B Search Ad Works p
& lakestone.omason@gmail.com -
Organize ¥ New folder Bz v o
. ~
E‘D This PC Documents # *  Hame Date modified Type Size
LIy
bvsic 2 B AdWorks Letter 113015200 PM Microsoft Word Doc... 15KB
[&| Pictures~ #
wf=  AddaPlace
B vides #
Ad Works ula 3
Browse
[} File name: m v
Saveas type: Word Document v
Authors: Olenna Mason Tags: Addatag Title: Add a title
[ Save Thumbnail
A Hide Folders Tools ~ Cancel

The document will be saved. You can click the Save command again to save your changes as you modify the document.

You can also access the Save command by pressing Ctrl+S on your keyboard.
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Using Save As to make a copy

Resume - Word

If you want to save a different version of a
document while keeping the original, you can create
a copy. For example, if you have a file named Sales
Report, you could save it as Sales Report 2 so

Info

you'll be able to edit the new file and still refer back Resume
to the original version. Desktop » Ad Works
) ) ) Pratect Document
To do this, you'll click the Save As command in » e e e R B S ¥ e e
. . . . Protect
Backstage view. Just like when saving a file for the D

first time, you'll need to choose where to save the
file and give it a new file name.

@ Inspect Document
)

Before publishing this file, be aware that it contains:
Check for

Document properties and author's name
lssues ~

To change the default save location:

If you don't want to use OneDrive, you may be frustrated that OneDrive is selected as the default location when saving.
If you find this inconvenient, you can change the default save location so This PC is selected by default.

Click the File tab to access Backstage view.

Click Options.

Home Insert Design Layout
= = Inspect Document
)
Cut Calibri (Body) = [11 = e Before publishing this file, be aware that it contains:
CDI’J"' i eck for Document properties and author's name
"y ssues =
Paste B I U -abe :
- X, X
- ¥ Format Painter = :
Clipboard a Font —vj Manage Document
I Q Check in, check out, and recover unsaved changes.
T D Managet There are no unsaved changes.
ptions S locument -

The Word Options dialog box will appear. Select Save on the left, check the box next to Save to Computer by
default, then click OK. The default save location will be changed.

Word Options ? >
G 1 . -
sners E Customize how documents are saved.
Display
Proofing Save documents
Save Save files in this format: Word Document (~.docx)
Language Save AutoRecover information every (10 ] minutes
Adwvanced Keep the last autosaved version if | close without saving
) . . —
Customize Ribbon AutoRecover file location: C\Users\ AppData‘\Roaming ][ Browse.. |
Quick Access Toolbar [0 Don't show the Backstage when opening or saving files
Show additional places for saving, even if sign-in may be required.
Add-Ins Save to Computer by default
Trust Center D&fault local file location: [CAUsers\Documentsy, | [ Browse.. |
Default personal templates location: | ]
Offline editing options for document management server files
~
[ oK | [ cancel

AutoRecover

Word automatically saves your documents to a temporary folder while you are working on them. If you forget to save
your changes or if Word crashes, you can restore the file
using AutoRecover.

Home
- =t Calibri (Body) ~ |11 = | A”
To use AutoRecover: | . alibri (Body
Past . =
a. = ' Farmat Painter LI O eam iy o
Open  Word. If autosaved versionsof a file are found, Clipboard = Font

the Document Recovery pane will appear on the left.
Document Recovery
Waord has recovered the following files.

Click to open an available file. The document will be recovered. e P e T T el et

Awvailable Files

Click to open an available file. The document will be recovered.
EE] Resume [Originall
Wersion created last time

This is the original document.
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Protect Document

» Contral what types of changes peaple can make ta this document.
. Protect
By default, Word autosaves every 10 minutes. If you i
are editing a document for less than 10 minutes, Word
may not create an autosaved version.
/ﬁ Inspect Document
. h - Before publishing this file, be aware that it contains:
If you don't see the file you need, you can browse all Clheckfw Document properties and author's name
ssues ™
autosaved files from Backstage view. Select
the File tab, click Manage Versions, then
choose Recover Unsaved Documents. Account o) Manage Document
ccaun Qf Check in, check out, and recover unsaved changes.
Manage ] There are no unsaved changes.
Options Document ~

Recover Unsaved Documents
Browse recent unsaved files

Exporting documents

By default, Word documents are saved in the .docx file type. However, there may be times when you need to
use another file type, such as a PDF or Word 97-2003 document. It's easy to export your document from Word to a
variety of file types.

To export a document as a PDF file:

Exporting your document as an Adobe Acrobat document, commonly known as a PDF file, can be especially useful if
you're sharing a document with someone who does not have Word. A PDF file will make it possible for recipients to view—
but not edit—the content of your document.

Click the File tab to access Backstage view, choose Export, then select Create PDF/XPS.
The Save As dialog box will appear. Select

the location where you want to export the document, enter
a file name, then click Publish.

Resume - Word

Export

8] Publish as PDF or XPS X
[ Create PDF/XPS Document Create a PDF/XPS Document & © 4 s ThisPC » Desktop > AdWorks o8 | Search Ad Works »
L] Preserves layout, formatting, fonts, and images ) -
Content can't be easily changed Sgpmo  Keoikls R B
P/. Change File Type Free viewers are available on the web & Downloads # A Name Date modfied Type Size
“ Documents
No items match your search,
- b Wusic »
Create. [& Pictures b s
FOFPES 1 Bideos #
AdWols 5
File name: | e “
Save as type: | PDF v
. . . Open file after publish Optimize for: @ Standard (publishi
if you need to edit a PDF file, Word allows you to convert a (e g LA ©ﬁ"'n:;n§";m§n'§f optons..
PDF file into an editable document. Read our guide O Minimum sze

(publishing online)

A Hide Felders Tools ~ Publich k Cancel

on Editing PDF Files for more information.
To export a document to other file types:

You may also find it helpful to export your document to other file types, such as a Word 97-2003 Document if you need
to share with people using an older version of Word or as a .txt file if you need a plain-text version of your document.

Click the File tab to access Backstage view, choose Export, then select Change File Type.

Select a file type, then click Save As.

Export

Change File Type

Document File Types

== Document Word 97-2003 Document
Create PDF/XPS Document =| Uses the Word Document format =] Uses the Word 97-2003 Document format
nEm
I OpenDocument Text =| Template
=| Uses the OpenDocument Text format =] Starting point for new documents
, .
EA Change File Type h Other File Types
Plain Text == Rich Text Format
Contains only the text in your document =| Preserves text formatting information
Single File Web Page P’ Save as Another File Type
Ehg Web page is stored as a single file 1
Eﬁ'
Save As

ls
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[F] Save As >
i . « - » ThisPC » Desktop » Adworks v & Search Adworks p-l
The Save As dialog box will appear. Select
R Organize v Mew folder Bz - (]
the location where you want to export the R ~
. @ Test MName Date modified Type Size
document, enter a file name, then click Save. )
= This PC Ma iterns match your search.
[H Desktop
You can also use the Save as type drop-down [5] Documents
I Downloads v < >

menu in the Save As dialog box to save
documents to a variety of file types.

File name: | Resume )

Save as type: |Word 97-2003 Document ~
Word Document

Word Macro-Enabled Decument

Word 97-2003 Document

Word Template

Word Macro-Enabled Template

Authors:

Word 97-2003 Template
A Hide Folders  [ppF

XPS Document

Single File Web Page
Web Page

Sharing documents Web Page, Filtered
Rich Text Format

Word makes it easy to share and nggs:[’;%:&%otﬁi
collaborate on documents using OneDrive. In |OpenDocument Tex
the past, if you wanted to share a file with

someone you could send it as an email attachment. While convenient, this system also creates multiple versions of the

same file, which can be difficult to organize.

When you share a document from Word, you're actually giving others access to the exact same file. This lets you and
the people you share with edit the same document without having to keep track of multiple versions.

In order to share a document, it must first be saved to your OneDrive.
To share a document:

Click the File tab to access Backstage view, then click Share.

The Share pane will appear.

Click the buttons in the interactive below to learn more about different ways to share a
document.

Click the buttons in the interactive below to learn more about different ways to share a
document.

Resume Share with People
Olenna Mason's OneDrive » Documents Send invitations and get sharing links.
-"
-
Share Share with
People
&% Share with People
U= Email
E@ Present Online
Post to Blog

Post to Blog

From here, you can use Word to post entries directly to your blog if you use one of the supported blogging sites such as
SharePoint Blog, Word Press, or Blogger.

Challenge!

Open our practice document.

Use Save As to create a copy of the document. Name the new copy Saving Challenge Practice. You can save it to a
folder on your computer or to your OneDrive.

Export your document as a PDF.
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CHAPTER -5- TEXT BASICS
Introduction

If you're new to Microsoft Word, you'll need to learn the basics of typing, editing, and organizing text. Basic tasks include
the ability to add, delete, and move text in your document, as well as how to cut, copy, and paste.

Using the insertion point to add text H20 Auto Detailing

References

The insertion point is the blinking vertical line in your
document. It indicates where you can enter text on the
Paste B I U -~ abc x, X°

page. You can use the insertion point in a variety of ways. . ~
Clipboard = Font = Paragraph

Calibri (Body) - 24

Blank document: When a new blank document opens,
the insertion point will appear in the top-left corner of the
page. If you want, you can begin typing from this location.

Adding spaces: Press the spacebar to add spaces after
a word or in between text.

New paragraph line:
Press Enter on your keyboard to move

the insertion point to the next paragraph line.

AUtO DEtaIImg I Manual placement: Once you
begin typing, you can use the
mouse to move the insertion point
Auto Detailing to a specific place in your
Services List| I document. Simply click
the location in the text where

Auto DI;etaiIing
Services List

you want to place it.

Arrow keys: You can also use the arrow keys on your keyboard to move the insertion point. The left and right arrow
keys will move between adjacent characterson the same line, while the up and down arrows will move
between paragraph lines. You can also press Ctrl+Left or Ctrl+Right to quickly move between entire words.

In a new blank document, you can double-click the mouse to move the insertion point elsewhere on the page.

Selecting text
Before you can move or format text, you'll need to select B H:05ignature Wash
it. To do this, click and drag your mouse over the text, Cars 520 - SUVs 525 and up

Hand wash and dry vehicle, including tires, rims, wheel wells, and door jambs.

then release the mouse. A highlighted box will appear ' ; ! e
Interior vacuum, dust, and deodorize, plus windows inside & out.

over the selected text.

Calibri (Body) ~ |14 = & A" o e,;.
B I UW-A-~:=-:i=- styes
When you select text or images in Word, a hover B ii:07ignature Wash

toolbar with command shortcuts will appear. If the toolbar Cars §20 - SUVs $25 and up

does not appear at first, try hovering the mouse over the Hand wash and dry vehicle, including tires, rims, wheel wells, and door jambs.
selection ! Interior vacuum, dust, and deodorize, plus windows inside & out.

To select multiple lines of text:

Bl H.0 signature Wash
Cars 520 - SUVs 525 and up
Hand wash and dry vehicle, including tires, rims, wheel wells, and door jambs.

Move the mouse pOinter to the |Eft Of any ”ne SO lt 7 Interior vacuum, dust, and deodorize, plus windows inside & out.

becomes a right slanted arrow. ) )
-Slgnature Interior

Cars 540 - SUVs S60 and up - March special! S5 off
Shampoo carpets, floor mats, seats, and door panels. Clean and protect console, dash,

Click the mouse. The line will be selected. and cup holders.

- H,0 Signature Wash
Cars 520 - SUVs 525 and up

ﬂ Hand wash and dry vehicle, including tires, rims, wheel wells, and door jambs.
Interior vacuum, dust, and deodorize, plus windows inside & out.

- Signature Interior . . .
Cars $40 - SUVs $60 and up - March special! S5 off To select multiple lines, click and drag the mouse
Shampoo carpets, floor mats, seats, and door panels. Clean and protect console, dash,

and cup holders. Up or dOWn.
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To select all of the text in your document, choose
I 11,0 Signature Wash the Select command on the Home tab, then click Select
Cars §20 - SUVs §25 and up

Hand wash and dry vehicle, including tires, rims, wheel wells, and door jambs. All. Alternatively, you can press Ctrl+A on your
Interior vacuum, dust, and deodorize, plus windows inside & out. key board.

. Signature Interior
Cars 540 - SUVs 560 and up - March speciall 55 off = _ o x
Shampoo carpets, floor mats, seats, and door panels. Clean and protect console, dash,

41 and cup holders. Tell me what you want to do... Olenna Mason QShare
£ Find -
1BbCeDc | AaBbCeDe AaBhbC¢ AaBbCcl ab
wac Replace
. - Mormal | TMoSpac.. Heading1 Heading2 |+
Other shortcuts include double-clicking to select a word P J J [ Select~

and triple-clicking to select an entire sentence or paragraph. st £ Select All
[} Select Objects
Select All Text With Similar Formatting (Mo Data)

EQ Selection Pane...

To delete text:

There are several ways to delete—or remove—text:

To delete text to the left of the insertion point, press the Backspace key on your keyboard.

To delete text to the right of the insertion point, press the Delete key on your keyboard.

Select the text you want to remove, then press the Delete key.

If you select text and start typing, the selected text will automatically be deleted and replaced with the new text.
Copying and moving text

Word allows you to copy text that's already in your document and paste it in other places, which can save you a lot of
time and effort. If you want to move text around in your document, you can cut and paste or drag and drop.

To copy and paste text:

Select the text you want to copy.

- Hloliignature Wash
Cars 520 - SUVs 525 and up Click the Copy command on the Home tab. Alternatively, you

Hand wash and dry vehicle, including tires, rims, wheel wells, and door jambs.
Interior vacuum, dust, and deodorize, plus windows inside & out. can press Ctrl+C on your keyboard.

B signature Interior

Cars 540 - SUVs 560 and up - March special! 55 off

Shampoo carpets, floor mats, seats, and door panels. Clean and protect console, dash,
and cup holders.

Dresign Layout References
-9
h 36 Cut Calibri (Body) ~ |14 - A° A Aa-
. i i Ez Copy
Place the insertion point where you want the text to Pesm : B I U ~abex, x* & -3
- Format Painter
appear. :
Clipboard = Font

Click the Paste command on the Home tab.
B H:0 Signature Wash Alternatively, you can press Ctrl+V on your keyboard.
Cars 520 - SUVs 525 and up

Hand wash and dry vehicle, including tires, rims, wheel wells, and door jambs.
Interior vacuum, dust, and deodorize, plus windows inside & out.

Bisignature Interior Insert Design Layout References
Cars 540 - SUVs 560 and up - March special! 55 off O Cut
Shampoo carpets, floor mats, seats, and door panels. Clean and protect console, dash, - Calibri (Body) ~ |14 -~ A A Aa-
and cup holders. Copy

Pz B I U -abex, x* [A-3%-

- ' Format Painter

Clipboard [} Font

The text will appear.
- H20 Signature Wash

Cars 520 - SUVs 525 and up

Hand wash and dry vehicle, including tires, rims, wheel wells, and door jambs.
Interior vacuum, dust, and deodorize, plus windows inside & out.

- H2O0 Signature Detail
Cars S60 - SUVs 575 and up - March special! S10 off
Everything included in the Signature Wash, plus hand wax and buff. T

- H>O0 Signature Interior
Cars $40 - SUVs S60 and up - March special! S5 off
Shampoo carpets, floor mats, seats, and door panels. Clean and protect console, dash,

You can also cut, and cup holders. copy, and paste by right-
clicking your document and choosing the desired action from the drop-down menu. When you use this method to paste,
you can choose from three options that determine how the text will be formatted: Keep Source Formatting, Merge
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Formatting, and Keep Text Only. You can hover the mouse over each icon to see what it will look like before you select
it.

To drag and drop text:

Select the text you want to move.

Click and drag the text to the location where you want it to
[l Paint Correction & Protection appear. A small rectangle will appear below the arrow to
Call for pricing - March special! 10% off indicate that you are moving text.

Prices may vary depending on size of vehicle. Heavily soiled vehicles are subject to an additional charge. |

Schedule your appointment today! - ‘ -
Contact Hank Odum at 321-555-5400 or hank@H20mobile.com B Peint Correction & Protgct:on
Special rates available for weekly/monthly customers Call for pricing - March special! 10% off

Prices may vary depending on size of vehicle. Heavily soiled vehicles are subject to an additional charge.
Schedule your appointment today!

Contact Hank Odum at 321-555-5400 or hank@H20mobile.com

Special rates available for weekly/monthly customers

H;0 Mobile Wash & Valet | Just leave the details to us

H,0 Mobile Wash & Valet | Just leave the details to us

Iy

Release the mouse, and the text will appear.

B Paint Correction & Protection
Call for pricing - March special! 10% off . .
If text does not appear in the exact location you

Schedule your appointment today! want, you can press the Enter key on your keyboard
Cont.act Hank Od.um at 321-555-5400 or hank@H20mobile.com to move the text to a new line.
Special rates available for weekly/monthly customers

H20 Mobile Wash & Valet | Just leave the details to us

L\fn'ces may vary depending on size of vehicle. Heavily soiled vehicles are subject to an additional charge.

Undo and Redo

Let's say you're working on a document and accidentally delete some text. Fortunately, you won't have to retype
everything you just deleted! Word allows you to undo your most
recent action when you make a mistake like this.

I o esign Layout
Unde Typing (Ctrl+Z)
To do this, locate and select the Undo command on the Quick Access - Cu Color (Bod ” A
Toolbar. Alternatively, you can press Ctrl+Z on your keyboard. You T alibri (Body)
can continue using this command to undo multiple changes in a row. Paste - ) ) B I U -ake X, X°
- Format Painter
Clipboard ] Font

By contrast, the Redo command allows you to reverse the last undo.
You can also access this command by pressing Ctrl+Y on your

Redo Typing (Ctrl+Y)

Lo -
keyboard. & d6 Cut Calibri (Body) ~ |12 ~| A
poct E® Copy
aste . =
- ~ Format Painter BERU - x x
Clipboard [F] Font

Symbols

If you need to insert an unusual character that's not on your keyboard, such as a copyright (©) or trademark (™)
symbol, you can usually find them with the Symbol command.

To insert a symbol:
Schedule your appointment today!
Contact Hank Odum at 321-555-5400 or hank@H20mobile.com

Place the insertion pomt where you want the Symb0| to Special rates available for weekly/monthly customers

appear.
H,0 Mobile Wash & Valet | Just leave the details to us‘I

Prices may vary depending on size of vehicle. Heavily soiled vehicles are subject to an additional charge.

Click the Insert tab.
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H ©-
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File Home

E D | . "] 5] SmartArt

Il Chart
Pages  Table F'lctures Online Shapes
- - Pictures - g4 >creenshot~
Tables Mustrations

Locate and select the Symbol command, then choose the desired symbol from the drop-down menu. If you don't see the
one you want, select More Symbols.

= m| >

Olenna Mason l,;+ Share

A @'E’" TU Equation -
4 - B €} Symbol~

Text
A
Box - -0 o <+ € f ¥
Text
"FQ 5] TM% + #
= = + ®x ==

u
) More Symbols...

The symbol will appear in the document.

Schedule your appointment today!
Contact Hank Odum at 321-555-5400 or hank@H20mobile.com
Special rates available for weekly/monthly customers

H,0 Mobile Wash & Valet | Just leave the details to us™| 1

Prices may vary depending on size of vehicle. Heavily soiled vehicles are subject to an additional charge.
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FORMATTING TEXT

Formatted text can draw the reader's attention to specific parts of a document and emphasize important information. In
Word, you have several options for adjusting text, including font, size, and color. You can also adjust the alignment of
the text to change how it is displayed on the page.

To change the font size:

Select the text you want to modify.

Insert Design Layout References Maili
o .. _
D % Calibri (Body) ~ |14 + A" A Aa- | A =S
B
Pa_le w B I U-acx. x RA-¥-A-
Clipboard & Font ) Paray
L 1 B g B 1o a2 ' -3

For Rent
1488 Villa'Pifla Way #1201

2 bed 1.5 bath 900ft*

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1

You can also use the Grow Font and Shrink Font commands to change the font

Inset  Design  Layout  References  Maiings  Review
o
0 % [ catibr (Body) vA‘ K| na- | A
Ea
2
Potc o B I U -’ B-W-A-
Clipboard & 10 7 Paragraph

L

e E.; [ IR
12

14

16

18

20

»

2

%

- For Rent

42

TZb

1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1

size.
Home Insert Design Layout R
L - -
[ % [ Catibri (Body) [ Bl& A |na- 2
2]
"afte ¢ B T U-aex, ¥ A-¥-A-
Clipboard Font [F}
To change the font:

On the Home tab, click the Font size drop-down arrow. Select a font size from the
.—. menu. If the font size you need is not available in the menu, you can click the Font
_ size box and type the desired font size, then press Enter.

The font size will change in the

document.

[ st Design  layout  References  Malings  Review Vi
‘“Dgé Catibi Body) - |72 < A A" | Aa~ | A 8 g

Pe o B T U A-Y-A-

Clipboard Font. ® Paragraph &

Ll-\gll\-l\!\4

For Rent

1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft?

Iy $1,550 per month
Spanish-style condo in great location
Won't last! Available June 1

By default, the font of each new document is set to Calibri. However, Word provides many other fonts you can use to

customize text.

Select the text you want to modify.

LN S L U EEE On the Home tab, click the drop-down arrow next to the Font box. A menu of
"D;é Calibri (Boch) <|72 < & A7 Aa A font styles will appear.
Paste o BT U-axx, ¥ A-¥-A- S = | &
c.m;m . Font . Paragraph Select the font style you want to use.
L L‘uu‘-‘g‘-‘u‘-‘r-‘“‘1”‘”‘3‘”\‘”4

For Rent.

1488 Villa Pifia Way #201

. 2 bed 1.5 bath 900ft*

T $1,550 per month

. Spanish-style condo in great location
Won't last! Available June 1

When creating a professional

-
O

Paste

Insert Design Layout Referen|

* | el = - A A Aa- | A

O sitka Small -
O sitka Subheading

Clipboard

s

.. O sitka Text
O Snap I¥6
O SIENCIL
o] Sylfaen
O symbol
O Tahoma
O Tempus Sanhs ITC
O Times New Roman
O Trebuchet s
O T Cen AT
O Tw Cen 4T Condensed
O Tw Cen MT Condensed Extra Bold
O verdana

ABNEBSTNIg

document or a document that contains multiple paragraphs, you'll want to select

The font will change in the document.

OOt Desin  Layow  References M
o . _
M TwCenMTCer|72 ~| A A | Aa~ | & B
Bt B I U -asx X
Clipboard Fent ) Parag
[ i e g . i f ' 2 ' E

~ For Rent

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1
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a font that's easy to read. Along with Calibri, standard reading fonts include Cambria, Times New Roman, and Arial.

To change the font color:

Select the text you want to modify.

o
D% TwCenMTCe~ |72 ~|A A Aa- Ao
B

Inset  Design  layout  References  Mailing

Pift= ¢ | B T U-akex x*

A- - A
Clipboard & Font [

L R R S R S

For Rent.

1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft?

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1

Your color choices aren't

Clipboard =

The Font Color menu appears.

Inset  Design  Layout  References Review

Mailings

Y
g" TwCenMTCcv|72 = A A

0O

Paste

Aa- ke ¥

v B I U-axx X

A AT

- W Automatic

L ¥ ' 5--\ 1

[}
|| Theme Colors e

# More Colors...

For Rasn™

1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft*

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1
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On the Home tab, click the Font Color drop-down arrow.

Select the font color you want to use.

The font

color will change in the

document.

limited to the drop-down menu that appears.

Select More Colors at the bottom of the menu to access the Colors dialog box.
Choose the color you want, then click OK.

Colars ? X
Standard  Custom
Lolors: Cancel

e -
Current

1. Select the text you want to modify.

2.0n the Home tab, click the Bold (B), Italic (I), or Underline (U) command in

the Font group. In our example, we'll click Bold.

The Bold, Italic,c and Underline
commands can be used to help draw
attention to important words or
phrases.

Paste

Clipboard &

v

O oct Dwion  Layour  References  Mailngs
= o

| TwCenMTCe-[72 - A" A Aa~ | IS

Paste o B I U -k x

A-%¥-A-

Clipboard 1

o s “a g

Font = Paragraph

PR 2 . 3

' For Rent

1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft*

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1

To use the Bold, Italic, and Underline commands:

Insert  Design  layout  References  Mailings

o X
o TwCenMTCc-[72 -| A" & Aa~ #»
E

AW A~

¢ B I U -axx x* =

1=
i=

Font. [

1‘.‘.‘ngww.l.‘.‘.‘.l.‘.

Paragrap
R

For Rent.

1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft*

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1

Home Insert Design Layout R4
¥ . ) e
D TwCenMTCc» 72 - A o Aa- #¢ 3.The selected text will be modified in the document.
Em
Paste o, B I U -aex, x* A-%-A- RWN et Design  Layout  References  Mailings
'“D TwCenMTCc~ |72 ~| A" A Aa~ | fe - i= - =
Clipboard Font [P} e — e
e o BT U-aex.x A-F-A- == = i=-
Clipboard T Font 7 Paragraph
= 15, E T

2 bed 1.5 bath 900ft?

; 51,550 per month

1488 Villa Pifia Way #201

Spanish-style condo in great location
Won't last! Available June 1



SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme) -19 -

. EONSM Inscrt  Design  Layout  References  Mailings R
To change text case: P —

0 TwCenMTCe- |72 - A" A Aa- 4o &
E

Pafm o BT U-acx.x A-¥-A-

When you need to quickly change text case, you can use the Change
Case command instead of deleting and retyping text. asTHE g e T

Select the text you want to modify.

On the Home tab, click the Change Case command in the Font group. ] For Rent N

1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft*
. . . $1,550 per month
A drop-down menu will appear. Select the desired case option from the Spanish-style condo in great location

menu. | Won't last! Available June 1

Home Insert Design Layout References M

- 1—

— - -— —
D‘% TwCenMT e~ |72 - A A |Aa- A =-i=-%
By

The text case will be changed in the document.

Pavste ¢ B T U -akex, x| A Sentence case. E
lowercase U st Design  Loyout  References  Mailings R

Clipboard = Font E —

L L---|---§---|-..1.. UPPERCASE [ 0O TwCenMTCe|72 «| A A | Ma- Ap IS .i=.%=.|e=a=
Capitalize Each Word Paste o BT U -acx, ¥ A-F-A-SE===1=- &
tOGGLE cASE Clipboard & Font & Paragraph

L L-‘--‘-g---|---1---|‘-‘2‘-‘|‘-‘]‘-‘|‘
. 1488 Villa Pifia Way #201
: 2 bed 1.5 bath 900ft?
N 51,550 per month
: Spanish-style condo in great location
| Won't last! Available June 1
To highlight text:

Highlighting can be a useful tool for marking important text in your document.

Select the text you want to highlight.

From the Home tab, click the Text Highlight Color drop-down arrow.
The Highlight Color menu appears.

- Home Insert Design Layout References

File
o P e
0 Lpr (Body) *[14 +|A A Aa- B =iz~

o

1488 Villa Pifia Way #201 Paste o B T U-axx,x¥ A-F-A- E===
2 bed 1.5 bath 900ft* Clipboard T Font “ . . . y
$1,550 per month k‘

Spanish-style condo in great location L EEEREE E s e ....
Won't last! Available June 1

Mo Color

Contact Claire Vasquez @ (double-check cell #)
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Select the desired highlight color. The selected text will then be highlighted in the document.

L 1 e g [ 1 i 2 i 3 '
To remove highlighting, select the highlighted text, then click the Text
Highlight Color drop-down arrow. Select No Color from the drop-down

. menu.

: Home Insert Design Layout References

. 1488 Villa Pifia way #201 '“'D Calibri (Body) =|14 - A" A Aa- B¢ = -iZ.%

j 2 bed 1.5 bath 900ft? Paste . 2 L oak N = =

N $1,550 per month . - B I U abe X, X Ay - A - B =

. Spanish-style condo in great location . I:‘ |

| Won't last! Available June 1 liphoailily E Lok . . . [

- L | S CEEERE RS S .

. Contact Claire Vasquez @ (double-check cell #) . . . . .

Mo Coler
s

If you need to highlight several lines of text, changing the mouse into a highlighter maybe a helpful alternative to
selecting and highlighting individual lines. Click the Text Highlight Color command, and the cursor changes into a
highlighter. You can then click and drag the highlighter over the lines you want to highlight.

To change text alignment:

By default, Word aligns text to the left margin in new documents. However, there may be times when you want to
adjust text alignment to the center or right.

Select the text you want to modify.

FOR RENT

1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft*

$1,550 per month

Spanish-style condo in great location
Won't last! Available June 1

Contact Claire Vasquez @ (double-check cell m%

On the Home tab, select one of the four alignment options from the Paragraph group. In our example, we've
selected Center Alignment.

Home Insert Design Layout References Mailings Review Vi
il
D ¥ - - A A Aa- &
B

Paste\. B I U ~abex, x* /[M&~3%. A~

ol

Clipboard = Font ] Paragraph

The text will be realigned in the document.

R SR T3 L s e

1488 Villa Pifia Way #201

2 bed 1.5 bath 900ft?
$1,550 per month
Spanish-style condo in great location
Won’t last! Available June 1

Contact Claire Vasquez @ (double-check cell #)
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CHAPTER-7- USING FIND AND REPLACE
Introduction

When you're working with longer documents, it can be difficult and time consuming to locate a specific word or phrase.
Word can automatically search your document using the Find feature, and it allows you to quickly change words or
phrases using Replace.

To find text

In our example, we've written an academic paper and will use the Find command to locate all instances of a particular
word.

From the Home tab, click the Find command. Alternatively,
you can press Ctrl+F on your keyboard.

f X

The navigation pane will appear on the left side of the screen.

Olenna Mason 9_ Share

Type the text you want to find in the field at the top of the navigation pane. In our
pFind v example, we'll type the word we're looking for.

)CeD daBbCel iECRe%ce
title  Subtle Em... = %Select'

Insert  Design If the text is found in the document, it will be
= Editing A R Yot tmes  -ha - & « highlighted in yellow and a preview of the
X U con, ) . L
Find (Ctrl+F) — opy . BT U -sexx A- results.W|II appear |T1 the navigation pane.
i ) - Format Painter Alternatively, you can click one of the results below
Find text or other content in the Clipboard E Font the arrows to jump to it.
document. Navigation TxE
& tion % 1 o Navigation X T T TR T T e T oo et
B [ the Iate 19603 After a short stint on the Broadway circuit, Lytle published
25 results Alv - st of 25

_ [ Forrest v his Criter Company, n biography of the Confederale general,
Headings Pages Results

. e e e o feon ey * Throughont he sy s, hroughovt is erer, Lyt
) ) o oo s
p“b."Shes superb essays, literary criticism, N s e Il Agruianoulook. His st publshed work of R, O Ssstchi he
fiction, poetry and, of course, reviews of 't Vol wich spand
current ppeared nthe Virgnia Qumery Bevies n 1982, is movedisinety 1w

_ vt Agoran stimentlm han & feon, =
otk ucs e 1 The S Vi ;
9 sentimentalicm than it i fetion, s Mark Lucas argues in The Southern Vi

outlook. His first published work of

- fiam Seuthenn Agraranisin 10 Seuthm fieion (ks
fiction, “Old Scratch in the Valley,” which " fnt i T Long g, s . ‘Norote would make greotclaims for the story s ar, .. Poin of view s o]
appeared - significant change nth Sewanee Reviow's contats s
N revesled: fiction [Editorial Hstory 7). conteat is self-consciousty provincial in the manner of local-color writing,
- . . . The o o cion s stongy supported by Tt s T The Bac
When you are finished, click the X to close the navigation pane. s imenis . v el (52, Suchesays s “TheBackunocsbogesion
The highlight will disappear R (Tte 4 Fletlon b Securesthe State” ollow the direcion of Lylle's earlier Agrorian weting.
. amarstay of the Sowance Rovew
the ity cf shemes and s e .yl recognized the weskness inthis kind of writng when applied to erahre,

dissses e of s oncanent thenes
ikion wilg 9 ‘much later i career: “When 8 novel obviously makes an appeal other thar

ol
Navigation TR
g | - For more search options, click the drop-down arrow next to the
fiction X «Close search field.
N o o 1.
25 results et - Navigation T
- ~ fiction x -
Headings Pages Results : ST
) 25 results 4 Options...
- . e i Ad d Find...
publishes superb essays, literary criticism, - Headings Pages Results ;: vancea tin
G . - . 5 s 83%c Replace...
ﬁCtIOn, poetry and, of course, reviews of _ puk).llshes superb essays, literary C.rItICISm. Bac
_ fiction, poetry and, of course, reviews of =» Go To...
current _ IR Find:
outlook. His first published work of [-2) Graphics
fiction, “Old Scratch in the Valley,” which _~
appeared FH Tables
a work of Agrarian sentimentalism than it 7T Equations
is fiction, as Mark Lucas argues in The AB' Footnotes/Endnotes
Southern Vision
[ Comments »
from Southern Agrarianism to Southern -
fiction. Lytle’s first novel, The Long Night,
To replace text

At times, you may discover that you've made a mistake repeatedly throughout your document—such as misspelling a
person's name—or that you need to exchange a particular word or phrase for another. You can use Word's Find and
Replace feature to quickly make revisions. In our example, we'll use Find and Replace to change the title of a magazine
so it is abbreviated.
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1. From the Home tab, click the Replace command.

Alternatively, you can press Ctrl+H on your keyboard.

-22 -

2.

= - X

Olenna Mason 9'_ Share 3.
PFind -
a Replace
k Selh -

M Editing ~
Replace (Ctrl+H)

Search for text you'd like to
change, and replace it with
something else.

aBbCcD AaBbCcL 4.

Subtitle  Subtle Em... =

5. Word will find the first instance of the
text and highlight it in gray.

6. Review the text to make sure you
want to replace it. In our example, the text is
part of the title of the paper and does not

The Find and Replace dialog box will appear.

Type the text you want to find in the Find what: field.

Type the text you want to replace it with in the Replace with: field.

Then click Find Next.

Find and Replace ? X

Find Replace GoTo

Find what: Sewanee Review o
Replace with: SR o

s

need to be replaced. We'll click Find Next again to jump to the next instance.

William Fisher LIT 489

{ndrew [ytle at The iy

Alop Monteagle Mountain at the Universily of the South in Sewanee, Tennessee, is the

7. If you want to replace it, you can click Replace to
change individual instances of text. Alternatively, you can
click Replace Allto replace every instance of the text

throughout the document.

Atop Monteagle Mountain at the University of the South in Sewanee, Tennessee, is the
office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has never missed an

issue, distinguishing it as the oldest continuously published quarterly review in the United States.

offiel Find and Replace T X lasthe For its first half-century, the magazine existed as a general journal of the Humanities, featuring
oldel find  Reda ol . the Find and Replace ? X
mag Findwhat  Sewanee Review Find Replace  GoTo
polit Find what: Sewanee Review o
Replacewith: St vl
regu [
ith: |SR v
currd 4 Replace with:
More > Beplace Replace g | Find Nest Cancel
gred i m the
More >> Replace All Cancel
8. The text will be replaced.

current books. This shift in tone was facilitated expressly by the editors of the t
great deal of the magazine’s continued excellence has depended on its editors, I
ould not have been able to solicit and select the excellent writers that have

pages during these past decades. For the last seventy-six years, the office of the]

When you're done, click Close or Cancel to close the dialog box.
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CHAPTER-8- INDENTS AND TABS

Introduction

Indenting text adds structure to your document by allowing you to separate information. Whether you'd like to move a
single line or an entire paragraph, you can use the tab selector and the horizontal ruler to set tabs and indents.

Indenting text

In many types of documents, you may want to indent only the first line of each paragraph. This helps
to visually separate paragraphs from one another.

It's also possible to indent every line except for the first line,

o AT RS N IS S L R % which is known as a hanging indent.
| am exceedingly interested in the Junior Marketing positic
and | believe that my education and employment background are L i - 1 2 3 4

Works Cited
While working toward my degree, | was employed as a ma
grocery company. In addition to assisting the company with their

Twain, Mark. Mark Twain at the Buffalo Express: Articles and Sketcl
to help the Marketing Specialist develop and carry through ideas 1

commercial. | would like to use the knowledge | gained at Fresh Fc - Humorist, edited by Joseph B. McCullough and Janice McInti
achieve its marketing goals, including reaching a broader audienct
mmmnlata mans damran in sk ating in Mo and il kA availabla far Northern Illinois University Press, 2000).

To indent using the Tab key

A quick way to indent is to use the Tab key. This will create a first-line indent of 1/2 inch.

Place the insertion point at the very beginning of the paragraph you want to indent.

1&123 o4
|\ am exceedingly interested in the Junior Marketing position wi
believe that my education and employment background are w:

While working toward my degree, | was employed as a market
company. In addition to assisting the company with their sumn
the Marketing Specialist develop and carry through ideas for tt
would like to use the knowledge | gained at Fresh Foods to hel|
marketing goals, including reaching a broader audience across
degree in marketing in May and will be available for employme

Press the Tab key. On the Ruler, you should see the first-line indent marker move to the right by 1/2 inch.

The first line of the paragraph will be indented.

...“Q“‘\“‘.l‘” .20 ..3...1...4... If you can't see the Ruler, select the View tab, then click the

check box next to the Ruler.
b am exceedingly interested in the Junior Marketing positio
and | be = re that my education and employment background are

File Home Insert Design Layout References Mailings Review [RYUEM
While working toward my d‘eg‘ree, | was employe.d asa marketing i = [=loutiine %Mer ] One Page D'j
company. In addition to assisting the company with their summer — -
. L X - [=]Draft Gridlines Iz FIEMultiple Pages
the Marketing Specialist develop and carry through ideas for the c Read  Print Web Nt Zoom 100% ew
would like to use the knowledge | gained at Fresh Foods to helpyc ~ Mode Layout Layout B LN Lt ‘£ Page Width Window
marketing goals, including reaching a broader audience across cot Views Show Zoom

degree in marketing in May and will be available for employment i -

Indent markers

In some cases, you may want to have more control over indents. Word provides indent markers that allow you to indent
paragraphs to the location you want.

The indent markers are located to the left of the horizontal ruler, and they provide several

Mailings  Review . . .
indenting options:

Ay ::.EE.‘;.

=

First-line indent marker adjusts the first-line indent

Hanging indent marker & adjusts the hanging indent

Left indent marker = moves both the first-line indent and hanging indent markers at
the same time (this will indent all lines in a paragraph)

SHINMNMARY
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g el e 2 a3 4 s

EXPERIENCE
Executive Assistant Il cHICAGO, IL
Rev Development Group, June 2007 — Present
To indent uSlng the indent markers Supported the Vice Presid.ent a.nd Chief Human I?e.sourc.es
Officer. Developed new hire orientation for administrative staff,
and delivered to 25 new employees to date. Maintained
Place the insertion pOi nt a nyWh ere in the paragra ph company website. Saved over $3,000 annually by implementing

you want to indent new travel and per diem system.
!

or select one or more paragraphs. Office Manager SPRINGFIELD, IL

Carter Taylor Investments, October 2001 — June 2007

Managed all administrative responsibilities for staff of 100+.

Pioneered the use of CRM database software (Salesforce) for

tracking business contacts and managing financial advisors”
2. Click and drag the desired indent marker. In our schedules.

example, we'll click and drag the left indent S .
Administrative Assistant SPRINGFIELD, IL

marker. Icon Office Solutions, May 1997 =C .. (Body) - A K Ao"
Supported the Operations Manage &
FEI 2. 3 a4 s twoServiceManagers.AnsweredzBIUa,'”/vAvgivzivsw\es
H}E for six phone lines. Processed MoN .y vurcw s svr s
EXPERIENCE average billing cycle of $350,000+,

Executive Assistant Il cHICAGO, IL

Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources

Officer. Developed new hire orientation for

administrative staff, and delivered to 25 new employees

to date. Maintained company website. Saved over $3,000 3. Release the mouse. The paragraphs will be indented.
annually by implementing new travel and per diem

system.

Office Manager SPRINGFIELD, IL
Carter Taylor Investments, October 2001 — June 2007 . .
M d all admini N ibilities f £ of Executive Assistant Il CHICAGO, IL

anaged all administrative responsibilities for staff of Rev Development Group, June 2007 — Present
100+. Pioneered the use of CRM database software Supported the Vice President and Chief Human Resources
(Salesforce) for tracking business contacts and Officer. Developed new hire orientation for
administrative staff, and delivered to 25 new employees
to date. Maintained company website. Saved over $3,000

EXPERIENCE

managing financial advisors’ schedules.

annually by implementing new travel and per diem

Administrative Assistant SPRINGFIELD, IL system.

Icon Office Solutions, May 1997 — October 2001

Supported the Operations Manager, Branch Manager, Office Manager SPRINGFIELD. IL

and two Service Managers. Answered and directed Carter Taylor Investments, October 2001 — June 2007

Managed all administrative responsibilities for staff of
100+. Pieneered the use of CRM database software
{salesforce) for tracking business contacts and
managing financial advisors’” schedules

incoming calls for six phone lines. Processed monthly
sales bills for an average billing cycle of $350,000+.

Administrative Assistant SPRINGFIELD, IL

fcon Office Solutions, May 1997 — October 2001
Supported the Operations Manager, Branch Manager,
and two Service Managers. Answered and directed
incoming calls for six phone lines. Processed monthly
sales bills for an average billing cycle of $350,000+|

To indent using the Indent commands

If you want to indent multiple lines of text or all lines of a paragraph, you can use the Indent commands. The Indent
commands will adjust the indent by 1/2-inch increments.

1. Select the text you want to indent.

..F : S 2. On the Home tab, click the Increase Indent or Decrease Indent command.
SHILLS 3. The text will indent.
Windows & Mac Layout References
Microsoft Office L. INE R
_ AppleiWork A A |Aar| e 2L T | pasbeel L . a2l
SharePoint 2 R — T, SKILLS
Salesforce Cis = o Liom Windows & Mac
QuickBooks I Paragraph =] Microsoft Office
Lotus Motes Apple iWork
- Adobe InDesign o SharePoint
Adobe Pho‘toshop[)\\) Salesforce
QuickBooks
Lotus Motes
° Adobe InDesign
Adobe Photoshop

To customize the indent amounts, select the Layout tab near the desired values in the boxes under Indent.

Layout References Mailings Review View
aks ~ Indent Spacing
e Numbers ~ 2 $=Before: 0 pt 2 Posit
PIEmETEn ™ = Right: 0.03" I X=After 0pt 2
~ Paragraph ]
Y

| 1

CATIRIENNE

Ty



SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme) -25-

Tabs Lee ot 1 ] 3 4 5 1 3 [
) ) TRAINING & EDUCATION

Using tabs gives you more control over the Microsoft Office Speciallst MICROSOFT OFFICE 2010

placement of text. By default, every time you press Microsoft Certification 2008

the Tab key, the insertion point will move 1/2 Bachelor of Arts BUSINESS AGMINISTRATION

inch to the right. Adding tab stops to University of llinats at Springfield 1897 - 2001

the Ruler allows you to change the size of the tabs,

Assaciate's Degree OFFICE ADMINISTRATION
and Word even allows you to apply more than one Lincoln Land Community College 1995 - 1997

tab stop to a single line. For example, on a resume
you could left-align the beginning of a line
and right-align the end of the line by adding
a Right Tab, as shown in the image below.

Pressing the Tab key can either add a tab or create a first-line indent, depending on where the insertion point is.
Generally, if the insertion point is at the beginning of an existing paragraph, it will create a first-line indent; otherwise, it
will create a tab.

The tab selector

The tab selector is located above the vertical ruler on the left. Hover the mouse over the tab selector to see the name
of the active tab stop.

L/ Types of tab stops:

L 1
&
b

Left Tab left-aligns the text at the tab stop.
Left Tab
Center Tab centers the text around the tab stop.
» Right Tab right-aligns the text at the tab stop.
Decimal Tab aligns decimal numbers using the decimal point.
Bar Tab draws a vertical line on the document.

First Line Indent * inserts the indent marker on the Ruler and indents the first line of text in a paragraph.
Hanging Indent > inserts the hanging indent marker and indents all lines other than the first line.
Although Bar Tab, First Line Indent, and Hanging Indent appear on the tab selector, they're not technically

tabs.
To add tab stops

1. Select the paragraph or paragraphs you want to add tab stops to. If you don't select any paragraphs, the tab stops
will apply to the current paragraph and any new paragraphs you type below it.
2. Click the tab selector until the tab stop you

: 1 3 .
Administrative Assistant SPRINGFIELD, IL want to use a ppears. In our exam ple, we'll select nght
lcan Office Solutions, May 1997 - October 2001 Tab.

Supported the Operations Manager, Branch Manager,

and two Service Managers. Answered and directed

T ' 6

Lotus Notes
Adobe InDesign
Adobe Photoshop

n 1"\:"12 o

incoming calls for six phone lines. Processed monthly i
sales bills for an average billing cycle of $350,000+. Right Tab) Lotus Notes Ad
. Ico
- Adobe InDesign sur
TRAINING & EDUCATION : Adobe Photoshop anc
Microsoft Office Specialist MICROSOFT OFFICE 2010 - inc

Microsoft Certification 2008 sal¢

Bachelor of Arts BUSINESS ADMINISTRATION

University of Illinois at Springfield 1997 - 2001
TRAINING & EDUCATION

- Microsoft Office Specialist MICROSOFT OFF
Microsoft Certification 2008

Associate's Degree OFFICE ADMINISTRATION
Lincoln Land Community College 1995 - 1997

Click the location on the horizontal ruler where you want your text to appear (it helps to click on the bottom
edge of the Ruler). You can add as many tab stops as you want.

C5 e 6

IEWD, I
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4. Place the insertion point in front of the text you want to tab, then press the Tab key. The text will jump to the next
tab stop. In our example, we will move each date range to the tab stop we created.

TRAINING & EDUCATION
Microsoft Office Specialist MICROSOFT OFFICE 2010
Microsoft Certification 2008

Bachelor of Arts BUSINESS ADMINISTRATION
University of lllineis at Springfield 1997 - 2001

Associate’s Degree OFFICE ADMINSERATG
. Lincoln Land Community Collegs hBSS 997

Removing tab stops

It's a good idea to remove any tab stops you aren't using so they don't get in the way. To remove a tab stop, first select
all of the text that uses the tab stop. Then click and drag it off of the Ruler.

[ 5 Align ~

: :Group

nd  Selection - Rotate
vard Pane

ge
P s 6

Word can also display hidden formatting symbols such as spaces ( ** ), paragraph marks (1T ), and tabs (—*) to help you
see the formatting in your document. To show hidden formatting symbols, select the Home tab, then click
the Show/Hide command.

Culibri Bady=[10 « A & Aa= B = else'E- - e
Calibei Bady=[10 K & Aas B HHE A F{ AsBbCeDd| Asgbeedd AaBhcc asebce AAB
e Foarnat ainisr BIW-sex,x' &-%-A-F 25- e Tmomal | TNoSpac. Heading 1 Heading 2 Titk
Clpbaand ] Foi : e s Syles
o P e [ E Show/Hide 1 (Cirl+=) | &
QuickBooksY 1 MigrsgstnOfisgt | Show panagraph marks and ot
" hidden farratting symibols
Lotus Notes = ko
1]. fo | =s Enzer X 0019
. Adobe- InDesign g | +os Powsrpuicy This i sspecaly usafy for Manager
Adobe:Photoshop] s Ouniooiy | 2cancad lyout tasks. | '
A ay mrcess iractid:
Column Brak TR —— |-rrcrithly-
5 0,000+, ——
; 0 Tell e mone

TRAINING-E-EDUCATIONY
Micrasoft-Office-Specialist-MICROSOFT-OFFICE- 20109

Microsoft-Certification- - 200EY
- 1
Bachelor-of-Arts-BUsiNESS-ADMINISTRATIONT
University-of- Illinois-at-Springfield: - 1957-=20011
bl
Associate"s Degree DFFICE-ADMINISTRATIONY|
N Lincoln-Land-Community-College: - 1995:—195719
bl

1



SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme)

CHAPTER-9-

Introduction

-27 -

LINE AND PARAGRAPH SPACING

As you design your document and make formatting decisions, you will need to consider line and paragraph spacing.
You can increase spacing to improve readability and reduce it to fit more text on the page.

About line spacing

Line spacing is the space between each line in a paragraph. Word allows you to customize the line spacing to be single

spaced (one line high), double spaced (two lines high), or
any other amount you want. The default spacing in Word
is 1.08 lines, which is slightly larger than single spaced.

In the images below, you can compare different types of line

spacing. From left to right, these images show default line

spacing, single spacing, and double spacing.

Line spacing is also known as leading (pronounced to rhym
with wedding).

To format line spacing

1. Select the text you want to format.

SUMMARY

Tech-savvy,
solutions-oriented
professional with

SUMMARY

Tech-savvy,

SUMMARY
Tech-savvy,
solutions-oriented
professional with
experience in all

solutions-oriented

experience in all

aspects of office professional with

aspects of office

management, management, ) )
sdministration, and administration, and experience in all
e support support.

aspects of office

Dear Ms. Jackson:

| am exceedingly interested in the Junior Marketing position with Top Tier Telephones, and |
believe that my education and employment background are well suited for the position.

While working toward my degree, | was employed as a marketing assistant with a local
grocery company. In addition to assisting the company with their summer promotions, | was able
to help the Marketing Specialist develop and carry through ideas for the company’s next
commercial. | would like to use the knowledge | gained at Fresh Foods to help your company
achieve its marketing goals, including reaching a broader audience across country. | will
complete my degree in marketing in May and will be available for employment in early June.

Enclosed is a copy of my resume, which more fully details my qualifications for the pasition.
Within the next week, I will contact you to confirm that you received my email and resume and
I'll be happy to answer any questions that you may have. Thank you for your consideration.

Sincerely,

2. On the Home tab, click the Line and Paragraph
Spacing command, then select the desired line spacing.

AaBbCcDec AaBbCcDc
T Normal | T No Spac...
in the J

amployt

Line Spacing Options...

Add Space Before Paragraph ~ €gree, |

F Remove Space After Paragraph P 2551t
W nep tie viarkeung specianst develo

commercial. | would like to use the knc

3. The line spacing will change in the document.

Dear Ms. Jackson:

| am exceedingly interested in the Junior Marketing position with Top Tier Telephones, and |
believe that my education and employment background are well suitad for the position.

While working toward my degree, | was employed as a marketing assistant with a local
grocery company. In addition to assisting the company with their summer promotions, | was able
to help the Marketing Specialist develop and carry through ideas for the company’s next
commercial. | would like to use the knowledge | gained at Fresh Foods to help your company
achieve its marketing goals, including reaching a broader audience across country. | will
complete my degree in marketing in May and will be available for employment in early June.

Enclosed is a copy of my resume, which more fully details my qualifications for the position.
Within the next week, | will contact you to confirm that you received my email and resume and
I'll be happy to answer any questions that you may have. Thank you for your consideration.

Sincerely,

At least: Like the the Exactly option, this lets you choose
how many points of spacing you want. However, if you have
different sizes of text on the same line, the spacing will
expand to fit the larger text.

Multiple: This option lets you type the number of lines of
spacing you want. For example, choosing Multiple and
changing the spacing to 1.2 will make the text slightly more
spread out than single-spaced text. If you want the lines to
be closer together, you can choose a smaller value, like 0.9.

Fine tuning line spading

Your line spacing options aren't limited to the ones in
the Line and Paragraph Spacing menu. To adjust spacing
with more precision, select Line Spacing Options from the
menu to access the Paragraph dialog box. You'll then have
a few additional options you can use to customize spacing.

Exactly: When you choose this option, the line spacing
is measured in points, just like font size. For example, if

you're using 12-point text, you could use 15-
point spacing.
Paragraph z ><
TP () ey O
-
Angement [Ler ~
Suriine tover: | ooy Texr = ot byt
Inaantation
Left: o = Sprecinl: Py
Right: o = (none) — =
[ mMirror indents
Spacing
Botore: o pt = Line spacing: e
Arter: s pe = Exacuy =] [1see (=
[ Don't add spase between parajgrd 51091
S
Dreview
|




SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme) -28 -

Paragraph spacing

Just as you can format spacing between lines in your document, you can adjust spacing before and after paragraphs. This
is useful for separating paragraphs, headings, and subheadings.

To format paragraph spacing:

In our example, we'll increase the space before each paragraph to separate them a bit more. This will make it a little
easier to read.

1. Select the paragraph or paragraphs you want to format.

Dear Ms. Jackson:

2. On the Home tab, click the Line and Paragraph
Spacing command. Click Add Space Before Paragraph or Remove
Space After Paragraph from the drop-down menu. In our

While working toward my degree, | was employed as a marketing assistant with a local examp le, we'll select Add S pace Before Para grap h.
grocery company. In addition to assisting the company with their summer promotions, | was able

| am exceedingly interested in the Junior Marketing position with Top Tier Telephones, and |
believe that my education and employment background are well suited for the pasition.

to help the Marketing Specialist develop and carry through ideas for the company’s next
commercial. | would like to use the knowledge | gained at Fresh Foods to help your company

9T | AaBbCcDc AaBbCcDe Az
EEp T Normal | T No Spac.. He

achieve its marketing goals, including reaching a broader audience across country. | will
complete my degree in marketing in May and will be availzble for employment in early June.

= Parag

S

Enclosed is a copy of my resume, which more fully details my qualifications for the pasition.
Within the next week, I will contact you te confirm that you received my emzil and resume and
I'll be happy to answer any questions that you may have. Thank you for your consideration.

Sincerely, in the Junic

Line Spacing Options. . employmen
Addtépace Before Paragraph

Rem&ve Space After Paragraph

egree, | wa:
L > assisting tl
to help the Marketing Specialist develop ar

commercial waonld like Tt e the knonardle
3. The paragraph spacing will change in the document.
5‘ . 1 2 3 4 5 6 LAI
Dear Ms, Jackson: 4. From the drop-down menu, you can also select Line

Spacing Options to open the Paragraph dialog box. From here, you

1 am exceedingly interested in the Junior Marksting position with Top Tier Telephones, anc | .
e er P e can control how much space there is before and after the

believe that my education and employment background are well suited for the position.

aragraph.
While working toward my degree, | was employad as a marketing assistant with a local P grap
grocery company. In adcition to assisting the company with their summer promotions, | was able
to help the Marketing Specialist cevelap and carry through ideas for the company’s next Paragraph ? e

commercial. | would like to use the knowledge | gzined at Fresh Foods to helg your company
achieve its marketing goals, inclucing reaching a broader audience acress country. | will

complete my degres in marketing in May and will be available for employment in early June. Indents and Spacing Line and Page Breaks

Enclosed is a copy of my resume, which mare fully details my qualifications for the position. General
Within the next week, I will contact you to canfirm that you received my email and resume and .
' . . Alignment: Left
I'll be happy to answer any questions that you may have. Thank you for your consideration.

Sincerely, Qutline level: | Body Text Collapsed by default

Adrienne Patel

Indentation
Left Special: By:
Right: (none) E

D Mirror indents

Spacing

Before: Line spacing:
After: Multiple

|| Don't add space between paragraphs of the same style

Preview

‘sampls Text sample Text Sample Text Sample Tex sample Text sample Text sample Text sample Text sample Text
‘sampls Text sample Text Sample Text Sample Tex sample Text sample Text sample Textsample Text sample Text
‘Sample Text smple Text Sample Text

Tabs... | ‘ Set As Default ‘ | oK [ ‘ Cancel
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CHAPTER -10- LISTS

Introduction
Bulleted and numbered lists can be used in your documents to outline, arrange, and emphasize text. In this lesson, you

will learn how to modify existing bullets, insert new bulleted and numbered lists, select symbols as bullets, and
format multilevel lists.

1. Select the text you want to format as a list.
2. On the Home tab, click the drop-down arrow next to
Sl a2 3] the Bullets command. A menu of bullet styles will appear.

Agenda References

Mailings

Call to order

New member introduction

Treasurer’s report
= Paragraph

ul

News and events
Communications 3. Move the mouse over the various bullet styles. A live preview of the bullet

style will appear in the

New TTI Facebook Page References Mailings Review
document. Select the L. — .
A A Aa- B9 = eis i A
bullet style you want to Bullet Lib
L oagr . u ibrary
use. A-¥- 4

n None ® O n

v

T

4. The text will be formatted as a bulleted list.

Define New Bullet...

leellll

A d 5. Move the mouse over the various bullet styles. A live preview of the

enda ) )
8 bullet style will appear in the document. Select the bullet style you want
++ Call to order to use. _
References Mailings

+* New member introduction . .
T , ) A A |Aa- = 2L T | pambcene o
+* Treasurer’s report A-¥-A Bullet Library
+* News and events .

= Mone ® O | |

v

* . .
AXg Communlcatlons|

+* New TTI Facebook Page

6. The text will be formatted as a bulleted list. Define New Bullet...

e 7. Select the text you want to format as a list.
—_— 8. On the Home tab, click the drop-
Agenda down arrow next to the Numbering

%+ Call to order

% New member introduction
% Treasurer's report

+* News and events

< Commumcations‘

% New TTI Facebook Page

Farewell dinner preparation

Book venue (San Francisco Radix Gardens)
Contact vendors

Book San Diego Quintessential Quartet
Book Moment of Melody Children’s Choir
Send invitations

Approve location set up

Arrange seating placards

Setup podium

command. A menu of numbering styles will
appear.

[F] Paragraph [F]

9. Move the mouse over the various numbering styles. A live preview of the numbering style will appear in the
document. Select the numbering style you want to use.

References

Mailings

2,
X
b
[
1l

Mone 2

,..

Numbering Library

10.

1)
2)
3)

_ Number alignment: Left |
T T
c)

The text will format as a numbered list.

Farewell dinner preparation

. Book venue (San Francisco Radix Gardens)
. Contact vendors

. Book San Diego Quintessential Quartet

. Book Moment of Melody Children’s Choir

[ R
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To restart a numbered list:

If you want to restart the numbering of a list, Word has a Restart 1. Book venue (San Francisco Radix Gardens)
. R . . R 2. Contact vendors
at 1 option. It can be applied to numeric and alphabetical lists. 3. Book Sun Diego Quintessential Quartet
<+. Book Moment of Melody Children’'s Choir
5. Send invitations -
Right-click the list item you want to restart the numbering for, then Day of the dinner | 5 ¢ u

select Restart at 1 from the menu that appears. s

1. The list numbering will restart.

Farewell dinner preparation

1. Book venue (San Francisco Radix Gardens)
2. Contact vendors

3. Book San Diego Quintessential Quartet

4. Book Moment of Melody Children's Choir

5. Send invitations
Day of the dinner

1. Approve location set up
2. Arrange seating placards

3. Setup podium

Customizing bullets

2.
To do this, right-click and select Continue Numbering.

-30-

Farewell dinner preparation

6. Approve locatiofs sct un
7. Arrange scating

8. Setup podium | _
G

Rectartat 1
L5

Continue Nufihering
$¥  Set Numbering Value...
Font...

Paragraph..

Smart Lookup

You can also set a list to continue numbering from the previous list.

LN - S
a 1 2

Farewell dinner preparation

Book venue (San Francisco Radix Gardens)

(S

Contact vendors
Book San Diego Quintessential Quartet
. Book Moment of Melody Children’s Choir

. Send invitations

ur kW

Perpetua e v A AT A

Day of the dinmer g 7 u = - & - i= - 5= - sy

1. Approve location sat mm

2. Arrange seating

3. Setup podium %, Paste Options:

= ls La

Adjust List Indents...
Continue Numbering
Set Mumbering Value.X
Eeont...

Paragraph...

LR

Smart Lookup
Synonyms >
Translate

Hyperlink...

i

MNew Comment

Customizing the look of the bullets in your list can help you emphasize certain list items and personalize the design of
your list. Word allows you to format bullets in a variety of ways. You can use symbols and different colors, or even

upload a picture as a bullet.

To use a symbol as a bullet:

1. Select an existing list you want to format.

oo 'V'G"'I"""'Z"' L3

Agenda

++ Call to order

+* New member introduction
+#* Treasurer’s Teport

+* News and events

++ Communications

“+ New TTI Facebook Page
b Community Service

g Fundraising

¢ Chair’s Report

< Adjournment

Additional Notes: s

4. The Symbol dialog box will appear.

2. On the Home tab, click the drop-down arrow next to
the Bullets command. Select Define New Bullet from the drop-down menu.

3. The Define New Bullet dialog box

References Mailings Review View Tell me w

A A

B-W. p- | RecontlyUscdBullets

na- b BRE-T|E

will appear. Click the Symbol button.

A
oW AaBbCcDe 2

Define Mew Bullet 7 <
ol
= B e Bullet character
A
f Bullet Library Picture... Eont...
Alignment:LE
NIES —
Agenda. Hore | | @ O | | AX I Left
Pravicu
%+ Call to om v
% New men -

¢ Treasurer
>
# Newsand *#
. |
% Communi & ChangeList Level 4

o New TTI  DefineNewBullet.. Iy

.

Document Bullets

,
]

#

,
"

Cancel
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5. Click the Font drop-down box and select a font. The Wingdings and Symbol fonts are good choices because they
have many useful symbols.

6. Select the desired symbol, then click OK.

Symibol ? >
Eont: wWingdings ~

@O0 @ 0| e |@ V9 0o 0 e e
O O @ VO O O CFED DGR A oo » | -
-lolo @@ (O = O] A |4 || = ||
|| X |2 | [N | D 2|2 ||| ||
BRecently used symbols:
ele|¥[o|®|™ || <[=]=|x|=|n]a]|B]
Unicode name:

Wingdings: 163 Character code: 163 from: | Symbol [decimal} |~

7. The symbol will appear in the Preview section of the Define New Bullet dialog box. Click OK.

8. The symbol will appear in the list.

Define Mew Bullet 7 >
|---§---|---1---|---2---|
Bullet character
Picture... Font...
Agenda
~ © Call to order
O New member introduction
© Treasurer’s report
o O News and events
o O Communications
©O New TTI Facebook Page
=4

o Community Service
o] Fundraising
© Chair’s Report

Cancel O Adjournment

Additional Notes:

To change the bullet color:

1. Select an existing list you want to format.

References Mailings
e &t -t .2z -+ -] 2. On the Home tab, =
Agenda click the drop-down | &% -4~ | KecenyUsd e
© cCall to order arrow next to T = o =
© New member introduction the Bullets command. T ST
g Treasurer’s report Select Define New Agenda None o * O - 0:0
INews and events o
O . Bullet from the drop- Ealllicion | o, | |
© ™New TTI Facebook Page down menu O S Document Bullets
© Community Service ' O Treasurer
© Fundraising O News and | *+* o
© Chair’s Report O Communi = change List Level .
©O Adjournment O New TTI Define New Bullet... L
Additional Notes: b o~

3. The Define New Bullet dialog box will appear. Click
the Font button.

Font Adyanced
Define Mew Bullet ? >

Bullet character 4 The Font d|a|og bOX W|” Font: Font style: Size:

Symbol... Picture... . wingdings
Alignment: appear. Click the Font ivaldi ~| [Reguiar B S

wiladimir Seript
Left - i Bold 10

Color drop-down box. A menu wide Latin Bola naic noo
4
Of fol’]t COlOrS W|” appea r. Font color: Underline style: Underline color:
| Mo Color ~ Mo Color ~
effc [l Automatic

M Theme Colors Small caps

. IC} = EEE = W] &1l caps
5. Select the desired color, then = ] Hideen

click OK. =

e IIIIIIIII
|

|; Standard Colors o
. L N N N |

Preview

)

Cancel
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6.The bullet color will appear in the Preview section of the Define New Bullet dialog box. Click OK.

Define Mew Bullet

7

>

Bullet character
symbol... Picture...

Alignment:

Left ~

Preview

7. The bullet color will change in the list.

.g

Cancel

Multilevel lists

Agenda

Additional Notes:

© Call to order

© New member introduction
© Treasurer’s report

© News and events

© Communications

© New TTI Facebook Page
o Community Service

o Fundraising

© Chair’'s Report

o Adjournment

-32-

Multilevel lists allow you to create an outline with multiple levels. Any bulleted or numbered list can be turned into a

multilevel list by using the Tab key.

g R R T T T

Agenda
O Call to order

O New member introduction
O Treasurer’s report
O News and events
o Announcement of Chair's retirement
® Farewell dinner
0 Oak Park Dedication
O International Arborists Association
0O Communications
O New TTI Facebook Page
(4] Community Service
0 ] Pelham Urban Garden
O Volunteer service day — Grove

Memorial

O Montrose Arboretum education project

To increase or decrease an indent level:

You can make adjustments to the organization of a multilevel list by
increasing or decreasing the indent levels. There are several ways to

change the indent level.

To increase the indent by more than one level, place the insertion
point at the beginning of the line, then press the Tab key until the

desired level is reached.

To create a multilevel list:

Place the insertion point at the beginning of the line you want to move.

7

Agenda
0 Call to order

0 New member introduction
O Treasurer's Teport

0 News and events

0 Farevwell dinner

0 Oak Park Dedication

O International Arborists Association
0 Communications

0 New TTI Facebook Page

0 Community Service

[IRREERRNRRRESRRNERRE ERE

0 L‘-\nnouncement of Chair's retirement

right.

Press the Tab key to increase the indent
level of the line. The line will move to the

Agenda
O Call to order

O New member introduction
O Treasurer’s report

O News and events

O Farewell dinner

O Oak Park Dedication

O International Arborists Association
O Communications

O New TTI Facebaok Page

o Community Service

FEEECED “‘\‘V-é---\“‘Z‘--l--‘]“‘

o }.‘-\nnouncement of Chair’s retirement

Agenda

O Call to order
O New member introduction
O Treasurer’s report

o News El.lld events

. Fm‘ewe]l dinner
o Oak Park Dedication

O Communications
O New TTI Facebook Page

o Community Service

O Announcement of Chair’s retirement

O International Arborists Association
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-|-V-é--- T I I S I I

Agenda

O Call to order
O New member introduction

O Treasurer’s report
To decrease the indent level, place the insertion point at the

beginning of the line, then hold the Shift key and press the Tab key. O News and events

0 Announcement of Chair’s retirement
= o0 LFarewell dinner
0 Oak Park Dedication
O International Arborists Association
O Communications
O New TTI Facebook Page

0 Community Service

You can also increase or decrease the levels of text by placing the insertion point anywhere in the line and clicking
the Increase Indent or Decrease Indent commands.

References Mailing=s i o whi

a7 - | B i Ee=a=| A

A A | Aa vl - i s=3= 2] | T HAaBb

- -p - EmEeE=E= = I - T Mo
] Paragraph M

When formatting a multilevel list, Word will use the default bullet style. To change the style of a multilevel list, select the
list, then click the Multilevel list command on the Home tab.

ﬂ'\' B 2 — - FEeT = 3= %l L1

AaBbCcDc  AaBbC
= = — Al -
A ===
Current List

i - « 0 L=
o
List Libryd 1}
aj
iy
1y
Mone (ay .
i ——Le— |11
1, —
a4 ——
- i
= | | Section 1.011 |
- (a) H=ading 2~
I. Heading 1— Chapter 1 H==
A Hesding Heading 2
1. H=adin Heading 3—
2 Change List Lewvel »

Define Mew Multilewel List...
Define Mew List Style...
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CHAPTER-11- HYPERLINKS
Introduction

Adding hyperlinks to text can provide access to websites and email addresses directly from your document. There are
a few ways to insert a hyperlink into your document. Depending on how you want the link to appear, you can use
Word's automatic link formatting or convert text into a link.

Understanding hyperlinks in Word

Hyperlinks have two basic parts: the address (URL) of the webpage and the display text. For example, the address
could be http://www.popsci.com, and the display text could be Popular Science Magazine. When you create a
hyperlink in Word, you'll be able to choose both the address and the display text.

Word often recognizes email and web addresses as you type and will automatically format them as hyperlinks after you
press Enter or the spacebar. In the image below, you can see a hyperlinked web address.

. - To follow a hyperlink in Word, hold the Ctrl key and click the hyperlink.
private cabanas, gourmet grilling area,

see the transformation! T e

. . private cabanas, gourmet grilling area,
sk. (After that, it’s up to youl) Fruit,

will be served from 1:00-2:00 PM.,

see the transformation!

sk. (After that, it's up to youl) Fruit,

‘e at the pool: www.poolsafely.gov will be served fihttp://www.poolsafely.gov
Ctrl+Click to follow link

fe at the pool: www.poolsafely.gov

To format text with a hyperink:

Select the text you want to format as a hyperlink.

E‘---‘-L-‘.-‘-z--‘.-‘-d [

Important Contact |nf0 Select the Insert tab, then click the Hyperlink command.
City of Orlando
Palice Dept.: File Home layout  References  Mailngs  Review  View W Tellm

321.555.1728

Animal Control: ﬁCWerPage' D F ’ ) FDSmartArt %H}rpﬂﬁnk
321.555.8915 O 8 E)‘ il Store \ En‘@ ’ Boo%nm

Water/S [ e Table  Pi Online Sh . Wikipedia  Onli

ater/Sewage: able  Pictures Online Shapes Line + WIKIPEDA  Uniing

321.555.6142 FhageBek Pictres +  dy Screenshot W Ads Video ] Cross-teference
General: Pages Tables llustrations Add-ins Media Links

321.555.7266

Alternatively, you can open the Insert Hyperlink dialog box by right-clicking the selected text and
selecting Hyperlink... from the menu that

appears.
Insert Hyperlink ? X
The Insert Hyperlink dlalog bOX WI” appear' Link to: Text to displaw|C\tyof0rlando ‘ ScreenTip..
The selected text will appear in the Text to
. . PP . Lookim: | Word 2016 |:|
display: field at the top. You can change this Existing File
. or Web Page Word2016_Hyperlinks_Practice Bookmark..
text if you want. CUtent | @) Word2016 Lists_Practice
. Target Frame...
In the Address: field, type the address you ace e e
want to link to, then click OK. pocment | | Browsed
=
Create New Regent
Document Files
Address: hittp:/fwww.cityoforlando.net]
E-mail
Add
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The text will then be formatted as a hyperlink.

E---|---1---|---2---|---d r
Important Contact Info

City of Ordando
Police Dept.:
321.555.1728
Animal Control:
321.555.8915
Water/Sewage:
321.555.6142
General:
321.555.7266

After you create a hyperlink, you should test it. If you've linked to a website, your web browser should automatically
open and display the site. If it doesn't work, check the hyperlink address for misspellings.

Editing and removing hypeHinks

Once you've inserted a hyperlink, you can right-click the hyperlink to edit, open, copy, or remove it.

City of Oklando I easing
- b 4 Cut
Police D - E
E Cop
321.555 = )
e ions:
Animal¢ =
321.555 A |
Edi rlink...
Water/s = S
iz Open Hyp ik
321.555 .
Copy Hyperlink
General; R Remove Hyperlink
321.555

A Font..

=% Paragraph...

ﬁ) Smart Lookup
Synonyms »

@;5" Translate

"'-ﬂ Mew Comment

To remove a hyperlink, right-click the hyperlink and select Remove Hyperlink from the menu that appears.

M)Handn 1 easing

Police Di <& ;
§ Cop
321.555 - P ont )
=] HOMS:
Animal ¢ " o
321555 A
Edit Hyperlink...
Water/S gi Hyperin
& Open Hyperlink
321.555 .
Copy Hyperlink |
General:

Bemove Hyperlink
321.555

Font...

X

A

=q Paragraph...

'G) Smart Lockup
Synonyms 3

Bz Translate

| ¥J Mew Comment
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CHAPTER-12- PAGE LAYOUT
Introduction

Word offers a variety of page layout and formatting options that affect how content appears on the page. You can
customize the page orientation, paper size, and page margins depending on how you want your document to appear.

Page orientation

Word offers two page orientation options: landscape and portrait. Compare our example below to see how orientation
can affect the appearance and spacing of text and images.

Landscape means the page is oriented horizontally.

Portrait means the page is oriented vertically.

EMPLOYHENT APPLICATION HOT WINGZ
T EMPLOYMENT APPLICATION HOT WIRGZ
APPLICANT INFORNATION T
Luifure T KL [ Lot oy
Last e [y ne [
it bk i ¢ [ JR————
[-] s k4 oy St E-2
s [EY Fress e a—
= S T Y B—
0t o s Lndsd t? wl mE e nnoea e s [ I | [ —————— YT R ET—
s 2 Yo ek ml mB v O
D PREVIOUS EMPLOYMENT
FREVIOUS ENPLOTNENT ::-« :."
- f—
[ Fati ok Ta [ [ —
ki Supsnivy L —
Tt Ay [T e ™ Fmmn tr s
U Ry — ey
Pazmbin [— Frors
Fran 1 R b L e S
[T p—) wl Wl e e Freiea Seae
[——
Empy eee Fram, o Fsmncn 130 Lesving
A uparay Py e conkest yoLr @oeican SRy 120 5 eeleree? = 1 no B
™Y oy 4 [T (o Fress
(2 e Supmrdu
Job Tt Samiag Sakrs 4 Ercling Saiury &
Fram L] Fommacn Lo Rezamiirie
To change page orientation:
Select the Layout tab.
Click the Orientation command in the Page Setup group.
Fle  Home et Design [NENRR Refeences Maings Review View  Desigiial drop-down menu will appear. Click
3 = T . . either Portrait or Landscape to change the page
— Breaks ndent pacing K i
@ PD D . N ~orientation.
Margiﬂs Orientation Size Columns }ELIHENU!’HF}E"S' fLEﬂ: I : ti Before Dpt : File Home  Insert  Design [QMEVGIEN References  Mailings  Review  Wiew  Desigl
. B h - . bt Hyphenation= =& Right ' L g=After Opt | E @ IE % /= Breaks = Indent Spacing
ML - 3= 2 Hi= -
Page Setup fi Paragraph fa Margins Orientation  Size c:.mmns‘DLmEI‘\Iumbers jLEﬂ: v z *;MM opt z
- - - b? Hyphenation~ =& Right: 0" : *;Af‘ten Opt -
[F} Paragraph [F]

. up
L-‘%thum‘m R S L SR R SR
DLands{apa

The page orientation of the document will be changed.
Page size
By default, the page size of a new document is 8.5 inches by 11 inches. Depending on your project, you may need to

adjust your document's page size. It's important to note that before modifying the default page size, you should check to
see which page sizes your printer can accommodate.
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To change the page size:

-37 -

Word has a variety of predefined page sizes to choose from.

Select the Layout tab, then click the Size command.

Fle ~ Home Inset Design [MENSM References  Malings  Review  View A drop-down menu will appear. The current page size is
highlighted. Click the desired predefined page size.
@ PW [D 5 Breghs~ Indent Spacing
D 53DLineNumbers' it . If Before 0t . File Home  Insert  Design NEEVGITEM References  Mailings  Review  View
Marging Crientation Size Columns ’ B —"" : T = \~ Breaks + Indent Spaci
L ) . | e @ D — Breal nden pacing
) = Mter . = Clas .
y . b . bt Hyphenation= ¢ Right: 0' L azhfter Opt D [D % Dl Nombers+ Elefs ¢ T
Margins Orientation = Size  Columns ~ . o = <
Page Setup It Paragraph = o - . b¢ Hyphenation=  Z%Right: 0" o 4= After  Opt .
Letter Paragraph [
L ED 85" ¢ 11" S I I SRR S

The page size of the document will be changed.

=

To use a custom page size:

|:| Executive

_ o 725" x105"

Word also allows you to customize the page size in .

the Page Setup dialog box. |:| '::7" . EASE JOIN US FOR GROVE PUBLICATIONS’
el X

From the Layout tab, click Size. Select More Paper Sizes from the drop-down menu.

et Adjust the values for Width and Height, then click OK.

@ FW IE % 1 Breaks - Indent {
P 5= - 7
03 t[JLine Numbers - 3=left 0" - Page Setup ? =
Margins Orientation = Size Columns — z
B 5 2 - b& Hyphenation~ =% Right 0" :
— Margins Paper Layout
Letter [=] Paragr
L . § [ D 25" % 11" I Paper size:
|:| Legal Custom size ~
85" x 14" -
Width: 5 -
- D Executive _ =
. 7.25" % 105" Height: |7] =
7 Paper source
: |:| ad . . SE JOIN US FOR ¢ P
. 8.27" % 11.69 First page: Other pages:
- A5 Default tray (Automatically Select] Default tray (Automatically Select]
. D 5.83" x8.27" Automatically Select Automatically Select
B Printer auto select Printer auto select
] B5 UIS) Manual Feed Tray Manual Feed Tray
. 716" % 10.12" Tray 1 Tray 1
. Tray 2 Tray 2
~ Envelope #10 Tray 3 Tray 3
- 412" x9.5" I 0 I_ I D A Tray 4 Tray 4
i Envelope DL
- 433" x 866" Preview
- Envelope C5
By 6.38"x9.02" eRCRE e
. Envelope BS FOOD, DRINK, J—
] 693" x9.84" m WILL BE | =
: Envelope Monarch e
b 3.88"x7.5" DECEME —
A6 5 PM -
] 4.13"x5.83" Apply to: | Whole document e Print Options...
_ CAPITAL CLU
B Double Japan Postcard Rotated |+ 1790 MADI
“ Mre Paper Sze. Set As Default Cancel

The Page Setup dialog box will appear. The page size of the document will be changed.

Page margins
A margin is the space between the text and the edge of your document. By default, a new document's margins are set
to Normal, which means it has a one-inch space between the text and each edge. Depending on your needs, Word allows

you to change your document's margin size.

To format page margins:

Word has a variety of predefined margin sizes to choose from.
Select the Layout tab, then click the Margins command.

File Home Insert Design Layout References Mailings Review Wiew Desig
@ D-@ IE "= Breaks - Indent Spacing
; . D ) i[Line Numbers~ 3= Left 0" - I: Before: 0 pt z
Margins Orientation Size Columns . = -
- - - - bc Hyphenation= =% Right: 0" L |+= After  Opt .
Page Setup P Paragraph ra
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A drop-down menu will appear. Click the predefined margin size you want.

File [E— Insert Design Layout

Y o *— Brealks —
1A T £03 Lime rarmbers -
Margins Orientation Size Columns To use custom margins:

= = = be Hyphenation —

Last Custom Setting =
Top: 0.3 Bottorm: 0.2 1 . 1 . . .l H H H
Left: o.=s" Right: 0.35" Word also allows you to customize the size of your margins
Mool in the Page Setup dialog box.
Top: 1" EBottorm: 1°
Left: 1" Right: - . .

From the Layout tab, click Margins. Select Custom
MNarroww
Top: o.5" Bottorm:0.5 41 APPL] Margins from the drop-down menu.
Left: 5" I} Right: 0.5"
_'F":'F""‘:'era‘fl‘? Eottomm: 1 — File [ [p— Diesign Layout

Left: 0.75" Right: 0.75" E |_—b|_.‘, IE W= Breaks ~

- #[M Line Mumbers ~
Wi e Margins Orientation Size Columns

HE s EOUD =

I;Fr? 12:: .E::—Dtﬁim: 12:: = = = = b2 Hyphenation -
= Last Customn Setting =
- Top: o.3" Bottorm: 0.3 a—
-';'D':ore‘f: . Bottomm: 1 E Left: 0.35" Right: 0.35"
Inside: 1.25" Outsicde: 17
United States? Mormal
O F i 2003 Def. 11 L Top: - Bottorm: 1%
Tops 1" e B ottorm: 1 prcted of 2 felon E Lef 1% Right: 1"
Left: 1.25" Right: 1.25"
MEMNT Marroww
Top: 0.5" Bottorm: 0.5 .T APPU
Custonm Margins Left: 0.5" Right: 0.5"
Custem PMargins... E ‘nr"c?:emtﬁ Bottorm: 1" MATION
. . Left: 0. 75" Right: 0.75"
The margins of the document will be changed. rahe
Wide
. . . Top: 1" Bottorm: 1"
Adjust the values for each margin, then click OK. Lefi an Right: 2"
Mirrored
Top: - Bottorm: 1"
PageSetup 7 % m Inside:  1.25 Cutside: 1 — -
_IC_}FFice 210.5)3 Defauét " L L d of a felon
' op: ottorm: frrore
Margins  Paper  Llayout E Lefr: 1.25" Right: 1.25"
Margins =L LE
5] | comsam maroins
Left: Right: Custom MMargins... %
Gutter: 0 EI Gutter position: Left ~
The Page Setup dialog box will appear.
Orientation
Portrait  Landscape Alternatively, you can open the Page Setup dialog box by navigating to
Pages the Layout tab and clicking the small arrow in the bottom-right corner

Muliple pages: of the Page Setup group.

Fle ~ Home Inset Design QMETNNSM References  Mallings  Review  View  Design

Preview
@ DQ’ IE I Breaks + Indent Spacing
] D ‘ %D Line Numbers = 2= Left (" : I: Befare: 0pt -
Margins Orientation Size Columns . N 1= — Positi
= o g « bt Hyphenation®  =#Right 0 . g=After Dpt |
Page Setup Paragraph f
Appiyto: G - %'ﬁl " | PageSetup
_ Don't see what you're looking for?
The margins of the document will be changed. o ‘:’ ~ | Check outthe full et of page

formatting options.

EMPLOYMENT APP | ~

You can use Word's convenient Set as Default feature to save all of the formatting changes you've made and
automatically apply them to new documents. To learn how to do this, read our article on Changing Your Default

Settings in Word.
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CHAPTER-13- PRINTING DOCUMENTS

Once you've created your document, you may want to print it to view and share your work offline. It's easy to preview
and print a document in Word using the Print pane. To access the Print pane:

Select the File tab. Backstage view will appear.

Select Print. The Print pane will appear.

Home (LB Design Layout References

= ) ) . :
5 Cut Century Gothir< |12 ~| &' o | Aa~ 4o Click the butths in th(.e interactive below to learn
Copy more about using the Print pane.
Paste ~' Format Painter B I U-axx,x' A~ Ed A "
Clipboard F} Font F} .
Whaed A1 Primang Punctics - Wond ' =] X
Aaver Flasen
Print
copen
=
Printer e
gy )
Ponim Fropertes
settings Westbrook-Parker
R - Monthly Report
Fages s
e e
Preview Pane Coteted .
Parrat Drsrisbon
Here, you can see a preview of how your document will look —
when printed.
Mo Margit
You can also access the Print pane by pressing Ctrl+P on your 1 Bige s shees
keyboard. Page et i Jass  mmas -
To print a document:
1. Navigate to the Print pane, then select the desired printer.
Print
= el = 2. Enter the number of copies you want to print.
=
Print
Printer P rl nt
Lexmark MX310dn
‘g% Ready T
— ]
- - o | e[
Lexmark MX210dn ﬁ
=& | Ready Ls
- Microsoft Print to PDF Print
=5 Ready o
— Microsoft XPS Document Wrriter
== Ready -
Officejet 7110 series @ GCF-Server -
= o Printer
._:;? ;;ian‘:yto PDF (Mac Desktop) < LEI(I’TIErk ng‘“]dn .
o Send To OneMote 16 a Ready
== Ready * ) X
— Send To OneMote 2013 Printer Properties
==

Ready
Add Printer...

Print to File
T
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3. Select any additional settings if needed.

Print

4. Click Print.
Copies:
el

= :

Print P rl nt
Printer - IEI'!E coptes i

Lexmark MX310dn -
'.:% Ready Print h
Printer Properties

Settings Printer

- Print All Pages - L ke WX310d

The whaole thing b -5% R:r::r " M

e | | =

Printer Properties

Print One Sided
Crnly print on one side of th...

Collated
1,232 1,23 1,23

Partrait Orientation -

Letter
8.5" x 11"

Mormal Margins
Left: 1" Right 1"

][ el ]

1 Page Per Sheet -

Page Setup

Custom printing

Sometimes you may find it unnecessary to print your entire document, in which case custom printing may be more
suited for your needs. Whether you're printing several individual pages or a range of pages, Word allows you
to specify exactly which pages you'd like to print.

To custom print a document:

If you'd like to print individual pages or page ranges, you'll need to separate each entry with a comma (1, 3, 5-7, or 10-
14 for example).

Navigate to the Print pane.

In the Pages: field, enter the pages you want to print.

Settings

Custom Print Click Print.

S
[ v
Type specific pages, section...

Pages: |1,3-§ @ D ri n't

If your document isn't printing the way you want, you may need to adjust some of the page layout settings.
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CHAPTER-14- BREAKS
Introduction
When you're working on a multi-page document, there may be times when you want to have more control over how
exactly the text flows. Breaks can be helpful in these cases. There are many types of breaks to choose from depending

on what you need, including page breaks, section breaks, and column breaks.

To insert a page break:

In our example, the section headers on page three (Monthly

Revenue and By Client) are separated from the table on the page below.
And while we could just press Enter until that text reaches the top of page BY LNt

four, it could easily be shifted around if we added or deleted something in
another part of the document. Instead, we'll insert apage break.

Place the insertion point where you want to create the page break. In our

example, we'll place it at the beginning of our headings. 1
Clients Quarler 4 Quarter 1
Union Grove Public Schools | $42,600 $53,600
. . Jarvis Unified School Disizt| $21,200 $42,400
On the Insert tab, click the Page Break command. Alternatively, you can )
Mellon Foundation | $16,000 $19,000
press Ctrl+Enter on your keyboard. ) )
Right Hana Infemationcl | $5,200 36,400
DigiPaws.com | $2,600 $4,400

Design Layout References
B CoverPage~ % @ @ T SmartArt
[ Blank Page : o ! 1l Chart
Table  Pictures Online Shapes
= Page Break, - Pictures -~ @i+ Screenshot~
Pages Tables Illustrations

The page break will be inserted into the document, and the text will move to the next page.

By default, breaks are invisible. If you want to see the breaks in your
document, click the Show/Hide command on the Home tab.

L[| AcBoc: acsocer || ABbC
7. | TNormal  NoSpacing | Heading 1| Heading 2
[ Styles
14 Show/Hide T (Ctrl+*)
o Werat hidden formatting symbols.
BY CLIENT ..
-+ Bxcell This s especially useful for
Clients Quarter 4 Quarter 1 =+ PowerPaintll gy anced layout tasks.
1 «-s Outlook]
Union Grove Public Schools | $42,600 $53,600 P
Jarvis Unified School Distict | $31,200 $42,400 Page Break s InfoFaTng
Mellon Foundation | $16,000 $19,000 @ Tell me more

Section breaks

Section breaks create a barrier between different parts of a document,
allowing you to format each section independently. For example, you
may want one section to have two columns without adding columns to
the entire document. Word offers several types of section breaks.

Next Page: This option inserts a section break and moves text after the
break to the next page of the document.

Section Breaks

Next Page
Insert a section break and start the new
section on the next page.

-

I (ATA

Continuous
Insert a section break and start the new
section on the same page.

Continuous: This option inserts a section break and allows you to =5=| EvenPage
. . = Insert a section break and start the new
continue Worklng on the same page. = section on the next even-numbered page.
Even Page and Odd Page: These options add a section break and move —=| OddPage
. :1: S
the text after the break to the next even or odd page. These options may = Insert a section break and start the new

section on the next odd-numbered page.

be useful when you need to begin a new section on an even or odd page
(for example, a new chapter of a book).
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To insert a section break:

In our example, we'll add a section break to separate a

paragraph from a two-column list.

Place the insertion point where you want to create the break.
In our example, we'll place it at the beginning of the paragraph
we want to separate from two-column formatting.

1.0n the Page Layout tab, click the Breaks command, then
select the desired section break from the drop-down menu. In
our example, we'll select Continuous so our paragraph remains

on the same page as the columns.

CLIENTS QVERVIEW

The company added 13 new clients fo ifs roster between December 2015 and

January 2016.

ol a2

NEW CLIENTS

Bancroft Preparatory
Academy

Candy Coaters and Shakes
lee Cream Parlor

Firehouse Dalmatian Rescue
Fly by Day Events

General T. Sanders High
School

Homes and Hope Charity
Julia A. Clark Middle School
Little Jumpers Equestrian
Squad

IMason-Bowers Editing and
Proofreading

Peterson’s Precision
Landscaping

Shepard, Smith, & Wolfe
Tilie"s Breakfast and Grill
Wakanda Middle School

Tof the list above, four of the clients
are schools, three are nonprofits,
and six are small to medium-sized
businesses. New categories of
business clients we serve include
landscaping, event planning, law
firms, and editing houses.

2.A section break will appear in the document.

NEW CLIENTS

[=] - B

File Home  Insert  Design [IREICRAN References  Mailings  Revid

@ ﬁ IE = Breaks - Indent Spacing
Page Breaks

Margins Orientation  Size Columns.

S > > > Page
Page Setup
and the next page begins.

Column

Text Wrapping

w
@
g n
)
£l
-

eaks

Mext Page

AR 1B fund Wi

section on the next page.
Continuous
section on the same page.

Even Page

0dd Page

4.The formatting will be applied to the
current section of the document. In our
example, the text above the section
break uses two-column formatting,
while the paragraph below the break
uses one-column formatting.

Other types of breaks

Mark the point at which one page ends
Indicate that the text following the column

break will begin in the next column.

Separate text around objects on web
pages, such as caption text from body text.

Insert a section break and start the new

Insert  section break and start the new

)

Insert a section break and start the new
section on the next even-numbered page.

Insert a section break and start the new
section on the next odd-numbered page.

Bancroft Freparatory
Acacemy

Ice Crecm Parlor

Fly by Day Events
General T. Sanders High
School

Homes cnd Hops Charity

Liftle Jumpers Equestrian
Scuad

IMason-Bowers Editing and
Proofreading

are scheols, three are norprofits,
and six are small fo medium-sized
businasses. New categories cf
business clierts we serve include

firms, and editing housss.

Cancy Caaters and Shaces

shoLse Dalmctian Rescue

Julia A. Clark Middle School

Of the list above, four of the clients

landscaping, event planning, law

* Pelerson’s Precision
Landscaping

Shepard, Smith, & Wolfe
Tillie's Breakfast and Gril
Wckanda Mdde School

NEW CLIENTS

Bancroft Preparatory
Academy

Candy Coaters and Shakes
lce Cream Parlor

Firehouse Dalmatian Rescue
Fly by Day Events

General T. Sanders High
School

Homes and Hope Charity
Julia A. Clark Middle School
Little Jumpers Equestrian
Squad

IMason-Bowers Editing and
Proofreading

Peterson’s Precision
Landscaping

Shepard, Smith, & Wolfe
Tilie's Breakfast and Grill
Wakanda Middle School

Of the list above, four of the clients are schools, three are nonprefits, and six are
small to medium-sized businesses. New categories of business clients we serve
include landscaping, event planning, law firms, and editing houses.

3.The text before and after
the section break can now be
formatted separately. In our
example, we'll apply one-
column formatting to the
paragraph.

H
File

s =

Margins Orientation Size Columns

Page § 5 =
ne
Ly

(4] s

Home  Insert  Design [ENCTS
" Breaks -
E:D Line Numbers =

% Hyphenation

Maore Columns...

When you want to format the appearance of columns or modify text wrapping around an image, Word offers additional

break options that can help:

Column: When creating multiple columns, you can apply a column break to balance the appearance of the columns. Any
text following the column break will begin in the next column. To learn more about how to create columns in your

document, visit our lesson on Columns.

Text wrapping: When text has been wrapped around an image or

Page Breaks

L

3

=

object, you can use a text-wrapping break to end the wrapping and

begin typing on the

line below the

image.

Review our

on Pictures and Text Wrapping to learn more.

lesson

Page
Mark the point at which one page ends
and the next page begins.

Column
Indicate that the text fellowing the column
break will begin in the next column,

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.



SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme) -43 -
To delete a break:

By default, breaks are hidden. If you want to delete a break, you'll first need to show the breaks in your document.

On the Home tab, click the Show/Hide command.

2 [ AcBoc: Agsocer AcBbC

= Iév Qv . ThHormal Mo Spacing | Heading 1 | Heading 2

ime | €=

Paragraph [F Styles
GEIPE Show/Hide T (Ctrl+*) Locate the break you want to delete, then place the insertion
Microsoft-Officeq | Show paragraph marks and other point at the beginning of the break.
oy WordY hidden formatting symbaols.
Excel . .
*-+ Bxcell ) This is especially useful for FEL
*—+ PowerPaintl | anced layout tasks. !l
L outeat
o Accesst
*— InfoPathf !
-+ Infora During the -4th quarter, Westbrook-Parker showed continued ' '
growth and exceeded profit expectations. The new yearis- A A P
e Tell me more starting strong, with January 2016 proving fo be a profitable -
month. 4

Database soffware sales are up by 13%, subscriptions ¢ our online database -
management applications are up by 21%, and capital expenditures in the -
marketfing department have decreased since the 3 quarter.

At the beginning of the month, Brenf Summerfield -(formerly Business Systems -
IManager) was promoted {o the role of Vice President. Patrick Jarvis assumed -
the role of Web Developer in order to grow and froubleshoot our online -
database applications. This has effectively freed up the software development-
team {o focus on database solutions that will continue 1o meet our clients’ -
demands. The sales team also hired an additional salesperson and acquired 13-
new clients, including four schools, three nonprofits, and six businesses. 4

I! SN S P S |

Press the Delete key. The break will be deleted from the document.

EXECUTIVE-SUMMARY

T
During the 4th quarter, Westbrook-Parker showed continued -

growth and exceeded profit expectations. The new yearis- A'A'P
starting strong, with January 2016 proving 10 e a profitable -

month. 1

Database software sales are up by -1 3%, subscriptions 4o our online database -
management applications are Up by 21%, and capital expendituresin the -
markefing department have decreased since the 3 gquarter.

At the beginning of the month, Brent Summerfield {formerly Business Systems -
rManager) was premoted 1o the role of Vice President. Patrick Jarvis assumed -
the role of Web Developerin order 40 grow and 4roubleshoct our online -
daftabase applications. This has effectively freed up the software development -
team to focus on database solutions that will continue to meet our clients’ -
demands. The sales feam also hired an cdditional salesperson and acquired 13-
new clients, including four schools, three nonprofits, and six businesses. 4

IC\ienTs report their satfisfaction with the flexibility that our anline database -
applications continue 1o afford them. The marketing department plans 1o study -
usage trends throughout the 15t and 2n< quarters so that the software -
development feam can tailor cur offerings o best meei demands. farketing -
and sales frends indicate that our overall growth will continue.q|
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Introduction

CHAPTER-15- COLUMNS

Sometimes the information you include in your document is best displayed in columns. Not only can columns help
improve readability, but some types of documents—like newspaper articles, newsletters, and flyers—are often written in
column format. Word also allows you to adjust your columns by adding column breaks.

To add columns to a document:

1. Select the text you want to format.

“Ernin Galect the Layout tab, then click the Columns command. A drop-down menu will appear.

Important Contact Info 5.

City of Orlando
Police Dept.: 321.555.1728

. File Home
Animal Control: 321.555.8915

Select the number of columns you want to create.

et Desgn [N

— o
Water/Sewage: 321.555.6142 @ @ ID *= Breaks = Indent

General: 321.555.7266

Margins Orientation Size Columns

{DLine Numbers~ | Elef 0 3 The text will format into columns.
o +  bf Hyphenation~ | SERight 0

Leasing Office - -
Phone: 321.555.5463 Page S n - - ——» TR
Fax: 321.555.5464 o G oo oo One Lo E
Email: info@limegroveapts.com E
T

Office Hours LN Important Contact Info
Monday-Friday 9:00-6:00
Saturday 10:00-5:00 i Three ta nt CO City of Orlando Fax: 321.555.5464
Sunday 1:00-5:00 : = Police Dept.: 321.555.1728 Email: info@limegroveapts.com

. Left 321.555.17 Animal Control: 321.555.8915 el

bl o ice Rours

- ] . . Water/Sewage: 321.555.6142 e ST

Right rol: 321.555 General: 321555.7266 o dy 10-05 oo
. ge: 321.555. arurday

More Columns... Leasing Office Sunday 1:00-5:00
—_— wenerar021.555.7266 Phone: 321.555.5463

4. Your column choices aren't limited to the drop-down menu that appears. Select More Columns at the bottom of the

menu to access the Columns dialog
columns.

box. Click the arrows next to Number of columns: to adjust the number of

Columns [4 X

Presets

5. If you want to adjust the spacing and alignment of columns, click
and drag the indent markers on the Ruler until the columns appear the
way you want.

%..‘..‘1...‘..‘2.‘.,‘..0
One Two Three Left Right
Number of columns: | 2 = [ Line petween Left Indent
‘Width and spacing Preview
LCol#  Width: Spacing: Leasing Office
£l = [0 = Phone: 321.555.5463
: = = Fax: 321.555.5464
= = Email: info@limegroveapts.com
[~] Equal column width
Office Hours
Apply to: | This section ~ Start new column MDnday—FridavS:OO—G:OO
Cancel Saturday 10:00-5:00
Sunday 1:00-5:00
To remove columns: File Home Insert Design Layout -

To remove column formatting, place the

in the columns, then click the Columns command on

the Layout tab. Select One from the
appears.

TNEE = R

insertion point anywhere  margins Orientation  Size |Calumns G

= - - - b? Hyphenation ~

Page 5 i
drop-down menu that = =] o0 IS 1

: =]

- Thres= adc
- = 3
- Left

Adding column breaks _ trol
B Right age
Once you've created columns, the text will automatically flow from M == More Columns... B

one column to the next. Sometimes, though, you may want to
control exactly where each column begins. You can do this by creating a column break.
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To add a column break: 2 S NIIE SRR
Important Contact Info
In our example below, we'll add a column break that will P

move text to the beginning of the next column. Fax: 321.555.5464

Email: info@limegroveapts.com

City of Orlando

Police Dept.: 321.555.1728
Animal Control: 321.555.8915
Water/Sewage: 321.555.6142
General: 321.555.7266

Office Hours
Monday-Friday 9:00-6:00
Saturday 10:00-5:00
Sunday 1:00-5:00

Place the insertion point at the beginning of the text you
want to move.

ing Office
Phone: 321.555.5463

Select the Layout tab, then click the Breaks command. A
drop-down menu will appear.

Select Column from the menu.

File Home Insert Design Layout References Mailings Revi
E r‘%‘a« IE "= Breaks ~ Indent Spacing
Lo Page Breaks * The text will move to the beginning of the column. In our

Margins Orientation Size Columns

Animal Control: 321.555.8915

Fax: 321.555.5464

- - E Page . -
page setun Mark the paint at which one page ends example, it moved to the beginning of the next column.
. ———————— and the next page begins.
Column W o321 T E‘-‘l‘-‘]“‘\“-l-‘-\-
Indicate that the text following the column
- break will begin in the next column. Ib I
- Text Wrapping
- Separate ont around objects on web Important Contact Info
pages, such as caption text from body text.
- Section Breaks City of Orlando Leasing Office
- Nesxt Page Police Dept.: 321.555.1728 Phone: 321.555.5463
i L4 Insert a section break and start the new

section on the next page.

Continuous
Insert a section break and start the new

Water/Sewage: 321.555.6142
General: 321.555.7266

Email: info@limegroveapts.com

Office Hours
Monday-Friday 9:00-6:00
Saturday 10:00-5:00
Sunday 1:00-5:00

section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Odd Page
B Insert a section break and start the new
2] B section on the next odd-numbered page.

To learn more about adding breaks to your document, visit our lesson on Breaks.

To remove column breaks:

Home Insert Design Layout References Mailings Review Vi
By default, breaks are hidden. If you want to o
show the breaks in your document, click | Calibrilight (€~ 14 -] A" A | Aa- | %
the Show/Hide command on the Home tab. ~ P*t® BIT U-axx. ¥ |A-¥-A-FH===

Clipboard = Font [} Paragraph [}

Place the insertion point to the left of the break you want to delete.

R RERRE SERCRER RN SRR B A s e
a

Important-Contact-Infoq] o

City-of-Orlando+
Police-Dept.:-321.555.1728«
Animal-Control:-321.555.8915+«
Water/Sewage:-321.555.6142«
General:-321.555.72661]

Break (Conti )

Leasing-Offices
Phone:-321.555.5463+«
Fax:-321.555.5464+
Email:-info@limegroveapts.com

Office-Hours+
Monday-Friday-9:00-6:00«
Saturday-10:00-5:00«
Sunday-1:00-5:00...section Break (Continuous}.

| T Column Break

ection Break (Conti )]

Press the delete key to remove the break.

IR S R SR R P P PP SR
[

Important-Contact-Info9]

Fax:-321.555.5464+«
Email:-info@limegroveapts.com"

ection Break (Conti )

City-of-Orlando«
Police-Dept.:-321.555.1728«
Animal-Control:-321.555.8915«
Water/Sewage:-321.555.6142+
General:-321.555.72661

Office-Hours«
Monday-Friday-2:00-6:00«
Saturday-10:00-5:00+
Leasing-Office« Sunday-1:00-5:00..section Break (Continuous)
Phone:-321.555.5463«

ection Break (Conti )
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CHAPTER-16- HEADERS AND FOOTERS

Introduction

The header is a section of the document that appears in the top margin, while the footer is a section of the document
that appears in the bottom margin. Headers and footers generally contain additional information such as page
numbers, dates, an author’'s name, and footnotes, which can help keep longer documents organized and make them
easier to read. Text entered in the header or footer will appear on each page of the document.

To create a header or footer:

In our example, we want to display the author's name at the top of each page, so we'll place it in the header.

Double-click anywhere on the top or bottom margin of your document. In our example, we'll double-click the
top margin.

The header or footer will open, and a Design tab will appear on
Word2016_HeadersFooters Practice - Word X
et Dy lyout  Rerencs  Moiings  Reiew  Vew @ Telme. the right side of the Ribbon. The insertion point will appear in
; = the header or footer.
Pﬂfﬂ v B0 sy x A-%-A- =E== 1=- O-6 - | THatngl TNomal TNoSpac. - E”‘f"‘ﬂ
EmOE — 5 R 5 syes 5 N (=] Word2016_HeadersFooters_Practice - Word - [=]
o ,H‘_"gu‘_‘“H‘_"1‘.‘_H,‘H_H,‘H_H;H‘_Hs‘”a‘”y”‘ < File  Home Insert Design Layout References Mailings Review Vi Javier Flores £, Share
) Header~ - 5] Quick Parts ~ = Different First Page !
u D) Footer~ FBM = R picures = Grj (55 [ ] Different Odd & Even Pages 3|, ?d
i B Page Number~ | Joiet DOCUMENt o e ictures | ooy oy 7 | 2] Show Document Tet B e
I s . e i . FR— R s O,
Andrew Lytle at The Sewanee Review |
Atop Monteagle Mountain at the University of the South in Sewanee, Tennessee, isthe =

office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has never missed an

Atop Monteagle Mountain at the University of the South in Sewanee, Tennessee, is the

issue, distinguishing it as the oldest continuously published quarterly review in the United States.

office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has never missed an

. issue, g g it as the oldest ublished quarterly review in the United States.
For its first half-century, the magazine existed as a general journal of the Humanities, featuring N @

For its first half-century, the magazine existed as a general journal of the Humanities, featuring

Type the desired information into the header or footer. In our example, we'll type the author's name and the date.

Word2016_HeadersFooters_Practice - Word

Design Layout References Mailings Review View Q Tellm

[Eiq Previous Different First Page 1 . .
B = B L3 S preenifisbese _ When you're finished, click Close Header and Footer.
Date & Document Quick Pictures Online  Goto Goto , J Alt tivel the E k
Time  Info- Parts~ Pictures | Header Fowter 7 Linkto Previous | [¥] Show Document Text ernatively, you can press the Esc key.
Insert Havigation aptions
l-“l--‘g--‘\‘--1‘--|“-}.-"|--‘1--‘\---4‘--|“-5-“|
= = ]
@ Tell me what you want to do... Javier Flores £ Share
‘Willa Fisher Different First Page ..+ Header from Top: 0.5" s
1112014 Diff Odd & Even P TF from B 0.5 -
L ifferent wven Pages + Footer from Bottom: |0.5" .
. . o ? Close bkader
¥| Show Document Text [E] Insert Alignment Tab =il e
Atop Monteagle Mountain at the University of the South in Sewanee, Tenne — Psition Close .

The header or footer text will appear.

1.‘--|-‘-g---|-‘-l--‘|---Z---l‘--J---l‘--4-‘-|-

Willa Fisher
12/11/2015

Andrew Lvtle at The Sewanee Review

Atop Monteagle Mountain at the University of the South in Ses

office of The Sewanee Review. Founded 1n 1892, the Sewanee Review

To insert a preset header or footer:

Word has a variety of preset headers and footers you can use to enhance your document's design and layout. In our
example, we'll add a preset header to our document.

1. Select the Insert tab, then click p—— T = T 0 1 o
e ome dyoul ererences allings eview ew v lellmew want {o do...
the Header or Footer command. : :

. s . = ™ .
In our example, we'll click B Cover Page [y LSmartArt | gy W E‘ﬂ@ & T DHeadevI}
the Header command [ Blenk Page = o 1l Chart : [l Footer~
. ] Table  Pictures Online Shapes & Wy Add-ins - Wikipedia  Online  Links  Comment
*— Page Break . Pictures ~ @+ Screenshot - QLA Video - 5| Page Number~

Pages Tables Illustrations Add-ins Media Comments Header & Footer
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2. In the menu that appears, select the desired preset header or footer.
3. The header or footer will appear. Many preset headers and footers

* :3”“’“' FEB-F- o —EI contain text placeholders called Content Control fields. These fields
:w"a": Retrospect are good for adding information like the document title, author's name,
S e — - | date, and page number.
Semaphore — i . 2 Lo e s . .. . —

eview

1th in Sewa

Sideline
+ Review (S
| o
sarterty rev: b I T
snal of the siice 1 Atop Monteagle Mountain at the University of the South in Sewanee, Tennessee, is the
940s its foc
- office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has never missed an
srary critici . . . . B
- issue, distinguishing it as the oldest continuously published quarterly review in the United States
ilitated exp [E8 More Headers from Office.com >

[  Edit Header
ellence has
[ Remove Header

select the e

4. To edit a Content Control field, click it and type the desired information.

— T — 5. When vyou're finished, click Close Header
and Footer. Alternatively, you can press
the Esc key.

| ‘Andrew Lytle at The Sewanee Reviewﬂ

&3] 0

Q

Javier Flores A4 Share

Atop Monteagle Mountain at the University of the South in Sewanee, Tennessee, is the

Different First Page .+ Header from Top: | 0.3" N
office of The Sewanee Review. Founded 1n 1892, the Sewanee Review (SR) has never missed an Different Odd & Even Pages "\ Footer from Battom: 0.5 :
Close r
issue, distinguishing it as the oldest continuously published quarterly review in the United States V| Show Document Text Insert Alignment Tab and Footer
Options Position Close A

If you want to delete a Content Control field, right-click it and select Remove Content Control from the menu that
appears.

1--‘.---g-‘-.-‘-1---|‘--1‘--‘_-._-:|---\
Times Mew Re ~ |13 = | g~ o7 & A&_J-
B I U 3 - A -:i=-i= - Shles
| Andrew Lytle at The Sewanee Review|
| ] Editing headers and footers
‘th Paste Options:
Atop PR miversity - ; . o
27 Ls LA After you close the header or footer, it will still be visible, but it will
office of The| Remove Content Control 1892, the . . . .
P s be locked. Simply double-click a header or footer to unlock it, which
issue. disting sont sously put . P
=% Paragraph.. will allow you to edit it.
For its first b D Smart Lookup sted as a g
articles on lit Synenyms ¥ louth. In tt "‘"“'5“""“"“"‘1“"“""‘"""“""
Eg Translate
literary. and { s superb e
of course, rev hift in tom
B
Andrew Lytle at The Sewanee Review
Atop Monteagle Mountain at the University of the South in Sewan
office of The Se Review. Founded in 1892, the S Review (SR,
issue, distinguishing it as the oldest contimuously published quarterly revie
For its first half-century, the magazine existed as a general journal of the F
Design tab options

When your document's header and footer are unlocked, the Design tab will appear on the right side of the Ribbon, giving
you various editing options:
ers_Practice - Word

Hide the first-page header and footer: For some documents, you
may not want the first page to show the header and footer, like if you :
have a cover page and want to start the page numbering on the second r| B4 Previous

. . Eip Mext Different Odd & Even Pages
page. If you want to hide the first-page header and footer, check the box Goto Goto )
next to Different First Page. [dzmdly Boefa Linkto Previous | |+ Show Document Text

Mailings Review View

ifferent First Page

Mavigation Options
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Remove the header or footer: If you want to

remove all

_48 -

information contained in the header, click

the Header command and select Remove Header from the menu that appears. Similarly, you can remove a footer using

the Footer command.

File Home Insert Design Layout References
I - [El Quick Parts -
| S = i _ _
Header Footer  Page  Date & Document 0 oo oo Page Number: You can automatically number each page with the
Built-in - Page Number command. Read our Page Numbers lesson to learn
Panke more.
File Home Insert Design Lay
Blank (Three Columns)
5
— = =] BEE Sk
) i Header Footer Page Date & Document Qu
fustin ! - = MNumber~ Time Infa~  Par
R L Header & F m Top of Page (]
L
Fanded [E] Bottom of Page k
I [f| PageMargins 4
= I @ Current Position 3
'? iﬁ::::frsmm Offiescom : 1 Ei:j Format Page Mumbers...
B< BemoveHeader L = ES'.( Remove Page Numbers
Additional options: Wlth the Commands File Home Insert Design Layout References Mailings Review View
available in the Insert group, you can D D o ﬁ D F (5% Previous
add the date and time, document O = O 48 iy Next
) ) Header Footer Page Date & Document Quick Pictures Online | Goto Goto . .
info, pictures, and more to your header - = MNumber~| Time Infor  Parts~ Pictures |Header Footer Link to Previous
or footer Header & Footer Insert Mavigation

To insert the date or time into a header or footer:

Sometimes it's helpful to include the date or time in the header o
show the date when it was created.

On the other hand, you may want to show the date when it
was printed, which you can do by setting it to update
automatically. This is useful if you frequently update and
print a document because you'll always be able to tell which
version is the most recent.

Double-click anywhere on the header or footer to unlock it.
Place the insertion point where you want the date or time to
appear. In our example, we'll place the insertion point on the
line below the author's name.

The Design tab will appear. Click the Date & Time command.

Word2016_HeadersFooters_Practice - Word

The Date an

Design Layout References

9 B E [ g

Date & Document Quick Pictures Online

Review

Mailings

View

[Eiq Previous Different First Pag
[Eip MNext

Different Odd & E
Goto Goto

r footer. For example, you may want your document to

T

=)

Atop Monteagle Mountain at the University of the South in Sewane
office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR)

issue, distinguishing it as the oldest continuously published quarterly revier

d Time dialog box will appear. Select the

desired date or time format.

Check the box next to Update Automatically if you want the
date to change every time you open the document. If you
don't want the date to change, leave this option unchecked.

T\me% Info~  Parts~ Pictures Header Footer .. Linkto Previous ¥/ Show Document”
Insert Navigation Options
Click OK.
Date and Time ? >

Available formats

Language:

12/21/15
IMonday, December 21, 2015

12/21/2015
2015-12-21

Dec-
12/21/15 3:23 PM
12/21/15 3:23:35 PM

15:23
15:23:35

English (United States)

Set As Default

Cancel

The date will appear in the header.

| Andrew Lytle at The Sewanee Review
December 21, 2015

=

Atop Monteagle Mountain at the University of the South in Sewane
office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR)

issue, distinguishing it as the oldest continuously published quarterly reviey
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CHAPTER-17- PAGE NUMBERS

Introduction

Page numbers can be used to automatically number each page in your document. They come in a wide range of number
formats and can be customized to suit your needs. Page numbers are usually placed in the header, footer, or side
margin. When you need to number some pages differently, Word allows you to restart page numbering.

To add page numbers:

Word can automatically label each page with a page number and place it in a header, footer, or side margin. If you have

an existing header or footer, it will be removed and replaced with the page number.

1.0n the Insert tab, click the Page Number command.
I 2.0pcn theTop of Page, Bottom of Page, or Page
. ~ [ n ] A= [¥ signature Line - Margin menu, depending on where you want the page number
L‘ L Q —I ’= 4 ED Date & Time to be positioned. Then select the desired style of header.
Header Footer Pngelk Text Quick WordArt Drop

- - Number= Box- Parts~ - Cap - DObjEd' -
Header & F B Top of Page » Text u want to do -
- c erlink T L
o s AR EEEEEREEE] b EERES
[£ Bottom of Page 4 . . Wikipedia Online ookms Comment Header Footer | Page Text Quick WordArm
S| [[EpEE e A wler Foo= IR | oo e T
| Page Margins » L | [~/ ) Tep of Page &
9 9
Page X [& Bottom of Page »
[/ Current Position ] Accent Bar 1 E) Page Margins »
= sition >
I_?E Format Page Numbers... =
[ Remove Page Numbers S
z l} D ‘ isee. 1s the
ll r missed an
. . Page X of v
3.Page numbering will appear. % Bors rarabers 1 Tnited States.
1 B ;. featuring
2 1 4 5 P § e AT purely
1 Botd Numbers 2 poetry and,
' e ‘ e editors of
BB More Page Numbers from Office.com , o fts editors,
iters that
‘ Page |l
ew Lytle at The Sev ! 4.Press the Esc key to lock the header and footer.
.ountan at the University of the South in Sewanee, Tennessee, 1s the P , 5 & oo
iew. Founded in 1892, the Sewanee Review (SR) has never missed an
he oldest continuously published quarterly review in the United States
1

Andrew Lvtle at The Sewanee Review
If you need to make any changes to your page

numbers, simply double-click the header or footer to
unlock it. ) .
riew. Founded in 1892, the Sewanee Review (SR) has never missed an

‘ountain at the University of the South in Sewanee, Tennessee, 1s the

If you've created a page number in the side margin, e oidest continuously published quarterly review in the United States.
it's still considered part of the header or footer. You
won't be able to select the page number unless the header or footer is selected.

To add page numbers to an existing header or footer:

If you already have a header or footer and you want to add a page number to it, Word has an option to automatically
insert the page number into the existing header or footer. In our example, we'll add page numbering to our document's

header.
. # i E i 1 i S2. i 3 i 4 I 5 I 6 & 7
1. Double-click anywhere on
the header or footer to unlock it.
| Andrew Lytle at The Sewanee Review 1

December 21, 2015

=)

Atop Monteagle Mountain at the University of the South in Sewanee, Tennessee, is the

office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has never missed an
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El o [ad

Quick Pictures Online
2 Pictures

=T Sees

iy Next
Link to Previous | [Z] Show Doct

ert

vigatian o

2. On the Design tab, click the Page I S e

Number command. In the menu that
appears, hover the mouse over Current

Position and select the desired page :
numbering style. E
E b .
3. Page numbering will appear. 3 L
:, [EB More Page Numbers from Office.co - »
g 1 S 3 4 \ 5 5 & 7
4, When you're finished, press the Esc key.
| Andrew Lytle at The Sewanee Review Page |1
December 21, 2015 B L T3 S 6 A

Atop Monteagle Mountan at the University of the South in Sewanee, Tennessee, is the
December 21, 2015

office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has never missed an Andrew Lytle at The Sewanee Review

1ssue, distinguishing it as the oldest continuously published quarterly review in the United States Atop M le Mo in at the Univ of the South in Sewanee, Tennessee, is the

office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has never missed an

issue, distinguishing it as the oldest i Ly published quarterly review in the United States.

To hide the page number on the first page:

In some documents, you may not want the first page to show the page number. You can hide the first page
number without affecting the rest of the pages.

ers_Practice - Word Header & Footer Tools

Double-click the header or footer to unlock it.

Mailings Review View

From the Design tab, place a check mark next to Different

N ) : - r| [E14 Previous iFFerent First Page

First Page. The header and footer will d!sappear .from the first 5 Next Different Odd & Even Pages

page. If you want, you can type something new in the header Goto Goto } )

or footer, and it will only affect the first page. Header Footer 4. Linkto Previous | 1] Show Document Text
Mavigation Options

If you're unable to select Different First Page, it may be because an object within the header or footer is selected. Click
in an empty area within the header or footer to make sure nothing is selected.

To restart page humbering:

Word allows you to restart page numbering on any page of your document. You can do this by inserting a section break
and selecting the number you want to restart the numbering

with. In our example, we'll restart the page numbering for our S
document's Works Cited section. 27
I
orks Cited
1. Place the insertion point at the top of the page you want WWorks Ci

to restart page numbering for. If there is text on the page, place [tte TheFugitive Legacy: A Critical History. Baton Rouge: LSU Press. 2001.

the insertion point at the beginning of the text. e. “Remaking The Sewanee Review” Chattahoochee Review 8 (1988): 71-7.

anee Review: A Critical and Editorial History.” Sewanee: University of the South

2. Select the Layout tab, then click the Breaks command.
Select Next Page from the drop-down menu that appears.

File Home Insert Design Layout References Mailings Revi

I e T | inreater =T =

Page Breaks =
Margins Orientation Size Colurmns

= = = = =
s Park the point at which one page ends
and the next page begins.

Pl

Page Setup
= PR
Column

Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages. such as caption text from body text.

E

Section Breales F

- MNesxt Page
- S|, lneermasection bresk and startne new
Setion on the nox page. [ =
=] Continuous
Inaert & sedtion break and start the new

section on the same page.

Even Page 3
Insert a section break and start the new
section on the next even-numbered page. 3

k

il

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

1
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A section break will be added to the document.

3.Double-click the header or footer containing the page number you want to restart.

"""""" WorksCited ~ [Sameasprevous |

[ egacy: A Cntical History. Baton Rouge: LSU Press, 2001.
Sewanee Review.” Chattahoochee Review 8 (1988): 71-7.

fitical and Editorial History.” Sewanee: University of the South

4.Click the Page Number command. In the menu that appears, select Format Page Numbers.

File Home Insert Design Lan
B ENE
Header Footer Page Date & Document =
= = MNumber = Time Info ~ ':‘@
Header & F [#] Top of Page »

= [#] Bottom of Page 3
E1  Page Margins »

- [#¥1 Current Position 3
= Erg Format Page Mumbers... I
E E;( Eemowe Page Mumbers Ik

5.A dialog box will appear. Click the Start at: button. By default, it will start at 1. If you want, you can change the
number. When you're done, click OK.

Page Mumber Format v

IX

Mumber format: 1, 2, 3, ...

|:| Include chapter number

Chapter starts with style: Heading 1 -
Use separator: - [(hyphen) -

Examples: 1-1, 1-A

Page numbering

O Continue from previous section

S stort e

| oK | |  canca
6.The page numbering will restart.
1 i 1 4 1 5 1 C & P 7
Page |l

_egacy: A Crtical History. Baton Rouge: LSU Press, 2001.
Sewanee Review " Chattahoochee Review 8 (1988): 71-7.

ntical and Editonial History.” Sewanee: Umiversity of the South
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PICTURES AND TEXT WRAPPING

Adding pictures to your document can be a great way to illustrate important information and add decorative
accents to existing text. Used in moderation, pictures can improve the overall appearance of your document.

To insert a picture from a file:

If you have a specific image in mind, you can insert a picture from a file. In
our example, we'll insert a picture saved locally on our computer. If you'd like ]

to work along with our example, right-click the image below and save it to

your computer.

1. Place the insertion point where you want the image to appear.

1000 Lake Sylvan Boulevard | Orlando, FL 32804 A

|New Online Resident Portal

Residents are raving about Buena Vida Online, the new web portal fc
Lime Grove Apartments and other Buena Vida communities.

Buena Vida Online gives you access to community news, announcem
other important information. You can also use the portal to:

s Pay your rent online

Luxury Apartments

2. Select the Insert tab on the Ribbon, then click
the Pictures command.

[ Blank Page

= Page Break

Pages

B cover Page ~

File Home Insert Design Layout References

O ] lad [ Qo™

Table Pictures Online Shapes

- . Screenshot - &1
Pictures he

Tables Illustrations
From File

Insert pictures from your computer
or from other computers that
you're connected to.

9 Tell me more

3. The Insert Picture dialog box will appear. Navigate to the folder where your image is located, then select the
image and click Insert.

[ insert Picture X
N = > ThisPC > Pictures > v © | Search Pictures el
Organize ~ New folder = - [
Documents # ™
1= Pictures »
Academic Paper Adobe Camera Images iPhoto Logos
Created example Roll Library.pho
tolibrary
Logos
Source
# ¥l e
[T Microsoft Word Saved bbq image Logo PoolParty
Pictures
@@ OneDrive
= This PC
¥ Natwork he
File name: |Logo | Al Pictures v
Tools ~ Inserl |v Cancel

5. To resize an image, click and drag one of the corner sizing
handles. The image will change size while keeping the same
proportions. If you want to stretch it horizontally or vertically,

you can use the side sizing handles.

Changing text wrapping settings

When you insert a picture from a file, you may notice that it's

4. The image will appear in the document.

5 LIME GROVE

Luxury Apartments .
& . New Online

Portal

Residents are raving about Buena Vida Online, the new web port

Lime Grove Apartments and other Buena Vida communities.

l 1000 Lake Sylvan Bou\evard?ﬂando, FL 32804

Luxury Apartments

ew

Portal

difficult to move it exactly where you want. This is because the text wrapping for the image is set to In Line with
Text. You'll need to change the text wrapping setting if you want to move the image freely, or if you just want the text

to wrap around the image in a more natural way.
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To wrap text around an image:

1. Select the image you want to wrap text around. The Format tab will appear on the right side of the Ribbon.

2. On the Format tab, click the Wrap Text command
in the Arrange group. Then select the desired text wrapping
option. In our example, we'll select In Front of Text so we

155 Pictures LZPicture Border- [ [ Tbr ward < [ Align -

+ picturs <[E bk | e can freely move it without affecting the text. Alternatively,
I | R picture Layout W8 i seectionpave X otte : i
arange you can select More Layout Options to fine tune the layout.
ey . 2 s . : R
55 Ph L Picture Border - = = % Align -
bewre || [ = = B o = Backuar p
E. = % picure Layout - P10 SHOR i seection Pane 2L Ratate -
E| n Lo with Ten
e . . : f
1000 Lake Sylvan Boulevard LOrando, FL 3280 nity
@.
l M[ GROVE = luhmu”“‘l\
Luxury Apartments _ .
! o New Online Resident . I
000 Lake Syhvan Boule I B ty
Portal
Residents are raving about Buena Vida Online, the new web portal for residents of L” tal
3. The text will wrap around the image. You can
i i . e b e virffabodt nline, the new web portal for residents of
now move the Image |f you want. Just C“Ck and rcv partmentﬁndotterBuena\J’uda\.ommumtues
drag it to the desired location. As you move R Uxury Apartments
X R R i . uena Vida Online gives you access to community news, announcements, and
Itr allgnment QU|deS W'” appear to hEIp you allgn other impartant information. You can also use the portal to:
the image on the page.
4. Alternatively, you can access text wrapping options by selecting the image and
cllcklng the Layout Optlons button that appears.
“M[ GROV[ 1 5. If the alignment guides do not appear,
B oimorons % select the Page Layout tab, then click the Align
Luxury Apartments I Line with Text . .
s "V][ ROV[ = y command. Select Use Alignment Guides from the
" -
LUXUW Apartments| [l o evom drop-down menu that appears.
AN
New Online Resident Por -
- = I
Residents are raving about Buena Vida Online, 1 =
T—
New Online Resident Port - serencr
Residents are raving about Buena Vida Online, t v o NS N — bt b [ pngfon [0S ) 1
Lime Grove Apartments and other Buena Vida communiies. P > ol ad ot E + O Pt s+ Senbahed & g
e g ad |ad a8 o
- R pue o "G e .
. . Hlign Center
Pihre Shes A 3 M it
(RS ERRRERE i 1 } [ § i
¥ Hign Top
© Hign Mdde
A \\‘H!\‘?““'I
% Distnbute Herizontally
0 W Dlstbute Veetically
Using a predefined text wrapping setting g P
Luxury Apartments P
f, Hign to Maigin
Predefined text wrapping allows you to quickly move the image S C—
to a specific Iocatlo.n on t.he pége. The text will automatically 0D ke ok Ol FL IS m..n‘n:m.-‘-fL'semmmmb
wrap around the object so it's still easy to read. ‘ el
i o Seftings.
' '
, New Onling Resident Portal
Z Picture Bordar ~ [l = fing Forward = [~ .
[ E - ::i(:ure :H::ts = :En: ;a(kw;drd - A-ﬂ' e
b S - @2 Picture Layout - FESHOR WP [, seiection Pane k- COP 166"
= = 't Liroe with Taxt sice - ~
about Buena Vida Online, the New wih Text wrapping of

1ts and other Buena Vida commur

/es you access to community new:

mation. You can also use the port | = =

nline Position in Middle Right with Square Text Wrapping

ise i~ - ol
:enance request More Layout Options.

ibhouse

Inserting online pictures

If you don't have the picture you want on your computer, you can find a picture online to add to your document. Word
offers two options for finding online pictures.
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OneDrive: You can insert an image stored on your OneDrive. You can also link other online accounts with your

1.

Microsoft account, such as Facebook and Flickr.

2.

_54 -

Bing Image Search: You can use this option to search

4BACK TO SITES

OneDrive - Personal
All folders ¥ Pictures

Brealdast

2592 x 1944 1 item selected

Insert

1>

Cancel

To insert an online picture:

the Internet for images. By default, Bing only shows images that
are licensed under Creative Commons, which means you can
use them for your own projects. However, you should click the
link to the image's website to see if there are any restrictions on
how it can be used.

4 BACK TO SITES.

B Ping Image Search
118 search results for email

H@e @
L aw 9 e @ere.

Search results are images licensed under Creative Commons. Please review the specific license for any image you want to Use to ensure you can %

email

Show all web results

comply with it

File:  Email 1 item selected. Insert Cancel
A Gl item selecte nse ancel

1. Place the insertion point where you want the image to appear.

® Pay your rent online

2. Select the Insert tab, then click the Online
: : oot Pictures command.
NeW Onllne Resldent Portal File Home Insert Design Layout References
' ) - 3 Cover Page ~ TEiSmartArt =
‘Remdents are raving about Buena Vida Online, the new web portal B Cover Page % ] @ @ —>ma il Store The Insert
Lime Grove Apartments and other Buena Vida communities [ Blank g - E Shart Pictures
= Page Break Table Pictures (?I’||II’|E Shape . Screenshot - & My A dialog box
Buena Vida Online gives you access to community news, announce Plc'ture% ill
. . . Pages Tables Illustrations will appear.
other important information. You can also use the portal to:
I Online Pictures

1 Find and insert pictures from a

variety of online sources.
i : - Ao el
3. Choose Bing Image Search or your OneDrive.
In our example, we'll use Bing Image Search.
% 4. Select the desired image, then click Insert.
Insert Pictures
B3| Bing Image Search computer keyboard x X
Search the web I 4BACK TO SITES
& OneDrive - Personal e s R
lakestane.amasan@gmail.com o [ Bing Image Search computer keyboard
8740 search results for computer keyboard
~

Alsa insert from:

&

=

5. The image will appear in the document.

[ TP I 1 -2 3 | ‘. 5

- 000 Lake Sylvan Boulevard | Orlando, FL 32804

New Online Resident Portal

\(U
> )

w\©

Jﬂeswdems are raving about Buena Vida Online, the new web

1B
Wwa. - 7

Search results are images licensed under Creative Commons. Please review the specific license for any image you want to use %

to ensure you can comply with it Show all web results

.. Solutions by cyberscooty - A" Computer..

800 x 526 - openclipart.org Cancel

1 item selected. Insert

portal for residents of Lime Grove Apartments and other Buena Vida communities

Buena Vida Online gives you access to community news, announcements, and

other important information. You can also use the portal to:
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CHAPTER-19- FORMATTING PICTURES

There are many ways to format pictures in Word. For instance, you can change the size or shape of an image to better
suit your document. You can also enhance its appearance using Word's image adjustment tools. To crop an image:

When you crop an image, part of the picture is removed. Cropping can be useful if you're working with an image that's
too big and you want to focus on only part of it.

Select the image you want to crop. The Format tab will appear.

From the Format tab, click the Crop command.

Woard2016_FarmatPictures Practice - Waord Picture To..
Layout [ Mailings Reviews

rctions ~ I=r JE— r—— L= Picture Border ~ e ENEE -

= Ea | | c— el el | - | @ Picture Effects ~ *C"L‘\E-"
= Sb | = =

ic Effects - 3 - ~ | BL, Picture Layout ~ - o= |3.45 -

t Picture Styles = Size LY -~

S SR 2 . L. LA s

R . T Crop I
Crop your picturs to remowe any
P N e

Cropping handles will appear on the sides and corners of the image. Click and drag any handle to crop the image.
Because the cropping handles are near the resizing handles, be careful not to drag a resizing handle by mistake.

—w Garden Festlval To confirm, click the Crop command again. The image will be

cropped.
Celebrating the beauty
of Central Calefornia

m Garden Festival

Celebrating the beauty
of Central California

Grand Parade
May 18, 10:00 AM

Grand Parade

The corner handles are useful for simultaneously May 18. 10:00 AM
, 10:

cropping the image horizontally and vertically. "

To crop an image to a shape:

Select the image you want to crop, then click the Format tab.

1. Click the Crop drop-down arrow. Hover over Crop to Shape, then select the desired shape from the drop-down
menu.

2. The image will be cropped to the chosen shape.

m Garden Festival

Celebrating the beauty
of Central Caltfornia

Blaine g oo :
Central { - ~

Grand Parade
May 18, 10:00 AM

eauty :
oraia b

' ade
AM
To add a border to a picture: —— p— i
Select the picture you want to add a border — L —
to, then click the Format tab.
Click the Picture Border command. A drop-down Blaine . )
_ ooy Blaine F -

menu will appear.

s Garden Lo o

Celebrating the beauty
of Central California

From here, you can select
a color, weight (thickness), and whether the line

is dashed.

The border will appear around the image.
Making image adjustments

Grand Parade
May 18, 10:00 AM




SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme)

With Word's image adjustment tools, you can easily
fine tune properties like color, contrast, saturation, and
tone. Word also offers built-in picture styles, which
can be used to add a frame, drop shadow, and other
predefined effects.

When you're ready to adjust an image, simply select it.
Then use the options below, which can be found on
the Format tab.

-56 -

Word2016_FormatPictures_Practice - Word Picture To...

Home Insert Design layout References  Mailings  Review  View

Corrections ™

Color~

-
amdl

Corrections Cal
Remaove
From here, you can sharpen or soften the
image to adjust how clear or blurry it appears.
You can also adjust brightness and contrast,
which affect the image's lightness and general

intensity.

Color

Using this command, you can adjust the

image's saturation (how vibrant the colors
appear), tone (the color temperature of the
image, from cool to warm), and coloring(the
overall tint of the image).

File Home Inset Design  layout Refeences  Mailings  Review  View [EEENIGFY ¥
; ﬁ Conections* & Pl ol e LZ Ficture Border @,ﬂ-:
R;ncwe @C&lbl' EII il |l ‘_“ = = = b Picture Effects - on =
Background | Color Saturation Ité Layout * *
WNNMMNN
ST RN NE BN NG B K PR

Color Tone

o,
.

Temnperature:

wer &

RN qm

uluulllmm

: 3 ., u"‘u‘ g the beauty
- n”,u s G ualﬁrfﬁ;mm
: Kv IMare Variations

m @: et Transparent Color

. {'P Picture Color Options...

: wrand Parade

May 18, 10:00 AM

LZ Picture Border -
* &b Picture Effects -

Carrections ~

L

ﬁharpcn.fSol'len
5L, Picture Layout =

Brightness/Contrast 5

--nuy
E::;'le Flower &
B N A
B S e

ontragk: +20%
Picture Correcti

len Festival

Celebrating the beauty
of Central California

Brl_‘!h!n:

W T

Grand Parade
May 18, 10:00 AM

Artistic Effects

Here, you can apply special effects to your image, such as
pastel, watercolor, or glowing edges. Because the results

are so bold, you may want to use these effects sparingly
(especially in professional documents).

nset  Design  layowt  Refersnces  Mailings  Review
Comections~  J&] L Picture Border - [
Lo = . | e = i ) il
=2 & Color By il | ol | otl| ol el | ) Pictue Bfects
Femave —_— — — Crop =

Background ] At Effects = 0 -

A i
RPN KON
%%E%%lne Flower &

N r Picture Layout -

rden Festival

Celebrating the beauty

of Central Caltfornia

Grand Parade
May 18, 10:00 AM
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Picture Styles group

This group contains many different predefined styles that make image formatting even easier. Picture styles are
designed to frame your image without changing its basic settings or effects.

Format
- ions ~ . Zpi - 1 -1
i Corrections = . L Picture Border ;l g
—— 8] Cotor - Ea = ] ﬁ | — amat® - OB Picture Effects +
Remove — N E o Crop =
Background [=3] Artistic Effects = 3 - 7 155, Picture Layout ~ =
Adjust Picture Styles ] 5t
v TS - e 1 Rotated White [+ 0 3 s s A s e
. - -
| 428 Blaine Flower &
- aine ower

: Central |
- | 298 Garden Festival

: Celebrating the beauty
of Central California

3|

Grand Parade
May 18, 10:00 AM

Compressing pictures

If you plan to email a document that contains pictures, you'll need to monitor its file size. Large, high-resolution images
can cause your document to become very large, which may make it difficult to attach to an email. Additionally, cropped
areas of pictures are saved within the document by default, which can add to the file size.

Thankfully, you can reduce vyour document's file size by compressing your pictures. This will lower
their resolution and delete cropped areas.

Compressing a picture may noticeably affect its quality (for instance, the image may become blurry or pixilated).
Therefore, we recommend saving an extra copy of your document before you compress pictures. Alternatively, be
prepared to use the Undo command if you're dissatisfied with the results.

To compress a picture:

H -0 - Word2016_FarmatPictures Practice - Word
Select the piCtUre you want to compress, File Home Insert Design Layout References Mailings Review
then navigate to the Format tab. Eﬂ P HCN“PB. PH"'E m——— J——
é [« Color~ F7 Change Picture | | sl | sl ; |
Click the Compress Pictures command. Bii’;f‘;‘m 5] Artistic Effects~ %] Reset Picture ~ -
Adjust Picture Styles
& Loy | Compress Pictures N P

Compress pictures in the document
A dialog box will appear. Check the box o e
next to Delete cropped areas of pictures. You can also choose whether to apply the settings to this picture only or to

all pictures in the document.

Choose a Target output. If you are emailing your document, you may want to select Email, which produces the smallest
file size.

Click OK.

Compress Pictures 7 >

Compression options:
Apply aonly to this picture
Delete cropped areas of pictures
Target output:
HD (330 ppi): good quality for high-definition [HD] displays
O Print (220 ppi): excellent quality on most printers and screens
O Web (150 ppi): good for web pages and projectars

@ E-mail (26 ppil: minimize document size for sharing

o

O Use document resolution
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CHAPTER-20- SHAPES

You can add a variety of shapes to your document, including arrows, callouts, squares, stars, and flowchart shapes.
Want to set your name and address apart from the rest of your resume? Use a line. Need to create a diagram showing a
timeline or process? Use flowchart shapes. While you may not need shapes in every document you create, they can
add visual appeal and clarity.

Toinsert a shape:
Select the Insert tab, then click the Shapes command. A drop-down menu of shapes will appear.

Select the desired shape.

Home (IS . e PERNVETSSEM  Click and drag in the desired location to add the shape to your

B Cover Page~ % L_‘Iil """" | document.

[ Blank Page
(] = Table  Pictures Online
‘=1 Page Break = Pictures

SmartArt Chart Screenshot F

Recently Used Shapes
eSS OOOA L L #
G % ™l L
Lines

NS LLL L NG %
Rectangles

(e maleln]ml=]!

Basic Shapes
BEOANITASOOD®®E
®@GCoOaOr Lo aa
O0@~Aa0O % ¢ Co
Qo If you want, you can enter text in a shape. When the shape

;g%m’g@@%&ﬁ@gé appears in your document, you can begin typing. You can then

T € ovnD »[BLd]M use the formatting options on the Home tab to change the
TR font, font size, or color of the text.

Pages Tables

L

To change the order of shapes:

If one shape overlaps another, you may need to change
the ordering so the correct shape appears in front. You can bring a
shape to the front or send it to the back. If you have multiple images, you can use Bring to Front or Send to Back to
fine tune the ordering. You can also move a shape in front of or behind text.

1. Right-click the shape you want to move. In our example, we want the heart to appear behind the ribbon, so we'll
right-click the heart.

2. In the menu that appears, hover over Bring to Front or Send to Back. Several
ordering options will appear. Select the desired ordering option. In this example, we'll

choose Send to Back.
3. The order of the shapes will

change.

Edit Points

Bring to Front

Set as Default Shape
More Layout Opti
Farmat Shape...

In some cases, the ordering option B e
you select will not a_affect the ordering A A il e N@m e ] u =
of the shapes. If this happens, try 5] B Tenrtects = | @ Comute Link e E T — T
selecting the same option againortry T ———————————————— ; see =

. . | Selection
a different option. If you have several [ e it || Hice s | =
shapes placed on top of each other, it o a2
may be difficult to select an individual ‘ol
shape. The Selection pane allows :-:::’?:

you to select a shape and drag it to a
new location. To access the Selection
pane, click Selection Pane on

the Format tab.

i

393989 Oy,
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To resize a shape:

1. Select the shape you want to resize. Sizing handles will appear on the corners and sides of the shape.
2. Click and drag the sizing handles until the shape is the desired size. You
can use the corner sizing handles to change the shape's height and width at

the same time.

3. To rotate the shape, click and
drag the rotation handle.

4. Some shapes also have one or
more yellow handles that can be
used to modify the shape. For
example, with banner shapes you
can adjust the position of the
folds.

Modifying shapes

Word allows you to modify your shapes in a variety of ways so you can tailor them to your projects. You can change a
shape into a different shape, format a shape's style and color, and add various effects.

To change the shape style:
Choosing a shape style allows you to apply preset colors and effects to quickly change the appearance of your shape.

1.

Select the shape you want to change.
& >

2. On the Format tab, click the More drop-down arrow in the Shape Styles
group.

Layout References Mailings leview View Farmat _
Abc

+| 42 Shape Fill - | A Text Fill -
. | ZShape Outline = A A A d ﬂTeu‘t Outline =
@ Shape Effects - T 3\ Text Effects -
Shape Styles I WordArt Styles I

3. A drop-down menu of styles will appear. Select the style you want to use.

i

i
i
'

4. The shape will appear in the selected style.

caaeenr
| aonog

i

S=-mmad s

0
T
0

D

Irther Theme Fills N

To change the shape fill oolor -

hape you want to change. IR |~ || Theme Colors A yi

& T 2. On the Format tab, click E EEEEE I%

1. Select the s
-

S the Shape Fill drop-down Shape Styles WordArt
- : arrow. Select the color you lzI IIIIIII
want to use. To view more
color options, select More SEderre
) EE" NEEEEN
Fill Colors. No Fill

v MoreFill Colors...
Picture...

[ Gradient 4
Texture >
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3. The shape will appear in the selected fill color.

If you want to use a different type of fill, select Gradient or Texture from
the drop-down menu. You can also select No Fill to make it transparent.

Layout References Mailings

g || e A/

RN

To change the shape fill color: | l@llll%
Shape Styles ‘WordArt|
1. Select the shape you want to change. e IIIII II I I
© 2. On the Format tab, click I I
the Shape Fill drop-down arrow. Standard Colors
Select the color you want to use. EEN NENEEEN
To view more color options, Her
select More Fill Colors. % Morefil Color..
Picture...
[ Gradient 3
Texture 4

3. The shape will appear in the selected fill color.

If you want to use a different type of fill, select Gradient or Texture from the
drop-down menu. You can also select No Fill to make it transparent.

5. From the drop-down menu, you can change the
outline color, weight (thickness), and whether it is a dashed line.

Mailings R

Theme Colors
Shape Styles - L 8 B B B B0 | WWordArt Styles

Standard Colors
LB e B B B B |

[ ] Mo outline
ww More Outline Colors...
To add shape effects: == Dashes i zt
= Arrows > %% pt
1. Select the shape you want to change. - Zi
AV pt ————
= MoreLlTis-...
2. On the Format tab, click the Shape Effects drop-down arrow. In the

menu that appears, hover the mouse over the style of effect you want to add,
then select the desired preset effect.

A Tewr EilL

s - [¥ Shape Cutlne - Fa%y Fa% | P
T ¥ Shaps Effecis -

T RN Temt EFfects -

3. The shape will appear with the selected
effect.
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PR}

Format Shape iy
< O o=
I Shadow [=]
4. To further adjust vyour : :_'“-'
shape effects, P Safe Edges
select Options at the end 4 3-0 Format
of each menu. The Format i :
Shape pane will appear, |.._"| :::; :_:: :J
allowing you to customize B R
the effects.

|.-—. Wighh | opt -
- Meight [op 3|

ER i
Cgn o
(2] #= [om |

To change to a different shape:

(- -l

1. Select the shape you want
to change. The Format tab will appear.

2. On the Format tab, click the Edit Shape command. In the menu

that appears, hover the mouse over Change Shape, then select the
desired shape.

Design Layout

% Edit Points I L s o
T& Reroute Connectors Bz e L ol
CANODOOOOOE®®
cooOr Ly oo 8anO
O@®ANEVOXNS C2NN(]
03¢

Block Arrows
DT LPR IS
6 2 UvnnDD > OM
Goa

Equation Shapes

T=8 =-S5

Flowchart
O0<-syooiacoday
T CUAdn®@D X ¢ AVAD
Q0O

Stars and Banners

RPN DEHRREE

%Eﬂﬁﬁﬁmm

A OB OO0 AzAL g A
£ AQAD do

3. The new shape will appear.
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CHAPTER-21- TEXT BOXES

Introduction

Text boxes can be useful for drawing attention to specific text. They can also be helpful when you need to move text
around in your document. Word allows you to format text boxes and the text within them with a variety of styles and
effects.

To insert a text box:

1. Select the Insert tab, then click the Text Box command in the Text group.

BTN Dcsign Loyout  References  Mailings  Review  View @ Tell me what you want to do... Javier Flores
ige~ |: IE [0 TEsmartar & store W & Hyperlink F) | O Header- - [ - | T Equation ~
ge % , dl;l ont sr§> 1/l Chart ik DEFé > Bookmark o . (] Footer = - B € Symbol -
able | Pictures Online Sha ikipedia | Online mmen
1k - Pictures L= (s Screenshot ~ B My Add-ins - (=2 Video = LZH Cross-reference [#] Page Number - /-
Tables IMustrations Add-ins Media Links Comments Header & Footer Symbols
2. A drop-down menu will appear. Select Draw Text Box.
F Header - < || 7 GEweizm < 3. Click and drag anywhere on
B Gtz = S Sl the document to create the text box.

[# Page Mumber — -
Built-in
— e — I

4. The insertion point will appear
inside the text box. You can now type to create text inside the

Smpic Teut Box Frstin Guote Frustin Sidebar text box.

15 Woodrow Ave | Atlanta. GA 30326
Banded Quote Banded Sidebar Facet Quote - .
archerraymond.com 3 b
More Text Boxes from Office.com
- -

. Up to 75% offl| = |
If you want, you can select the text and then change . - e
the font, color, and size by using the commands on SHIS -
the Format and Home tabs. To learn more about using |5 SEpareies F
these formatting commands, see our Formatting Dress Shiri| . J

Text lesson. Ties & Accessories

-

v

Formalwear

15 Woodrow Ave | Atlanta, GA 30326 . .
archerraymond.com / 6. You can also select one of the built-in text boxes that have

- predefined colors, fonts, positions, and sizes. If you choose this option,
C[earc the text box will appear automatically, so you will not need to draw it.

= - . - Fs B . B = .

Suits

Separates

[Sidcbhar Titlac]

Dress Shir]
.

[Sidebars are sreat for callims ot
o rEa T PO TS T o o L Tt o
adding addmiomal o for oueck
e T e

Ties & Accessories

Formalwear Ty mre Ty ool Placad O tha laft,
R, Lo cor ot to i o L s - Bt
ata e e i by AN TEae ra T o raa

EramELEors weans Eareslenr
e O LT e re Sy T S o
comtent, just click here and start
R

Click anywhere outside the text box to return to your document.

To move a text box: s

Click the text box you want to move.
Hover the mouse over one of the edges of the text box. The mouse will Up to 75% off
change into a cross with arrows.

Click and drag the text box to the desired location.
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To resize a text box:
Click the text box you want to resize.

Click and drag any of the sizing handles on the corners or sides
of the text box until it is the desired size.

Modifying text boxes

Word offers several options for changing the way text boxes
appear in your document. You can change the shape, style, and color of text boxes or add various effects.

To change the shape style:

Choosing a shape style allows you to apply preset
colors and effects to quickly change the appearance
of your text box.

layout  References  Mailings  Review

T Drshaperil A TextFill -
1.  Select the text box you want to change. . ‘ e ‘ - I Shape Outine - A A [@Q | A TetOutine-
On the Format tab, click the More drop-down HQShaF‘eEﬁed" L PR TetEfeds
arrow in the Shape Styles group. Shape Styles & WordArt Styles N

2. A drop-down menu of styles will appear. Select the style you want to use.
3. The text box will appear in the selected style.

»
7
»
7
»
7

If you want to have more control

E:

§
gy oaeaa:

@i

ﬂ a R — over text box formatting, you can
N an archerraymond com X use any of the shape formatting
S . 1 options such as Shape
C[ Fill and Shape Outline. To learn

[ noc I o | edarc \ more, see our Shapes lesson.

0l

.
Suits

BGe

¥
2
%
b

Separates

(G

Bk 00000

Dress Shirt
.

Ties & Accessories

Presets
Atc

@
@

Other Theme Fills R | Formalwear

To change the text box shape:
Changing the shape of a text box can be a useful option for creating an interesting look in your document.

1. Select the text box you want to change. File Home Inset  Design  Layout  References  Mallings  Review  View Format |
The Format tab will appear.

WEN OO - i ktshapey | DashapeFil -
From the Format tab, click the Edit Shape command. OATLEY - EdrowTertd ﬂ ﬂ u + | # Shape Outline - A A
CXRMUSEIY L T 7 Shape Bffects-

2. Hover the mouse over Change Shape, then select
the desired shape from the menu that appears.

Home Insert Design Layout 1 & Mailings Review Vi 3. The text box will appear formatted as the Shape_
QE .~ 1O | 2= Edit Shape - [ - e |- £ Shape Fill - [
O AL LDL - |5 chengeshape ¥ Rectangles e —— T —————
O % N C T e points COODOOOO OO0
Insert Shay = Basic Shapes

L

L 15 Woodrow Ave | Atlanta, GA 20326
- archerrayrmond.com

QRANTOASOODO@®
~O0O0r L O B8a0
G

(Sl w[OIVEN Y = RNS)

QC) o Cleara
Block Arrows

PGPS P RIS . I

€ dwmnihbD D[RR Suits

b @ Separates

Equation Shapes Dress Shirts
=R =SHA Ties & Acc.essories
Flowchart

OO0 70008 ooy Formalwear

COCIAXEX 6 AVAD
Q=00
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CHAPTER-22- ALIGNING, ORDERING, AND GROUPING

Introduction

There may be times when your documents have multiple objects, such as pictures, shapes, and text boxes. You can
arrange the objects any way you want by aligning, grouping, ordering, and rotating them in various ways.

To align two or more objects:

1.Hold the Shift (or Ctrl) key and click the objects you want
to align. In our example, we'll select the four shapes on the
right. o

Martlnlque ® Restoration ®

Pool & Spa Services

Keeping your pool or spa spa

From the Format tab, click the Align command, then select
one of the alignment options. In our example, we'll
choose Align Right.

RN 3.The objects will be aligned based on the
By CUCCHPCR  sclected option. In our example, the shapes are
A - | ||f} Text Direction ﬁ E O Bring Forward - [& Align= a0 o B now a”gned with each other
A A - B - | [E]Align Text + PDEm VEp E|:|5=mi Backward ~ | [&  Align Left
T @ - | @ Create Link - Text~ Gl Selection Pane & Align Center
WordArt Styles [F] Text Arrange =|  Align Right )

5% Align Toj '
e Cleaning

4l Align Middle

v Align Bottom Maintenance

e Distribute Horizontally )

& Distribute Vertically Repair
Align to Page Martlnlque .
Align to Margin Restoration

<

Align Selected Objects Pool & Spa Services

v Use Alignment Guides

View Gridlines Keeping your pool or spa sparkling, safe, and clean
, safe, and clean ## Grid Settings...

Note that the Align Selected Objects option is selected by default, which allows you to align objects without moving
them to a different part of the page. However, if you want to move the objects the top or bottom of the page,
select Align to Page or Align to Margin before choosing an alignment option.

To distribute objects evenly:

If you have arranged your objects in a row or column, you may want them to be an equal distance from one another for
a neater appearance. You can do this by distributing the objects horizontally or vertically.

Hold the Shift (or Ctrl) key and click the objects you want to distribute.

1.0n the Format tab, click the Align command, then select Distribute Horizontally or Distribute Vertically.

eeasemeanaw  2.The objects will be evenly spaced from one another.

Bill Fisher £ Share

A - | |Ifi Text Direction LiBring Forward - |2 Align~ | & e .
B+ | [ Align Text - 0 Send Backward * [2  Align Left
A A = Position Wrap R Align L

A ~ | @ Create Link - Text- OiSelectionPane | &  Align Center
WordArt Styles I Text Arrange

Cleaning

i)

| Align Right k) Maintenance
Align Top
Align Middle

@

Cleaning

B

Repair

e

Align Bottom

Martinique

Restoration

El

Maintenance Distribute Horizentally

Pool & Spa Services

e 5 |

D G

Align to Page

Align to Margin Keeping your pool or spa sparkling, safe, and clean

Align Selected Objects

<

v Use Alignment Guides

View Gridlines

safe, and clean i Grid Settings...

Grouping objects

At times, you may want to group multiple objects into one object so they will stay together. This is usually easier than
selecting them individually, and it also allows you to resize and move all of the objects at the same time.
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To group objects:

Format. 8 at you Bill Fisher £ Share

= s A f} Text Direction L FlyBring Forward ~ [T Align+ | o . =
Ho.Id the Shift (or Ctrl) key and click the A A & D P o pe - ot 03 :
objects you want to group. = A+ | @ Create Link cstion TP O, Selection Pane -
WordArt Styles ] Text Arrange o ~
1.Click the Group command on
the Format tab, then select Group.
2.The selected objects will now be grouped.
There will be a single box with sizing
move or resize all of the objects at the same
time.
Drawing Tools - a] x
Format. at you want to do Bill Fisher £ Share
A - | ||f} Text Direction L MhBring Forward - [T Align+ | . -
A A < B - [E]aign Ted~ [ Send Backward ~ [g Group ~ &lpe =
- Position Wrap _ p = :
S/ | @& Createlink Text - Bl Selection Pane ARotate | *% -
WordArt Styles m Text Arrange Size n ~ -
= To ungroup objects:
o
| -
1.Select the grouped object. From the Format tab, click

the Group command and select Ungroup.

Format £ t you want to Bill Fisher 2, Share
A - | ||A Text Direction 1y Bring Forward = [F* Align - e -
= il -
A A L D
= Position Wrap e+
IR~ ®Createlink + Text- oliSelectionPane |13 (oo - -
WaordArt Styles & Text Artange Iy Ungroup % Size [ A

2.The objects will be ungrouped.

Mainl.(_:%ance

Martinique a7

Pool & Spa Services

eping your pool or s nd clean

Ordering objects

In addition to aligning objects, Word gives you the ability to arrange objects in a specific order. The ordering is
important when two or more objects overlap because it determines which objects are in the front or the back.

Understanding levels T

Objects are placed on different levels according to the order in
which they were inserted into a document. In the example below,
if we move the waves image to the beginning of the document, it
covers up several of the text boxes. That's because the image is
currently on the highest—or top—level. However, we can change Keeping your pool or spa sparkling, safe, and clean
its level to put it behind the other objects.

Bill Fisher  § Share

To change an object's level:

Format e ou o do
I —— iy R -
—— [ Picture Border

P e} IE' - | & Picture Effects ~

13 Bring Forward ~

[ Send Backward ~ 0

. Position Wrap Crop

) 7| BL Picture Layout = < Send Backward - =

Select the object you want to move. In oUr auesyes - e o e ¥ - a o
example, we'll select the image of the waves. T 3 send Behind Tex

1.From the Format tab, click the Bring

Forward or Send Backward command to
change the object's ordering by one level. In our
example, we'll select Send Backward.

safe, and clean
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2.The objects will be reordered. In our example, the
image is now behind the text on the left, but it's still
covering the shapes on the right.

3.If you want to move an object behind or in front of
several objects, it's usually faster to use Bring

Martinique

Pool & Spa Services

g your pool or

Forward or Send Backward instead of clicking the other ordering command multiple times.

Format Bill Fisher

# . N = B
,__ pum— Picture Border 1 Bring Forward =
P ey ~| &3 Picture Effects ~ [0 Send Backward = |
—_— — = on Wrap
| B Picture Layout ~  Tet~ 'O SendBackward
Picture Styles 5

UL SendtoBack N Size
&, Send Behind Text!

ﬁ

saft d clean

Send to Back

other objects.

iew Bill Fisher
L= - iy - B ;
- Picture Border .1 Bring Forward .\(,. #Tzor
pre ~ | L& Picture Effects = [1Send Backward ~ [F]
— Position Wrap = . Crop = 76a"
| BL Picture Layout ~ + Teq- |SliSclectionPane| h- . =
Picture Styles [ Arrange Size
Selection
Show All || Hide Al
Cleaning
Text Box 2
. Rectangle 60
Maintenance ez
Rectangle 2
Rectangle 62
Repair Rectangle 63
Picture 8
. Picture 1
Restoration Text Box 17
4 Group 6
Text Box 13
Text Box 12
Text Box 5
Text Box 3

Rriich and varuinm

2.The object will be rotated. In our example, we can now see
the bubbles on the left that were previously hidden behind the

text boxes.

Cleaning

Maintenance

— " T T T T

Repair

Martinique

Pool & Spa Services

Restoration

d clean

Send the selected object behind all

x
2 Share

[ A

v X

D)
1

9999993933999

4.In our example, the image has been moved behind
everything else on the page, so all of the other text
and shapes are visible.

Cleaning
Maintenance

Repair

Martinique

Pool & Spa Services

Keeping your pool or spa sparkling, safe, and clean

5.If you have several objects placed on top of each other, it may be difficult to select an individual object. The Selection
Pane allows you to easily drag an object to a different level.
the Format tab.

Restoration

To view the Selection Pane, click Selection Pane on

To rotate or flip an object:

1.If you need to turn an object so it faces a different
direction, you can rotate it to the left or right, or you
can flip it horizontally or vertically.

With the desired object selected, click

the Rotate command on the Format tab, then choose
the desired rotation option. In our example, we'll
choose Flip Horizontal.

D’P\ctmeBovdev' BingFoniard + - W
. Q Picture Eifects = 0 Send Backard - 21 g
Position Wrap

it
’ E‘P\ctme\.eyout' v Tatr EQSeIectionPane

Pickure Styles h Ariange A Rotate Right 9° A
I Rotate Left 0°

S Fip Vertical

4 Flptorzontd )

T MoreRotation Options...

Maintenance

Repair

Restoration
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CHAPTER-23- TABLES
Introduction

A table is a grid of cells arranged in rows and columns. Tables can be used to organize any type of content, whether
you're working with text or numerical data. In Word, you can quickly insert a blank table or convert existing text to a
table. You can also customize your table using
different styles and layouts.

Design Layout References Mailings
H B | Y] L E| 3 al # [] Header~ = 8- -
Toinsert a blank table: 5 ] o < Lo ) O Footer- -
ages  Table Pictures Online Shapes Add- ' Online = Links  Comment Text S
~ - Pictures - @#”  ins* | \Video | T [l Page Number~  poy - 0~
. . . Tables Ilustrations Media Comments Header & Footer Text
1.Place the insertion point where you want the table to . Add 2 Table T S P P |
Atable is a great way to organize
appear. nformation i gour danumert,
@ Tell me more
Navigate to the Insert tab, then click - Weekly Chore Schedule e I

the Table command. E June 24 — June 28

2.This will open a drop-down menu that contains a grid. Hover over the grid to select the number of columns and
rows you want.

Layowt  References  Mailings Q Tell me . 3.Click the grid to confirm your selection, and a table will
. ) + o -
B [ g @D |8 38 T Dieer [ B-Z | appear.
Pages || Table  Pictures Online Shapes | | Add-  Online | Links  Comment = © g
- - Pictures - @4 | insT | Video | T [#] Page Number - gy - 0o~
66 Table = OIS KR e To enter text, place the insertion point in any cell, then
3 S WA SR PRI SR S
begin typing.
IS ore Schedule i‘éa Weekly Chore Schedule W/w% "1
] Ol B - June 24— June 28 e g
; ER Insert Table... e
. [ Draw Table Meonday Tuesday Wed\

By Excel Spreadsheet
~ EI Quick Tables »

To navigate between cells, use the Tab key or arrow keys on your keyboard. If the insertion point is in the last cell,
pressing the Tab key will automatically create a new row.

To convert existing text to a table:

1.In the example below, each line of text contains part of a checklist, including chores and days of the week. The items
are separated by tabs. Word can convert this information into
a table, using the tabs to separate the data into columns. Weekly Chore Schedule wt/ "7

July1-July 5 €

Select the text you want to convert to a table. If you're using Monday  Tuesday  Wednesday Thursday
. . . ) Homework X X School holiday
our practice file, you can find this text on page 2 of the Feedfsh X X X
Dishes X X X
document. Sweeping

Recycling X X

&

2.Go to the Insert tab, then click the Table command.

Select Convert Text to Table from the drop-down menu.

3.A dialog box will appear. Choose one of the

Home Design  Layout  References  Mailings e
W= B 2 Eﬂ@ 2, D [ Header~ B~ g options under Separate text at. This is how Word
= g - ~ [ H
Pages | Table Pictures Online Shapﬁll Add | Onfne | ks | Comment | = PO Text :’ © | knows what to put into each column.
& - Pictures ~ @47  insv | Video T [) Page Mumber~ | go,. 2=+ -
Insert Table Media Comments Header & Footer Text
= OOO00O0O0O0OC ptern 2ot s 3 s b e e s s e S e e B ) e Conwvert Text to Table 7 >
I | o Table si
| o able size
DDDDDDDDDD Mumber of colummns: 5 Iil
O Mumber of rows: & =
o |HEUOO0O0O  bre schedule
: I o s AutoFit behavior
? I (®) Fixed column width: | Auto [
: FA Insert Table.. )
) = [;‘:wT:h\: Tuesday Wednesday  Thursday (O AutoFit to contents
= X School holiday ) AutoFit to window
i =B Conyert Textto Table... x X =
: ER Excel Spreadsheet X pEEEatetertiat
n E Quick Tables » () Paragraphs () Commas
: [ER— X '; O other: |-
§ | oK | | Cancel
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4.Click OK. The text will appear in a table.

Modifying tables

Weekly Chore Schedule
July1—July5 €8

O s W

Monday Tuesday Wednesday Thursday
Homework X X School holiday
Feed fish X X X
Dishes X X X
Sweeping
Recycling X X

-68 -

You can easily change the appearance of your table once you've added one to your document. There are several options
for customization, including adding rows or columns and changing the table style.

To add a row or column:

1.Hover outside the table where you want to add a
row or column. Click the plus sign that appears.

2.A new row or column will be added to the table.

Weekly Chore Schedule
July1—July5 @&

v @

- i

[+
| Monday Tuesday Wednesday Thursday
Homework X X School holiday
Feed fish X X X
Dishes X X X
Sweeping
Recycling X X
]

.
Weekly Chare Schedule 7 w
July1-July5 €8 -
#
Monday Tuesday Wednesday Thursday
Homework X X School holiday
Feed fish X X X
Dishes X X X
Sweeping
Recycling X X

3.Alternatively, you can right-click the table,
over Insert to see various row and column options.

then hover

s Tuesday Wednesday Thursday
X School holiday
X X
Dish 1< paste Options: X x
o
A X

S Smart Lookup

Synonyms 4
[ Translate
Insert. P& Insert Columnsto the Left
Delete Cells... EB Insert Columns to the Right
f Split Cells... B Insert Rows Above
Border Styles b [ Insert Rows Below %
|Iff Text Direction... & Insert Cells...
[E Table Properties...
To delete a row or column: B )
‘% Hyperlink...
. . . . ¥ New Comment
Place the insertion point in the row or column you
want to delete.
Right-click, then select Delete Cells from the menu.
X3
— ‘ Thursday
Homework =T |I|' D_( School holiday
Feed fish A- v & Insert Delete
Dishes ) =
Sweep’mg] ! I
Recycling
- A dialog box will appear. Choose Delete entire
% Paste Options: row or Delete entire column, then click OK.
a
A
,O Smart Lookup
S Delete Cells ? >
Sgomyms ¥ The row or column
Bﬁ Tranglate O Shift cells Jeft will be deleted.
Insert ' (7 shift cells up
Delete Cells...
B sl Cels.. %Delete entire calumn
Border Styles 4
It Teitn. cancel
% Table Properties...
% Hyperlink...

f‘;l Mew Comment




SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme)

H - 0 Word2016_Tables Practice - Word

File Home Insert Design Layout References Mailings Review View Q Tellm
To apply a table style: /| Header Row  [/] First Column Se==c é‘ | — -
Tota! Row Last Column ESEEE " Shading Border — " " |Borders Bo
7] Banded Rows (] Banded Columns | e <[ ecne Styles - & Pen Color - - pai
Table styles let you change the look and Table Syte Optians FableStyies e
feel of your table instantly. They control - B IEENRERY. ERREREEE EREREE R IR R I ] R SR
several design elements, including color,
borders, and fonts.
1.Click anywhere in your table to select it, - Weekly Chore Schedule Ma
] July1-July 5 #& -

then click the Design tab on the far right of

)

the Ribbon. hal [ Monday Tuesday Wednesday Thursday Friday
Homework X X School holiday
| Feed fish X X X
Dishes X X X
Recycling X X

2.Locate the Table Styles group, then click
the More drop-down arrow to see the full list of styles.

3.Select the table style you want.

H -0 = Word2016_Tables_Practice - Word

File Home Insert Design Layout References Mailings Review View

| Header Row ¥ First Column e - ‘Word2016_Tables_Practice - Word
Total Row Last Column £ . o o opt . =E Insert Design Layout References Mailings Review View Layout @ JuliaFillory £, Share
= ading  Border iders Bo | et ol = =
| Banded Rows || Banded Columns . Syl Zpen Tefr B, irst Column Plain Tables
Last Column e
Table Style Options Table Styles Borders Banded Columns E=EEE
EEEEE
L [EEE I IEENEERY. ERNEREFE KNSR T [N I=l=l=1=1=]
More Options ~
4 GridTables =
Quickly change the visual style of ‘g ! A — I
your table,

Each style uses a unique
combination of borders and

Weekly Chore Schedule ® shading to change the appeaance \ ﬂ Weekly ¢ =

of your table. Hover over a stylein

% July1-July5 g S the gallery to preview it in your July1-July 5
document.
: * [
s [ Monday Tuesday Wednesday | Thursday Friday | Homework |
- Homewark X X School holiday [ Feedfish  §SS==a|
[ Dishes |
m Feed fish X X X 3
Dishes X X X H
Recycling X X

4.The table style will appear.

Weekly Chore Schedule W;w

| L 4]

July1-July5 98
Monday Tuesday Wednesday  Thursday Friday
X X School holiday
Feed fish X X X
X X X
Recycling X X

To modify table style options:

Once you've chosen a table style, you can turn various options on or off to change its appearance. There are six
options: Header Row, Total Row, Banded Rows, First Column, Last Column, and Banded Columns.

Click anywhere in your table, then
navigate to the Design tab.

Review

File Home Inset Design Layout References Mailings

+/| Header Row  |+| First Column
Locate the Table Style

- Total Row Last Column p
Options group, _ Shading  Border Borders Bo
then check or uncheck the desired Banded Rows %Banded Columns T Stylese I-ZPen Color~ o [H
options. Table Style Options Table Styles Borders

L S Banded Columns B d ol B B

Display banded columns, in which

141 even columns are formatted
2 8 2 differently from odd columns,
3 C 3
¢ This banding can make tables easier
1Al to read,
2 8 2
A 3 C 3
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The table style will be modified.

N

Weekly Chore Schedule g3 7/ )
July 1—July 5 - = ,{, a -t W "7

Monday Tuesday Wednesday Thursday Friday
[ Homework B3 X school holiday
| Feedfish B x X
[ Dishes B X X
Recycling X X
To apply borders to a table:

1.Select the cells you want to apply a border to.

2.Use the

Weekly Chore Schedule M'w

July 1= July5 ¢

Monday  Tuesdy  Wednesday Thursday  Fridey Firt Column

m I X Sehool holiday “ Last Column

Feedfish B¢ i Banded Columns
X B¢ A Options
Recycling B¢ "

Insel

First Column

Last Column - 1
~ Shading  Border order
Banded Calumns T styles~ 2 Pen Color~ iter

Options Table Styles Borders Bottom Border
LB 2 3. B4 .. 5. .. E 6| ;ngEnrder

[£  Left Border

| Right Border

ckly Chore Schedule W% =%
s i LA - T |

3.Choose a border type from the menu.

Depending on
chosen, certain Table Style Options may
have a different effect. You might need to
experiment to get the look you want.

-70 -

the Table Style you've

commands on the Designtab to choose the

Word2016_Tables Practice - Word

Insert  Design Layout References Mailings Review View JEIEL

desired Line Style, Line Weight, and Pen Color.

Table Toals c] = nl X

— Shading ! Border

iy

() g

Layout Tell me., JuliaFillory 5 Share

% pt .

|-ZPen Color= §

les~ Painter

Borders I A

Word2016_Tables_Practice - Word ab 4.The border will be applied to the selected cells.

t Design Layout References Mailings Review View Layout ellme.. JuliaFillory £ Share

. Q‘ Yapt . 79{

No Border
All Borders
Qutside Borders

Inside Borders

Weekly Chore Schedule
July 1-July5 &
Monda Tuesda
X X
[ Fecdfish P X
[ Dishes I8 X
[ Recycling I X

A - L

Wednesda Thursda Frida
School holiday

X

X

2% Inside Horizontal Border

(LE 7[5 Inside Vertical Border

swork X X School holiday
fish X X X
5 X X X
ling X X 4= Horizontal Line
4 Draw Table
B View Gridlines
[ Borders and Shading...
Wora2016 Tebles Prac
Inset Desigr Layout  Relerences  Malings  Review  View  Lesign Q 1ol me. JulaFillory
Modifying a table using the Layout tab s Select [ Craw Table ’? A Bl ircenpotow | D mercecar  2llozy  (BE EDIEE A Dl =
View Gridines [ Eracer T Irgert Lefr Split Calls | 115 - 0 | = =
i=] il il Pl =] B BEE d o
) Delete  Inser . . = - et _— EEE ITe,:F cal| i
I Word he L b I Properties 5 Aboye LF Ince Right | [ SplitTable == AutoFis Dirextion Margins | =
n ord, the aVOUt ta appears mble Diaw Kows & Lolumns i Meige Lellsze = Algnment
Wheneveryou selectyourtable. You L B - 4 - W - s - -} -4 - -3 - - -4 E - - f - - - -8 - - - S

can use the options on this tab to
make a variety of modifications.

Click the buttons in the interactive

Weekly Chore Schedule rﬁ,ﬁ:}/k'm
below to learn more about Word's _-“'Vl‘-'“'“ - - =

table layout controls. B =
Manday Tuesday Wednesday
. . Homework X X
Change Text Direction s % . .
" Dishas x x x
You can easily change the direction of o % "

your text -
from horizontal to vertical. Makina

Thursday Friday
School holicay
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CHAPTER-24- CHARTS

A chart is a tool you can use to communicate information graphically. Including a chart in your document can help
you illustrate numerical data—such as comparisons and trends—so it's easier
for the reader to understand.-

Types of Charts

Types of charts

There are several types of charts to choose from. To use charts effectively,
you'll need to understand what makes each one unique.

Column

140,000
S0 514000
120,000
5100000
o Clssics
5100000
$H0 Mystery
u Classics
#fomance
1A o 580,000 Mystery
1518 Fantas
S60,000 d ® Romance
LA i
ourg Adlt 560000 u Sch-Fi & Fantasy
000 " Young Adult
$40.000
S0
I “ II il -
. i
108 ] o m m 0
2008 2009 2010 011 012

I T

Classics, I
$18,580 |
2012 —
|
Young Adult, 8 u Classics
I
ey —
= Romance 2011
Sci-Fi & Fantasy, .
$16,730 ' Sci-FI & Fantasy —_— = Classics
= Young Aduit — Mystery
2010 - = Romance
[ ] m Sci-Fi & Fantasy
I = Young Adult
1
2005 |
N
I
| 1
2008
I
50 520,000 $40,000 $60,000 $30,000  $100000  $120000  $140,000
$350,000
$300,000
$250,000
= Classics
$200,000 Mystery
= Romance
$150,000 = Sci-Fi & Fantasy
= Young Adult
$100,000
$50,000
S0 ~
2008 2009 2010 2011 2012
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Book Sales
Identifying the parts of a chart $140,000
$120,000
$100,000
$80,000

In addition to chart types, vyou'll need to
understand how to read a chart. Charts contain

several different elements—or parts—that can :2222
help you interpret data. $20:000 II I
o 1 ™ | [ i m=ll [ [ |

Click the buttons in the interactive below to learn Classics Mystery Romance  Sci-Fi& Fantasy  Young Adult
) G
about the different parts of a chart. enre

Total Sales

Wlanuary ®February M March ®Aprii WMay

Inserting charts

Word utilizes a separate spreadsheet window for entering and editing chart data, much like a spreadsheet in Excel. The
process of entering data is fairly simple, but if you're unfamiliar with Excel, you might want to review our Cell
Basics lesson.

Charts_Practic

Toinsert a chart: G s (9 .
esign Mailings eview View e

Bi CoverPage~ oD ™ & Hyperlink O
1.Place the insertion point where you want the | siankpage = E‘ < Bl a. E;‘é > Bookmark - 0

) Table Pictures Online Shapes SmartArt Chart Screenshot Online Comment
chart to appear. "= Page Break . Pictures - N - Video | L3 Cross-reference [

Pages Tables Mustrations Media Links Comments H

L ""“‘E"""“"""‘l“‘MdaChart 6. . .

Navigate to the Insert tab, then click . Miake t easy to spot patterns and

the Chart command in the Illustrations group. " rends Inyour data by inserting =

bar, area, or line chart.

A dialog box will appear. To view your options, |: @Baﬂar-dsaaks .
choose a chart type from the left pane, then browse |- Monthly Sales Progress Report |+ %755,
the charts on the right. : @ Tellmemore

2.Select the desired chart, then click OK.

3.A chart and spreadsheet window will appear. The text in the

Insert Chart ? x
spreadsheet is merely a placeholder that you'll need to
All Charts
replace with your own source data. The source data is what
e Re it .
— dm 2R (28 Him e 08 44 Word will use to create the chart.
‘emplates
|l Column
|% Line 3-D Clustered Column
® Pie e Chart Title
S “ +
M Area s
[ ¥ (seatten . 4_z
| Steck - ey 35
@ surface 1,:
% Radar 2
HE Treemap 15
@ Sunburst D;
Il Histogram )
M Box & Whisker Category 1 Category 2 Categary 3 Category 4
BT et Eariert mSeres? ESeries
m Combo Chart in Microsoft Word
A B C D E F G H 1
1 Series 1 iSErissZ ‘SEfiEES I ﬁ
4.Enter your source data into the spreadsheet. 2 [Category 1 = = 2
3 |Category 2 2.5 4.4 2|
4 |Category 3 3.5 1.8 3
5 |Category 4 4.5 2.8 5
6,
2 -
[ O]
‘
1J Jan Feb Maj ‘| ﬁ " " "
2 [Classics a3 24 2 5.0nly the data enclosed in the blue box will appear in the
3 Romance 25 4.4 2 . -
25011 Fantad o s ; chart. If necessary, click and drag the lower-right corner of
5 Mystery a5 28 5 the blue box to manually increase or decrease the data range.
6 |Young Adult Pl
S -
K1 ‘ L Chart in Microsoft Word

6.When you're done, click X to close the spreadsheet

A B ¢ | b | E | F | @ H |
window. 1 Jan Feb March April May June I
2 | Classics 4.3 24 2 =l
3 |Romance 2.5 4.4 2
4 |5ci-Fi Fanta 3.5 18 ]
A B | c | D | E | 3 | G H | (] 5 |Mystery 4.5 2.8 5
1 Jan Feb March April May June Bl Koung Adul ’) -
2 |Classics $1,625 $2,391 $2,025 $1,996 $2,251 $2,073 ’ \-
| Romance |[$2,413 $3,012 $2,394 52,761 $2,689 $3,202 [« D]

Sci-FiFanta$3,051  $4125  $3,008  $3,117 $2,999 $3.317
Mystery  [$1,009 31,239 998 3872 $1,554 1,187
Young Adul{$1,451  $1982  $1,853 1452  §2,068  $2455

No | |w

=]
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7.The chart will be complete.

8.To edit your chart again, simply select it, then click the Edit

@BaﬂardBooks Data command on the Design tab. The spreadsheet window
Monthly Sales Progress Report will rea ppear.
Chart Title

54500

54,000 - o Al

- Fomat Y/ Tellme., ufiaFilory 1. Share

$3,000

L] ] B

52500

52,000 I I

51500 N -

- _ || Switch Row/ Select | Edit " Refresh | Change

s5m Colmn~ Data Dataw Dafa  Chart Type

¥ Classics Romance  Sci-F Fantasy Mystery Voung Adult Data Type A
Wjan MFeb WMarch W Aprii MMay Wjune ' 4 I o 5. Ed‘t[]ata " 6. ' \A: [ ] [

Creating charts with existing Excel data

If you already have data in an existing Excel file that you'd like to use in Word, you can copy and paste it instead of
entering it by hand. Just open the spreadsheet in Excel, copy the data, then paste it as the source data in Word.

You can also embed an existing Excel chart into your Word document. This is useful if you know you're going to be
updating your Excel file later; the chart in Word will update automatically any time a change is made.

Modifying charts with chart tools

There are many ways to customize and organize your chart in Word. For example, you can quickly change the chart
type, rearrange the data, and even change the chart's appearance.

To switch row and column data:

@Bailurd Books

Sometimes you may want to change the way your chart Monthly Sales Progress Report
data is grouped. For example, in the chart below the o
data is grouped by genre, with columns for each Chart Title i%
month. If we switched the rows and columns, the data S50
would be grouped by month instead. In both cases, the Zﬁiz
chart contains the same data—it's just presented in a 53000
different way. ;::Z

$1500
1.Select the chart you want to modify. The Design tab 51000 " .I-. '-I
will appear on the right side of the Ribbon. o

s Bl mReb mMarch ®Apd WMay Biune |

2.From the Design tab, click the Edit Data command in the Data group.

= Word2016_Charts_Practice - Word Chart Tools

Home Insert Design Layout References Mailings Review View Format e Julia Fillary
art Elerment - - —— r

-_o =
o il - G i

Change = - — Switch Row/ Select Edit ~ | Refresh Change

Colors ~ Column Drata Drata ~ Drata Chart Type
Layouts Drata Tvpe
|§| 3 e o+ o1 s - 4 .+ 1+« = 5 - EditData | € -+ - - AR

= Word2016_Charts_Practice - Waord Chart Tools =

Insert Design Layout References Mailings Review Wiew Format me Julia Fillony

rt Element ~

- e i - e E = @ E D‘_T B I
SRS Ch:nge L;,_HH i B I_J Eb!:_!-i ~ Switch Rows Sel Edit Refresh | Change

Colors = Column Data Data ~ Data Chart Type
Layouts Chart Styles Data Type
5 | o o o g P T e T T = T S Switch Row/Column N

Swap the data owver the axis.

Data being charted on the X axis will
move to the ¥ axis and vice wversa.
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4.The rows and columns will be switched. In our example, the data is now grouped by month, with columns for each
genre.

@Balfurd Books

Monthly Sales Progress Report

Chart Title

dididods

April May June
W Classicc M Romance M Sci-Fi Fantasy Mystery B Young Adult

54500
54,000
$32 500
52,000
52,500
52,000
51500
51,000

b4
8

s0

To change the chart type:

If you find that your chosen chart type isn't suited to your data, you can change it to a different one. In our example,
we'll change the chart type from

a column chart to a line chart. : Word2016_Charts_Practice - Word Chart Tools

sert Design layout References Mailings Review View Format el me.. JuliaFillory S Share

1.Select the chartyou want to change.

- L ] - -
The Design tab will appear. *%* HH" : ik . & FA |[!
Change | - &I EI EIE Tk i o | | Switch Row/ Select Edit Refresh | |Change
- . Colors = Col D Data~ D Chart Ty
From the Designtab, click the Change e N e ;:E mar b T:p:"” .
Chart Type command. gw....‘l...‘..1”....‘3...‘..4.‘....‘5....‘..5.‘.&.‘,...

2.A dialog box will appear. Select the desired chart, then click OK.

3.The new chart type will be applied. In our example, the line

Chenge Chert Type T chart makes it easier to see trends over time.
All Charts
™ Recent ‘
Templates k I ad l/\‘/ N Ai}l

lbd Column @Bﬂﬂurd Books
|~ Line Line Monthly Sales Progress Report
@ Pie
E o Chart Title
M Area
[ XV (Scatten) : s4500
Il Stock X . e e e 54000
@ Ssurface — = $2,500
B Radar 53000
Bl Treemap 52500
@ Sunburst
lfl Histogram s2000
Ji#  Box & Whisker $1500
] Waterfall 51,000
|y Combo 5500

s0

Jan Feb March Apri May June
———Clzssics  =——Romance == Sci-Fi Fantasy Mystery  smm=Young Adult

To change the chart layout:

To change the arrangement of your chart, try choosing a different layout. Layout can affect several elements, including
the chart title and data labels.

e Word2016_Charts_Practice - Word Cha = - m| x
set  Design layout References Mailings Review View i Farmat Tell me.., Julia Fillory }-'1 Share
1.Select the chartyou want to . .
change. The Design tab will appear. | @ ,r/J I[ﬂ
Change | : & ] LB = - Switch Row/ Select Edit Refresh | FChange
From the Design tab, click Colars= Column  Data Datar Data  ChartType

the Change Chart Type command. Chart Styles Data Type »
CREEN BN SERCEENN SRR UL SUNCHU: SUNCREEN SN SUNLCEN BRSCRE- SR BRI SRR i S
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2.A dialog box will appear. Select the desired chart, then click OK.

Change Chart Type ? b
All Charts
A Recent ‘ t A
Templates k LZ L~ W i ki J%F
Column
i Line

Area
XY (Scatter)
Stock

Surface
Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall

Combe

FEEFOEXBERF M6 FE

To change the chart layout:

-75 -

3.The new chart type will be applied. In our example, the line
chart makes it easier to see trends over time.

/\/\/’://

—

Jan

m—Classics  ===Romance = Sci-Fi Fantasy Mystery  mm=Young Adult

@Bal[urd Books

Monthly Sales Progress Report

Chart Title

March April May June

To change the arrangement of your chart, try choosing a different layout. Layout can affect several elements, including

the chart title and data labels.

If you don't see a chart layout that has exactly what you need, you can click the Add Chart Element command on

the Design tab to add axis

titles, gridlines, and other chart elements.

To fill in a placeholder (such as the chart
title or axis title), click the element and
enter your text.

54500
54,000
53,500
53,000
52500
52,000
51,500
51,000

5500

Total Sales

To change the chart style:

Word's chart styles give you an easy way to change your chart's design, including the color, style, and certain layout

Wi

Design  Layout

Format ell mew Julia Fillory

Column Data Data~ Data

Chart Styles

L2

Ty % Switch Row/ Select Edit Refresh

Data
More

Change the overall visual style of
the chart.

elements.

- ¢ s
Select the chart you want to modify. Home Insert
The Design tab will appear. o .:.

Quick Change
From the Design tab, click Layout~ Colors~
the More drop-down arrow in the Chart ~ P°" g
Styles group.

o}

If you don't see a chart layout that has
exactly what you need, you can click
the Add Chart Element command on
the Design tab to add axis
titles, gridlines, and other chart
elements.
To fill in a placeholder (such as the chart T
title or axis title), click the element and

Total Sales

54500
4,000
$3500
3,000
52,500
$2,000
$1500
$1,000

5500

enter your text.

To change the chart style:

Word's chart styles give you an easy way to change your chart's design, including the color, style, and certain layout

elements.

Select the chart you want to modify. The Design tab will appear.
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From the Design tab, click the More drop-down arrow in the Chart Styles group.

- O Word2016_Charts_Practice - Word
Home Insert Design Layout References Mailings Review View Format Tell mew  Julia Fillory
TR =
. : = = i
Quick Change | = _ _ _ _ . _ | — . . e Switch Row/ Select Edit Refresh
Layout= Colors~ I% Column Data Data~ Data
hyouts Chart Styles Data
LI B g LRI BRI S | LR SRR BRI RN BRI SR More 7
Change the overall visual style of
the chart.

A drop-down menu of styles will appear. Select the style you want.

5S-G Word2016_Charts_Practice - Word Chart Tools &=
Home Insert Design Layout References Mailings Review View Farmat @ Tell mew Julia Fillory
o _® (: E = il
" £ = E : e
Quick |Change| <. . _ . . _ Beee=al . . __ .. _._.._ Switch Row/ Select Edit Refresh
Layout = Caolors = Column Data Data= Data
Byouts - gn B~ Data
|§ _ = (- ORI ORI SO

} Style 6

The chart style will be applied.

@Baﬂard Books

Monthly Sales Progress Report

Book Sales

TOTAL SALES

For even faster customization, use the formatting shortcuts to the right of your chart. These allow you to
adjust the chart style, chart elements, and even add filters to your data.

@Baﬂard Books

Monthly Sales Progress Report
- L .
Book Sales

TOTAL SALES

ma

-Fi Fantasy




SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme) -77 -

CHAPTER-25- CHECKING SPELLING AND GRAMMAR
Introduction

Worried about making mistakes when you type? Don't be. Word provides you with several proofing features—including
the Spelling and Grammar tool—that can help you produce professional, error-free documents.

To run a Spelling and Grammar check:
1.From the Review tab, click the Spelling & Grammar command.

H -0 - 2.The Spelling and Grammar pane will appear
on the right. For each error in your document,
Word will try to offer one or more suggestions.

J“\I!/Ch E:l ﬁ) a’%} ﬁi 'E'V:] E You can select a suggestion and

click Change to correct the error.

File Home Insert Design Layout References Mailings

Spelling & Thesaurus Word |~ Smart  Translate Language Mew  Delete Previous MNext Show

Grammmar Count  Lookup - v Comment Comments
Proofing Insights Language Comments = _ O »
COlenna Mason “;i Share
3.Word will move through each error until you have reviewed all of them. ™
After the last error has been reviewed, a dialog box will appear Block Restrict
confirming that the spelling and grammar check is complete. Click OK. Authors -~ Editing
Protect s
Microsoft Word > Spelllng v x
Resoucres
1 | All Add
o Spelling and grammar check is complete. felvielis phr=lis =
Resources
Resource's

Resources’

If no suggestions are given, you can manually type the correct spelling in

your document.
LChange Change All

Ignoring "errors"

The spelling and grammar check is not always correct. Particularly with grammar, there are many errors Word will not
notice. There are also times when the spelling and grammar check will say something is an error when it's actually not.
This often happens with names and other proper nouns, which may not be in the dictionary.

If Word says something is an error, you can choose not to change it. Depending on whether it's a spelling or grammatical
error, you can choose from several options.

For spelling "errors": Spelling &
Marcom

Ignore: This will skip the word without changing it. lgnore | | Ignore All | | Add

Ignore All: This will skip the word without changing it, and it will also skip all other Marcum

instances of the word in the document. Marco
Marcos

Add: This adds the word to the dictionary so it will never come up as an error. Make Malcom

sure the word is spelled correctly before choosing this option. Marko

Change Change All
For grammar "errors": SENS g

Ignore: This will skip the word or phrase without changing it.

Grammar ~ £3
wou're
Grammar v lgnore
there For some grammatical errors, Word will provide you®
lgnore an explanation for why it thinks something is
" incorrect. This can help you determine whether
&I
you want to change or ignore it. Change
Commonly Confused Words
One should pay special attention to words
that sound similar and may have related
meanings. They often represent different
parts of speech (weord classes) and hawve
different spellings.
Change

- Instead of: Could you please advice me?
- Consider Could you please adwvise me?

- Instead of: Lets do something fun tonight!
- Consider: Let's do semething fun tonight!



SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme)

Automatic spelling and grammar checking

-78 -

By default, Word automatically checks your
document for spelling and grammar errors, so
you may not even need to run a separate
check. These errors are indicated by colored
wavy lines.

While working toward my degree, | was employed as a marketing assistant with a local
grocery company. In addition to assisting the company with there summer promotions, | was
able to help the Marketing Specialist develop and carry through ideas for the company's next
comercial. | would like to use the knowledge | gained at Fresh Foods to help you're company
acheive it's marketing goals, including reaching a broader audience across country. | will
complete my degree in marketing in May and will be available for employment in early June.

The red line indicates a misspelled word.

The blue line indicates a grammatical error, including misused words.

A misused word—also known as a contextual spelling error—occurs when a word is spelled correctly but used
incorrectly. For example, if you used the phrase Deer Mr. Theodore at the beginning of a letter, deer would be a
contextual spelling error. Deer is spelled correctly, but it is used incorrectly in the letter. The correct word is Dear.

To correct spelling errors:

Right-click  the underlined word, then select

spelling from the list of suggestions.

The corrected word will appear in the document.

You can also choose to Ignore All instances of an underlined word or

add it to the dictionary.
To correct grammar errors:

Right-click the underlined word or phrase, then select
spelling or phrase from the list of suggestions.

The corrected phrase will appear in the document.

To change the automatic spelling and grammar check settings:

Click the File tab to access Backstage view, then click Options.

A dialog box will appear. On the

the correct

left side of the dialog box,
select Proofing. From here, you have several options to choose from.

While working toward my degree, | was employed 3
grocery company. In addition to assisting the company
able to help the Marketing Specialist develop and carry
cc\mercl’all | would like to use the knowledge | gained at
ding reaching a broad
rin May and will be aw

acheive it! « cial
complete

Ignore All

Enclos Add to Dictionary me, which more fully d
Within the &, Hyperlink... ct you to confirm that
I'll be hap 3 Mew Comment ons that you may hawvg

Sincerely,

While working toward my degres, | was employed 3|

grocery company. In addition to assisting the company

able to help the Marketing Specialist develop and carry

commercial. | would like to use the knowledge | gained

achieve itk marketing goals, including reaching a broad:

complete ies . zin May and will be aw
Enclose laners

Within the & Hyperlink..
Il be happ: %3

me, which more fully d
ict you ta confirm that
ions that you may havd

the correct

Mew Comment

Sincerely,

Inspect Document
Before publishing this file, be aware that it contains:
Document properties and author's name

&

Check for
Issues -

’_!j Manage Document

Q Check in, check out, and recover unsaved changes.
Manage

Document ~

Account

i There are no unsaved changes.

Options

For example, if you don't want Word to mark spelling errors, grammar
errors, or frequently confused words automatically, simply uncheck the desired option.

Word Options 7 X
General "
i Change how Ward corrects and formats text as you type: | AutoCorrect Optians...

isplay
Praofing When correcting spelling in Microsoft Office programs
Save Ignore words in UPPERCASE
Language Ignore words that contain numbers
Advanced Ignore Internet and file addresses
Flag repeated words
Customize Ribbon .
[ Enforcg accented uppercase in French
Quick Access Toolbar || [ Suggest from main dictianary anly

French modes: | Traditional and new spellings| |
Spanish modes: | Tuteo verb forms only

When correcting spelling and grammar in Word

Trust Center

Check spelling as you type
Mark grammar errors as you type
Frequently confused words

Check grammar with spelling
O Show readability statistics

Wiiting Style:
Recheck Document "

Conca

If you've turned off the automatic spelling and/or grammar
checks, you can still go to the Review tab and click
the Spelling & Grammar command to run a new check.

To hide spelling and grammar errors in a document:

If you're sharing a document like a resume with someone,
you might not want that person to see the red and blue
lines. Turning off the automatic spelling and grammar
checks only applies to your computer, so the lines may still
show up when someone else views your document.
Fortunately, Word allows you to hide spelling and grammar
errors so the lines will not show up on any computer.

Click the File tab
click Options.

to go to Backstage view, then

A dialog box will appear. Select Proofing, then check the
box next to Hide spelling errors in this document
only and Hide grammar errors in this document
only, then click OK. The lines in the document will be
hidden.

Exceptions for: ResumeCoverL etter

Hide spelling errors in this document only
%Hide grammar errors in this decument enly

v
Cancel
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CHAPTER-26- TRACK CHANGES AND COMMENTS

Introduction

Let's say someone asks you to proofread or collaborate on a document. If you had a printed copy, you might use a red
pen to cross out sentences, mark misspellings, and add comments in the margins. Word allows you to do all of these
things electronically using the Track Changes and Comments features.

Understanding Track Changes

When you turn on Track Changes, every Fo-Whem-t-May-Concern: Dear Mr. Powell:
change you make to the document will

appear as a colored markup. If you delete Thank you for taking the time to meet with me last Thursday about the Sales Associate position, |
text, it won't disappear—instead, the text enjoyed meeting with you and touring the facility. | was very impressed with the layout of the

will be crossed out. If you add text, it will showroom and with the competence of the staff at yeureempary-Quality Furnishings. | would love the
be underlined. This allows you to see edits chance to work in such a productive and-very suppartive atmasphere.

before making the changes permanent.

If there are multiple reviewers, each person will be assigned a different markup color.

To tum on Track Changes:

Thank You - Word

1.From the Review tab, click the Track [EHLES View Q Tell me what

Changes command. E}hﬁﬁ All Markup - € Previous

. El show Markup ~ i 2] Mext
Delete Previous Mext Show Track o Accept Reject
Comments ||Changes~ Reviewing Pane ~ - -
Comments Tracking ] Changes
2.Track Changes will be turned on. From this To Whom It May Concern:

point on, any changes you make to the |

Thank you for taking the time to meet with me last Thursday about the Sales Associate position. |
document will appear as colored markups.

enjoyed meeting with you and touring the facility. | was very impressed with the layout of the
showroom and with the competence of the staff at yeureompanyQuality Furnishings. | would love the
chance to work in such a productive and werysupportive atmosphere.

Reviewing changes

Tracked changes are really just suggested changes. To become permanent, they must be accepted. On the other hand,
the original author may disagree with some of the tracked changes and choose to reject them.

To accept or reject changes:

1.Select the change you want to accept or reject.

2.From the Review tab, click the Accept or Reject command.
To Whom It May Concern:

Thank you for taking the time to meet with me last Thursday about the Sales Assaciate !:Eos'mon. 1
enjoyed meeting with you and touring the facility. | was very impressed with the layout of the
showroom and with the competence of the staff at yeureempaayQuality Furnishings. | would love the Mailings

Thank You - Word

chance to work in such a productive and very-supportive atmosphere, E5 Crf“ Al Markup - a Previous
- - - . [ Show Markup - ; ':)j Next
3.The markup will disappear, and Word will Delete Previous MNext Show Track ez B Accept"Reject
. . Comments | [Changes = T = <
automatically jump to the next change. You can Comments — - —

continue accepting or rejecting each change until you
have reviewed all of them.

4.When vyou're finished, click the Track Changes command
to turn off Track Changes.

To Whom It May Concern:

Thank you for taking the time to meet with me last Thursday about the Sales Associate position. |
enjoyed meeting with you and touring the facility. | was very impressed with the layout of the Thank You - Word
showroom and with the competence of the staff at yeurcorpanyQuality Furnishings, | would love the

Mailings
chance to work in such a productive and verysupportive atmosphere.

E} [:S All Markup - a Previous

. B Show Markup ~ - ':’j Mext
Delete Previous Next Show Track ) Accept Reject
Comments | (Changes= Reviewing Pane ~ - -
Comments Tracking [F] Changes

To accept all changes at once, click the Accept drop-down arrow, then select Accept All. If you no longer want to track
your changes, you can select Accept All and Stop Tracking.
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Track Changes viewing options
If you have a lot of tracked changes, they may become distracting if you're trying to read through a document.
Fortunately, Word provides a few ways to customize how tracked changes appear:

Simple Markup: This shows the final version without inline markups. Red markers will appear in the left margin to
indicate where a change has been made.

All Markup: This shows the final version with inline markups.

No Markup: This shows the final version and hides all markups.

Original: This shows the original version and hides all
markups.

To hide tracked changes:

=D r.:ﬁ L L aprevious
1. From the Review tab, click the Display for E} B s =

Show Markup ~ Mext

Thank You - Word

. . . . rious  Next Show Track Accept Reject
Review command. The Display for Review command is Comments | [Changes = [2] Reviewing Pane ~ = .
located to the right of the Track Changes command. ments Tracking = Changes

Display for Review
2.Select the desired option from the drop-down menu. Choose how you'd like to see

changes in this document.

In our example, we'll select No Markup to preview the
final version of the document before accepting the
changes.

3.You can also click the marker in the left margin to switch

Thank You - Word

between Simple Markup and All Markup.
EB 5 Al Markup
4

I (a Previous To Whom It May Concern:
B | simple Markup ':’j Mext

Next Show Track Accept Reject i i i ition.
e ow racl All Markup ccept Rejec Thank you for taking the time to meet with me last Thursday about the Sales Associate position. |
Comments | [Changes= 2 2

enjoyed meeting with you and touring the facility. | was very impressed with the layout of the
No Markup k

o Changes showroom and with the competence of the staff at yeureemparyQuality Furnishings. | would love the
Original chance to work in such a productive and versupportive atmosphere,

Hide tracked changes,

| As we talked about in our meetings, my many years of sales experience, both in commissioned floor
Remember that hidi ng Track Cha nges is not the same sales and in the role of Sales Supervisor, would greatly benefit Quality Furnishings. In that time, | have
as reviewing changes. You will still need |

to accept or reject the changes before sending out

learned many techniques that would help drive sales and dive-increase customer satisfaction ratingss¢

QualityForpishings:

the final version of your document.

To show revisions in balloons:

By default, most revisions appear inline, meaning the text itself is marked. You can also choose to show the revisions
in balloons, which moves most revisions to the right margin. Removing inline markups can make the document easier to

read, and balloons also give you more detailed information about some markups.

1.From the Review tab, click Show Markup > Balloons > Show Revisions in Balloons.

Thank You - Word

2.Most revisions will appear in the right margin, although

P S AiMarkep - £ Previous [h, any added text will still appear inline.
[} Show Markup » 3
Net  Show Track Arcont Rejact Compare  Elock Restrict
Comments Changess| v Comments o * | Authors - Editing ToWham It ey Concer:
v nk Changes Compare Protect
- Thank you for taking the time to meet with me last Thursday about the Sales Asscciate position. |
. A . - " Olenna Mason
v Insertions and Deletions enjoyed meeting with you and touring the facility. | was very impressed with the layout of the o —
v Fommatting showroom and ith the competence of the staff at Quality Furnishings. | would love the chance to work |
. insuch a productive and supportive atmosphere. I ?Twm
Eb Belloons b Showfeisoneinloons ey
Specific People 4 Show Al Revisions Inline s we talked about in our meatings, my many years of sales experience, both in commissioned floor Olenna Mason
o sales and n the role of Sales Supervisor, would greatly benefit Quality Furnishings. In that time, | have { Deleted: drive
v Show Only Comments and Formatting in Balloons e Sniaues hetwould e dive eesand f
learned many techniques that would help drive sales and increase customer satisfaction ratings, Olenna Mason
Deleted: at Qualty Fumishings,
In addition, | wanted to let you know that | have recently received my certificate from the Superior Sales
Training program at the National Business Institute. Several techniques covered in the program are sure
to bolster sales | look forward to having the chance to implement them at Quality Furnishings,

To go back to inline markups, you can select either Show All Revisions Inline or Show Only Comments and
Formatting in Balloons.

Comments

Sometimes you may want to add a comment to provide feedback instead of editing a document. While it's often used in
combination with Track Changes, you don't necessarily need to have Track Changes turned on to add comments.



SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme)
To add comments:

1.Highlight some text, or place the insertion
point where you want the comment to appear.

125 West Hannover Street -8lL-

Raleigh, Morth Carolina 27601

1 To Whom It May Concern:

Thank you for taking the time to meet with me last Thursday about the Sales Associate position.|

2.From the Review tab, click the New

Comment command.

Thank You - Word

References

Layout

Mailings

E) ﬁ$ -l-:] [% B5 anMatkup -
E Show Markup ~
ilate Language New ™ Delete Previous Mext Show Track .
- Comment Comments | |(Changes= Reviewing Pane ~
Language Comments Tracking [F}
To delete comments:

1.Select the comment you want to delete.

3.Type your comment. When you're done, you can close the
comment box by pressing the Esc key or by clicking anywhere
outside the comment box.

Raleigh, North Carolina 27601

Olenna Mason Afew seconds ago
. ‘Address to hiring authering instead.

||'o Whom It May Concerr*

I

Thank you for taking the time to meet with me last Thursday about the Sales Associat
enjoyed meeting with you and touring the facility. | was very impressed with the layo

of the staff at ¥ Quality Furnishings

chance to work in such a productive and versupportive atmosphere.

showroom and with the

B

Raleigh, North Carolina 27601

Olenna Mason

I TI'oWMmRMayCmoernt Im
Thank you for taking the time to meet with me last Thursday about the Sales Associat
enjoyed meeting with you and touring the facility. I was very impressed with the layol

showroom and with the competence of the staff at yeureompasyQuality Furnishings,

chance to work in such a productive and verrsupportive atmasphere.

Address to hiring authoring instead |

2.From the Review tab, click the Delete command.

Thank You - Word

References

Layout

Mailings

3.To delete all comments, click the Delete drop-do
arrow and select Delete All Comments in Document.

Thank You - Word

References

U on Rum iyl

be New  Delete Previous Mext Show Track o
Comment | = Comments | Changes~ [] Reviewing Pane ~
¥ Delete Tracking [F}
501 Delete All Comments in Document

B Al Markup
[E Show Markup -

L3

. G F ] {S ] (':] '):] [5 B All Markup
A ) z. B Show Markup ~
ate Language New  Delete Previous MNext  Show Track o
. Comment = Comments  Changes= [B]Reviewing Pane -
wn anguage Comments Tracking
Comparing documents

If you edit a document without tracking changes, it's still
possible to use reviewing features such
as Accept and Reject. You can do this by comparing two
versions of the document. All you need is
the original document and the revised document (the
documents must also have different file names).

1.From the Review tab, click the Compare command, t

E3] | x

Olenna Mason

8 share

N B a Previous
X 2
— ¥ Net :
Accept Reject Compare Block Restrict
- - - Authors - Editing
Changes Compare... -~

Compare two versions of a
document (legal blackline).

s

Combine revisions from multiple
authors inte a single document.

Combine...

E

To compare two documents:

hen select Compare from the drop-down menu.

2.A dialog box will appear. Choose vyour Original

Word will compare the two files to determine what wa
appear as colored markups, just like Track Changes.
the document.

document by clicking the drop-down arrow and selecting the
document from the list. If the file is not in the list, click
the Browse button to locate it.
Compare Documents ? *
DOriginal document Eevised document
Thank You - Original. doox ~ Thank You - Revised ~
Label changes with Label changes with | glenna Mason
-~
—+
More > > Cancel

s changed and then create a new document. The changes will
You can then use the Accept and Reject commands to finalize
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CHAPTER-27- INSPECTING AND PROTECTING DOCUMENTS
Introduction
Before sharing a document, you'll want to make sure it doesn't include any information you want to keep private. You
may also want to discourage others from editing your file. Fortunately, Word includes several tools to
help inspect and protect your document.
Document Inspector
Whenever you create or edit a document, certain personal information may be added to the file automatically—for
example, information about the document's author. You can use Document Inspector to remove this type of

information before sharing a document with others.

Because some changes may be permanent, it's a good idea to use Save As to create a backup copy of your document
before using Document Inspector.

To use Document Inspector:
1.Click the File tab to go to Backstage view.

From the Info pane, click Check for Issues, then select Inspect Document from the drop-down menu.

2.Document Inspector will appear. Check or uncheck

| ﬂfO the boxes, depending on the content you want to
review, then click Inspect. In our example, we'll leave
Monthly Report everything selected.
Documents = Work
Protect Document Document Inspector ? =
Control what types of changes people can make to this document. To check the document for the selected content, dlick Inspect.
5 Pmlecllv . ssions, Versions, and _ ~
ocumen Inspects the dacument for comments, versions, revision marks, and ink annatations.
Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.
Inspect Document
Before publishing this file, be aware that it contains: Task Pane Add-ins
Check for Comments Inspects for Task Pane add-ins saved in the document.
Issues .
Document properties and author's name Embedded Documents
ies are unable to read Inspects for embedded documents, which may include information that's not visible in
E@ Inspect Document the file.
Check the decument {8 hidden properties
or persenal information, Macros, Forms, and ActiveX Controls
Account Check Accessibility Inspects for macros, forms, and ActiveX contrals.
Options Ijé Check the document for content that people ved changes. Colla Headings
with disabilities might find difficult to rezd. Inspects the document for text that has been collapsed under a heading.
I Check Compatibility
) o
Check for features not supported by carlier Custom XML Data
. n Inspects for custom XML data stored with this document.
versions of Word. ~

3.The inspection results will show an exclamation mark for any categories where it found potentially sensitive data, and
it will also have a Remove Allbutton for each of these categories. Click Remove All to remove the data.

Document Inspector ? =

Review the inspection results.

1 Ca Revisions. 1 and Anr i Remowe All
The following items were found: *

* Comments

!  Document Properties and Personal Information
The following document information was found:
* Document properties

Remowve All

* Author Protecting your document

Task Pane Add-ins .

We did not find any Task Pane add-ins. By default, anyone with access to vyour
Embedded Documents document will be able to open, copy, and edit its
Ne embedded documents were faund. content unless you protect it. There are several
Macros, Forms, and ActiveX Controls ways to protect a document, depending on your

Mo macros, forms, or ActiveX controls were found.

needs.

Collapsed Headings
Mo collapsed headings were found.

Custom XML Data bl

0 0 0 0 0o

1 Mote: Some changes cannot be undone.

When you're done, click Close.
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To protect your document:

Click the File tab to go to Backstage view.

From the Info pane, click the Protect Document command.

In the drop-down menu, choose the option that best suits your needs. In our example, we'll select Mark as Final.

Marking your document as final is a good way to discourage others from editing the file, while other options give you
more control if you need it.

Info

Monthly Report

Documents = Wark

Protect Document

o Control what types of changes people can make to this document.
Protect
Document ~

D Mark as Final
2 Let readers know the document is

final and make it read-only I}
Encrypt with Password rare that it contains:
@ pascword-protect this docurment sabilities are unable to read
r removes properties and personal infarmation when
D Restrict Editing .
Control the types of changes others = saved in your file
can make
REETURT I:Is‘ Restrict Access
& Grant people access while removing »
Options their ability to edit, copy, or print. r unsaved changes.
D Add a Digital Signature ge=.
8 Ensure the integrity of the document

by adding an invisible digital signature

A dialog box will appear prompting you to save. Click OK.
Microsoft Word x
| This document will be marked as final and then saved.

Cancel

Another dialog box will appear. Click OK.

Microsoft Word x

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

o When a document is marked as final, the status property is set to "Final” and typing, editing commands, and proofing marks are turned off.
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

Dgon't show this message again

The document will be marked as final. Whenever others open the file, a bar will appear at the top to discourage them
from editing the document.

Home Insert Design Layout References Mailings Review

0 MARKED AS FINAL An author has marked this document as final to discourage editing. Edit Anyway

L 1---|---§---|---1---|

Marking a document as final will not actually prevent others from editing it because they can just select Edit Anyway. If
you want to prevent people from editing the document, you can use the Restrict Access option instead.
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SMARTART GRAPHICS

SmartArt allows you to communicate information with graphics instead of just using text. There are a variety of styles to

choose from, which you can use to illustrate many different types of ideas.

To insert a SmartArt graphic:

1.Place the insertion point in the document where
SmartArt graphic to appear.

From the Insert tab, select

the Illustrations group.

the SmartArt command in

you want the

B Cover Page ~
[ Blank Page
’# Page Break

Pages

References

Design Layout

Mailings

Table  Pictures Online Shapes SmartArt Chart Screenshot

= Pictures  ~ <

Tables lllustrations

2.A dialog box will appear. Select a category on the left, choose the desired SmartArt graphic, then click OK.

Choose a SmartArt Graphic

(= _l'_‘|
=2 (= 0=

=

oA = ~
= =
=l L B %
@ P
Tk Cycle e =1
E BEs [EEE
=1
[ Relationship I =8
a5 Matrix = ==
Pyramid -
é et D— Hierarchy
Picture P —
@ Office.com

Use to show hierarchical relationships
progressing from top to bottom,

o

To add text to a SmartArt graphic:

1.Select the SmartArt graphic. The text pane will
appear to the left

Enter text next to each bullet in the text pane. The
text will appear in the corresponding shape. It will
be resized automatically to fit inside the shape.

2.You can also add text by clicking the desired
shape and then typing. This works well if you
only need to add text to afew shapes.
However, for more complex SmartArt graphics,
working in the text pane is often quicker and
easier.

To reorder, add, and delete shapes:

It's easy to add new shapes, change their order,
and even delete shapes from your SmartArt
graphic. You can do all of this in the text pane,
and it's a lot like creating an outline with
a multilevel list. For more information on
multilevel lists, you may want to review
our Lists lesson.

1.To demote a shape, select the desired bullet,
then press the Tab key. The bullet will move to
the right, and the shape will move down one
level.

Type your text here

3.The SmartArt graphic will
document.

appear in your

&

[Text]
=

o [ [Text] } [ [Text] } [ [Text] }

* Kei, Owner
« Christine, Manager L
* [Text]
. [Text]
. [Tet]
. [Ted]

chy
0 show hierarchical relationships
m

Type your text here x

* Kei, Owner
= Christine, Manager
* Alex, Sales Associate

® Jeff, Sales Associat
. [Text]
* [Text]

Type your text here x

* Kej, Owner
* Christing, Manager
* Alex, Sales Associate

o[ bet, Sales
‘Associate

* [Ted]
* [Ted]

Hierarchy
Use ta show hierarchical relationships
pragressing from top to bottom.

Learn more about SmartArt graphics

(@2

Christine
Manager

Jeff, Sales
Associat|T

Alex, Sales
Associate

(€Y

o
Jeff, Sales &
Associate
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Type your text here x |? o
* Kei, Owner
2.To promote a shape, select the desired bullet, * Chiistine, Manager
. * Alex, Sales Associate
then press the Backspace key (or Shift+Tab). The + et Seles Associote
bullet will move to the left, and the shape will move T
up one level. T [Text]
eroreny Alex, Sales Jeff, Sales
Use o show herarchic! relatonships 5 b
_ . e Associate | | Associate l (rext]
3.To add a new shape, place the insertion point &

after the desired bullet, then press Enter. A new
bullet will appear in the text pane, and a new shape will appear in the graphic.

4.To remove a shape, keep pressing Backspace until the
bullet is deleted. The shape will then be removed. In our
example, we'll delete all of the shapes without text.

Type your text here X

* Kei, Owner

* Chiisting, Manager Kei, Owner
* Alex, Sales Associate

o Jef,Sales Associate

Type your text here x

" I e * Kei, Owner

* [Ter] Christine, [Text] « Christine, Manager
* [Ted] Manager * Alex, Sales Associate
« Jeff, Sales Associatd |
| Christine,

Hierarchy Alex, Sales Jeff, Sales Manager
Use ta show hierarchicalreltionships [Text]

Associate Associate

progressing from top to bottom,
Learn more about SmartArt qraphics

il
[}

Hierarchy
Use to show hierarchical relationships
progressing from top to bottom

Alex, Sales

Jeff, Sales

Associate Associate

Learn more about Smartart graphics

Organizing SmartArt from the Design tab

If you'd prefer not to use the text pane to organize your SmartArt, you can use the commands on the Design tab in
the Create Graphic group. Just select the shape you want to modify, then choose the desired command.

1.Promote and Demote: Use these commands
to move a shape up or down between levels.
H ©- = 2.Move Up and Move Down: Use these commands to change the order of
shapes on the same level.

File Home Insert Design Layout
1t Add Shape ~|€ Promote T Move Up H - = 3.Add Shape: Use this command to add a
[F]Add Bullet | Demote ¥ Move Down File (I R N new shape to your graphic. You can also

click the drop-down arrow for more exact
placement options.

Y .
B Text Pane F gitimllet %Layout 1] Add Shape - € Promote T Move Up

= Demaote 4 Move Down
[T Text Pane (__) Right to Left =, Layout ~

Create Graphic

Create Graphic

DAd-dShap: - & Promote T Move Up
In our example, we've been organizing a graphic with a hierarchical layout. =3

Not all SmartArt graphics use this type of layout, so remember that these %, AddShapeBefore  toleft & Layout~-
commands may work differently (or not at all) depending on the layout of Hm Add Shape Aboye  [@Phic
your graphic.

Add Shape After ite + Mowve Down

5" Add Shape Below
—_

g Add Assistant

Customizing SmartArt

After inserting SmartArt, there are several things you might want to change about its appearance. Whenever you select a
SmartArt graphic, the Design and Format tabs will
appear on the right side of the Ribbon. From there, it's
easy to edit the style and layout of a SmartArt

Format

. mm EEE 6| O O
= IF -
= B2 || ceree| 000 OO O
| olors ~ Lag*
1.There are several SmartArt styles, which allow you SmartArt Styles
to quickly modify the look and feel of your SmartArt. To Subtle Effect

change the style, select the desired style from
the SmartArt styles group.

Kei,
Owner
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2.You have a variety of color schemes to use with SmartArt. To change the colors, click the Change Colors command
and choose the desired option from the drop-down menu.

3.You can also customize each shape independently.
Just select any shape in the graphic, then choose the

SmartArt Tools

desired option from the Format tab.
Colors ~ : Smartart Tools
Primary Theme Colors el Wiz Design Bermet: Q Tellm ou o
jle ]
%% 4% Shape Fill - B A Text Fill -
] © L# Shape Outline A A __ - | L Text Outline -
Colere 3 Shape Effects ~ = /A Text Effects ~
] [ L1 L
[ ] ] [ ] WordArt Styles K}
I:II:II} i | ] | [ - D Preset 3
[ ] ] 0os ]
Accent 1
Shadow 3
K [ o] ] O
Ow i | | | | |
i} ] i
\ =i (i || D Reflection  »
Accent 2 | o
o =) =) i
i =0 ] i o] D Glow '
Chri == o
Mar Accent3 Soft Edges  » r
] =) ] o )
[ o] =a Ea i | Bevel v
i [ ] -
|| ¥y Recolor Pictures in SmartArt Graphi N
I=] Recolor Fictures in oma raphic X -
Alex, Sales e L j 3-D Rotation » e, i
Associate u Associate u Manager
B 3 B : N s

To change the SmartArt layout:

If you don't like the way your information is organized within a SmartArt graphic, you can always change its layout to
better fit your content.

1.From the Design tab, click the More drop-down arrow in the Layouts group.

Org Chart - Word SmartArt Tools

Pz i 2.Choose the desired layout, or click More Layouts to see even
more options.

References  Mailings

O |5 - . | |
DODicgs CE == E
Lo =888 EEE - Org Chart - Word SmartArt T
e Layout  References  Mailings  Review  View
. ve Up - ]
3.The selected layout will appear. EIIIT_I - - 0,0 g
e Down o] Z O_Q_TOQ_g_
HEE BER 22 600 | change| [ [
T pu Calors~
G =| EEE
sl ) ===
i, Sale 500 - ==
b
H' =] 5 Horizontal Organization Chart
e = =
5 Z
PD More Layouts..
o |

If the new layout is too different from the original, some of your text may not appear. Before deciding on a new layout,
check carefully to make sure no important information will be lost.
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CHAPTER-29- APPLYING AND MODIFYING STYLES

Introduction

A style is a predefined combination of font style, color, and size that can be applied to any text in your document. Styles
can help your documents achieve a more professional look and feel. You can also use styles to quickly change several

things in your document at the same time.

To apply a style:

1.Select the text you want to format, or place your cursor at the beginning of the line.

August Volunteer Update

2.In  the Styles group on the Home tab, click
the More drop-down arrow.

£ Find -
naBbceDe| AsBbcede AaBbC( sasbeer AQB 3 poo
= ac Replace
1§ [She\bvﬁeld Animal Rescue T MNormal | MoSpacing Heading1 Heading 2 Title Is Select -
August Volunteer Update Styles a| Editing
. More
A Message from Your Director Styles give your document a
) i . consistent, polished look.
It's been a spectacular month for Shelbyfield Animal Rescue and the animals in
our care. Fifteen pets found a new home, including Temple, a longtime resident They also allow you to use the
i Navigation Pane and add a table of
of the kennel who was later fostered by Raj and Lisa Beharry. Temple was a staff contents.
favorite who despite his special needs was always up for a rousing game of keep-
. - , If you don't like the look of these
away (with the slimiest, grossest tennis ball in the yard). styles, check out the Design tab for
more options.

3.Select the desired style from the drop-down menu.

AaBbCeDc| AaBbCeDe AaBbCc AsBbcer | A DB
TMNormal | Mo Spacing Heading1  Heading 2 Title I,\\)

4. The text will appear in the selected style.

AaBbCcC AaBbCcDe AaBbCcDe AcBbCcD: AaBbCcDe

Subtitle Subtle Em... Emphasis  Intense E... Strong

AaBbCcDt AaBbCcDe AABBCCDLC AABECCDL AaBbCcDt
Cuote Intense Q... Subtle Ref.. IntenseR.. Book Title

AaBbCcDc

T List Para...
4 Create a Style

A¢# Clear Formatting

“4, Apply Styles...

August Volunteer Update

Iﬁhelbyfield Animal Rescue

August Volunteer Update
A Message from Your Director

It's been a spectacular month for Shelbyfield Animal Rescue and the animals in
our care, Fifteen pets found a new home, including Temple, a longtime resident
of the kennel who was later fostered by Raj and Lisa Beharry. Temple was a staff
favorite who despite his special needs was always up for a rousing game of keep-
away (with the slimiest, grossest tennis ball in the yard).

To apply a style set:

Style sets include a combination of H ©-
title, heading, and paragraph styles.

Animal Rescue - Word

Style sets allow you to format all File Home  Insert i Layout  References  Mailings  Review  View
elements in your document at once )

instead of modifying each element Tite TME i Title ME Tee  Tite Tt
Separate'Y' Tliam= :»I-:::uu—-u Hy 1 :2.-—.—.— HEADNGL :"-:“-in-r--‘ 1 Heriid L..".‘."............ M

1.From the Design tab, click
the More drop-down arrow in
the Document Formatting group.

-

Document Formatting

2.Choose the desired style set from the drop-down menu.

Animal Rescue - Ward

References Mailings

Eeset to the Default Style Set
Sawve as a Mew Style Set...

Tithe: Trtle TIMLE . ) Title Tithe Tithe: Ir|k—
e —— fr— T e e 2 remca b+ [y
e P
TITLE Tide Title TTLE TTLE Titde v
[ R o Fesonss
Hevcing 1 e rmcirg 1 I}' . e ——
) Lines (Stylish) e
Tithe
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3.The selected style set will be applied to your entire
document.

To modify a style:
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August Volunteer Update

Shelbyfield Animal
Rescue

AUGUST VOLUNTEER UPDATE

A Message from Your Director

It's been a spectacular month for Shelbyfield Animal Rescue and the animals in our
care. Fifteen pets found a new home, including Temple, a longtime resident of the
kennel who was later fostered by Raj and Lisa Beharry. Temple was a staff favorite
who despite his special needs was always up for a rousing game of keep-away (with
the slimiest, grossest tennis ball in the yard).

sl

1.Locate and right-click the style you want to change in the Styles group, then select Modify from the drop-down menu.

i £ Find -
nasbccdd aasbeend A3Bb AaebC AN L le
- | 23cReplace

TMNeormal Mo Spacing Heading1 Heading 2 Title [z noe.
] Update Title to Match Selection

2 Modify...
Select All: (No Data)

Styles

Rename...
Remove from Style Gallery
Add Gallery to Quick Access Toolbar

2.A dialog box will appear. Make the desired
formatting changes, such as font style, size, and
color. If you want, you can also change the name of
the style. Click OK to save your changes.

3.The style will be modified.

August Volunteer Update

1Shelbyfield Animal Rescue

AUGUST VOLUNTEER UPDATE

A Message from Your Director

It's been a spectacular month for Shelbyfield Animal Rescue and the animals in our
care, Fifteen pets found a new home, including Temple, a longtime resident of the
kennel who was later fostered by Raj and Lisa Beharry. Temple was a staff favorite
who despite his special needs was always up for a rousing game of keep-away (with
the slimiest, grossest tennis ball in the yard).

To create a new style:

1.Click the arrow in the corner  of

the Styles group.

bottom-right

Modify Style ? =
Properties
Mame: Title
Style type: Linked (paragraph and character)
Style based on: T MNormal et
Style for following paragraph: | T Normal >
Formatting
Calibri Light [Head « 36| B I U |_ ~
12 A~
= = = = 14 = = = = = = =
= = = =" = = |1z =] = =
18
20

Shelby% Id Animal Rescue

72 ™

Font: [Default) ~Headings [Calibri Light), 36 pt, Font color: Text 1 ~
Line spacing: single, Space
After: O pt, Don't add space between paragraphs of the same style, Style: Linked, Show in
the Styles gallery, Priority: 11
Add to the Styles gallery  [] Automatically update
@) Only in this document () Mew documents based on this template

ok Cancel

Format ~

4.When you modify a style, you're changing every
instance of that style in the document. In the example
below, we've modified the Normal style to use a larger
font size. Because both paragraphs use the Normal
style, they've been updated automatically to use the
new size.

)-12 -~ A A Aa- R %

- x, X0 Q- VA

- P Find -
nsBbceD fadheend | AaBbi AaBhC Adl - BECR':WE

Thormal Mo Spacing | Heading 1| Heading 2 Ttle |+ N Select~

Styles

E Editing
Styles (Alt+Ctrl+Shift+5)

-

Preview, manage and customize the
text styles in Word,

Use the window to see and edit
farmatting details for each style,
create new styles, and quickly
preview styles in your document.

al Rescue

You can alse update styles to match
selected text,

BT | paBbeep| mambcend AaBbt AaBbe Adt

=- & -5 | TNomal | NoSpacing Headingl Heading2  Title

Font (1 Paragraph r] Styles

August Volunteer Update

Shelbyfield Animal Rescue

AUGUST VOLUNTEER UPDATE

A Message from Your Director

Tit's been a spectacular month for Shelbyfield Animal Rescue and the
animals in our care. Fifteen pets found a new home, including Temple, a
longtime resident of the kennel who was later fostered by Raj and Lisa

Beharry. Temple was a staff favorite who despite his special needs was
always up for a rousing game of keep-away (with the slimiest, grossest

tennis ball in the yard).

This was a big month for Arthur too, our lovable yellow lab mix with the ‘.
submissive smile. Through the generous donation of Dr. Giuliani's time and resources, Arthur
received much-needed hip surgery. He's recovering nicely in foster care with Joy Ramirez and
her two young children, who are teaching Arthur to “speak” while he’s on bed rest.
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2.The Styles task pane will appear. Select the New Style button at the bottom of the task pane.

Styles v

Clear All

Normal m

Mo Spacing Ta

Heading 1 EI . .

— - 3.A dialog box will appear. Enter a name for the style, choose

eading Ia ; . .

o = the desired text formatting, then click OK.

itle T3

Subtitle Ia

Subtle Emphasis a Create New Style from Formatting ? X
Emphasis a Properties

Intense Emphasis a MName: New Style

strong a Style type: Paragraph h
Quote 13

Style based on: T8 Heading 1 i

Intense Quote Ta

Subtle Reference a Style for following paragraph: T Mew Style i
Intense Reference a RO

Book Title a Segoe Ul Semiligh|« || 24 v‘ B I U |

List Paragraph T — | D - — ‘ r= ¢§|

Footer a - — = = = = = = 4=

Header a

Show Preview A Message from Your Director

Disable Linked Styles

’%% 'S} Options..

New Style|

Font: Segoe Ul Semilight, 24 pt, Bold, Font color: Accent 5, Style: Show in the Styles gallery
Based on: Heading 1

Add to the Styles gallery |:| Automatically update
@ Only in this document O Mew documents based on this template

Farmat = Cancel

4.The new style will be applied to the currently selected text. It will also appear in the Styles group.

Animal Rescue - Word

Insert Design Layout References Mailings Review View Y Tellm

Segoe Ul Semi ~ (24 - A A A~ | e

Paste o /B I U -aex. x A-%¥.A-

T New Style. TMNormal Mo Spacing Heading 1

=|1=

Zlipboard & Font [F] Paragraph [Fl Styles

August Volunteer Update

Shelbyfield Animal Rescue

AUGUST VOLUNTEER UPDATE

IlA Message from Your Director

It's been a spectacular month for Shelbyfield Animal Rescue and the

animals in our care. Fifteen pets found a new home, including Temple, a
longtime resident of the kennel who was later fostered by Raj and Lisa
Beharry. Temple was a staff favorite who despite his special needs was
always up for a rousing game of keep-away (with the slimiest, grossest
tennis ball in the yard).

You can also use styles to create a table of contents for your document.
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MAIL MERGE
Introduction

Mail Merge is a useful tool that allows you to produce multiple letters, labels, envelopes, name tags, and more using
information stored in a list, database, or spreadsheet. When performing a Mail Merge, you will need a Word
document (you can start with an existing one or create a new one) and a recipient list, which is typically an Excel
workbook.

To use Mail Merge: H - =
L. File Home Insert Design Layout References Mailings
Open an existing Word document, or create =
a new one. =] |T:| FTy
Envelopes Labels  Start Mail Select Edit Highlight Address Greeting Insert Merge
. . . Merge~ Recipients ~ Recipient List | Merge Fields Block  Li Field
From the Mailings tab, click the Start Mail =Iger Recplents T mecplent Srge hiecs Hla e =
Create D Letters Write & Insert Fields
Merge command and select Step-by-Step o el
. . E-mai Essages
Mail Merge Wizard from the drop-down
E] Envelopes...
menu. )
L—'D Labels...

. . . E Directory

The Mail Merge pane will appear and guide
- - El Mormal Word Document
you through the six main steps to
) Step-by-Step Mail Merge Wizard...

complete a merge. The following example BN Sy (i s L5
demonstrates how to create a form letter

and merge the letter with a recipient list.
Step 1:

From the Mail Merge task pane on the right side of the Word window, choose the type of document you want to create.
In our example, we'll select Letters. Then click Next: Starting document to move to Step 2.

- | x Step 2:

Eill Fisher

D Share

Select current document, then click Next: Select recipients to move to Step 3.

- Step 3:
Mail Merge v % P
~
Mail Merge - x Select starting document Now you'll need an address list so Word can
7 . .
RIS (10 S T D S O e e automatically place each address into the

Select document type #* Use the current document . ) o )

What type of document are you working on? Start from a template document. The IlSt can be In-an eXIStIng ﬁlel
®) Letters Start from existing document such as an Excel workbook, or you
E-mail messages - . .
. Use the current document can type a new address list from within
Labels Start from the document shown here and use the Mail Merge Wizard.
Directo the Mail Merge wizard to add recipient
o information.

LEHiEE Select Use an existing list, then
Send letters to a group of people. You can . .
personalize the letter that each person click Browse to select the file.
receives.

Click Mext to continue,
Mail Merge = E3

Step 10f 6 BrcpiZaiic Select recipients
3 Mext: Stadin%:document > %@ ® Use an existing list

% Previous: S t document type Select from Cutlook contacts
Type a new list
B - 1 +  100%

Locate your file, then click Open.

| Select Data Source

« v » ThisPC » Desktop » AdWorks

Organize +  New folder

# Quick access Mame

[ Desktap
4 Downloads
Documents
b Music

[&] Pictures
B videos

AdWorks Letter

AdWorks_Recipients I,\\,

B % W N NN

Mew Source...

®
v @ Search Ad Works y-l
- M @

Date modified Type

11/30/15 3:00 PM
12/11/15 10:00 AM

File name: | AdWorks_Recipients

~| Al Data Sources

Telr

Cancel

Microsoft Word Doc...
Microsoft Excel Work...

Use an existing list
Use names and addresses from a file or a
database.

(e Browsee.

Step 3 of 6
= Mext: Write your letter

4 Previous: Starting document
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If the address list is in an Excel workbook, select
the worksheet that contains the list, then click OK.

In the Mail Merge Recipients dialog box, you

Select Table

Modified
12/11/15 10:00:25 AM

Description Created Type

12/11/15 10:00:25 AM  TABLE

Name

S

£

First row of data contains column headers y

can check or uncheck each box to control which recipients
selected. When you're done, click OK.

are included in the merge. By default, all recipients should be

Mail Merge Recipients X

This is the list of recipients that will be used in your merge, Use the options below to add to or change your list, Use
the checkboxes to add or remove recipients from the merge. When your list is ready, dick OK.

¥ |Last Name_*|First Name_~|Title ~

Address

Albertson ‘ 1024 Lakeview Cir

AdWorks Recipie.. [¥  Brennan Michael Mr. 1123 Main St
AdWorks_Recipie... V' Davis William M. 540 W 4th 5, Apt121
AdWorks_Recipie... |7 Forest Eliza Ms, PO Box 4351
AdWorks_Recipie... |7 Jones Dan Mr. PO Box 805
AdWorks Recipie.. ¥ Post Melissa s, 3202 Maplewood Ave
AdWorks Recipie.. [ Thompson Shannen s, 500 Acme Ln, Apt 3C
AdWorks_Recipie... V' Walters Chris M. 436 Church 5t
£ >
Data Source Refine recipient list

AdWaorks_Redipients xlsx N Sort..,

19 Fitter...

@ Find duplicates...
E} Find recipient...
D Validate addresses...

Edits., REfTEsf

Click Next: Write your letter to move to Step 4.

Mail Merge

. If you don't have
Select recipients

(®) Use an existing list an EXIStlng
() Select from QOutlook contacts address “St/ you
can click

() Type a new list
the Type a new
list button and
click Create,
then type your
address list
manually.

Use an existing list
Currently, your recipients are selected from:
[Sheet15] in "AdWorks_Recipients.xlsx”

D Select a different list...

G Edit recipient list...

Step3 of B

= Mext: Write yourletter
€ Previous: Startint;du(ument

Step 4:

Now you're ready to write your letter. When it's printed

, each copy of the letter will basically be the same; only

the recipient data (such as the name and address) will be different. You'll need to add placeholders for the recipient

data so Mail Merge knows exactly where to add the data.
To insert recipient data:

1.Place the insertion point in the document where you want

the information to appear.

2.Choose one of the placeholder options. In our

Mail Merge
Write your letter

letter now.

To add recipient information to your letter,
click a location in the document, and then

dlick one of the items below.
[E) Address block...
B Greeting line...

+
As you may know, this year marks our 16th year of doing business. Ef Eledronic postage...

Adworks has grown from a tiny startup into a robust company with
Southeast, Qur growth would not have been possible without loyal

Bl More items...

would like to extend to you a 20% discount on your next order. It's
continued business. We'll keep working hard to provide the best po
innovative preducts, just as we've always done. Thanks again for ch

If you have not already done so, write your

‘When you have finished writing your letter,
click Next. Then you can preview and
personalize each recipient’s letter.

example, we'll select Address block.

Mail Merge e
Write your letter
If you have not already done so, write your
letter now.

To add recipient information to your letter,
click a location in the document, and then
click one of the items below.

D Address blockp.
B Greeting line..

Insert formatted address
|:I* Electronic postage...

Step4of 6 )
Sincerely, =» Next: Preview your letters B0 More items...
& Previous: Select recipients When you have finished writing your letter,
click Mext. Then you can preview and
ersonalize each recipient’s letter.
Page1of1 106words [[% B B -—1F—+ 100% P P

Step4of b
= MNext: Preview your letters

€ Previous: Select recipients
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3.Depending on your selection, a dialog box may appear with various customization options. Select the desired options,

then click OK.

Insert Address Block

Specify address elements
Insert recipient's name in this format:

Insert company name

nsert postal address:
Mever include the country/region in the address
Always include the country/region in the address
Only include the country/region if different than:
United States v

Format address according to the destination country/region

Preview

Here is a preview from your recipient list:

TN

4.A placeholder will appear in your document (for

example, «Address Block»).

Ms, Kathy Albertson
1024 Lakeview Cir
Peachtree City, GA

Correct Problems

If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from
your mailing list

Match Fields..

As you may know, this year marks our 16th year of doing business.
Adworks has grown from a tiny startup into a robust company with
Southeast. Our growth would not have been possible without loyal
would like to extend to you a 20% discount on your next order. It's

Mail Merge e
Write your letter
If you have not already done so, write your
letter now.

To add recipient information to your letter,
dick a location in the document, and then
dlick one of the items below.

E) Address block...

B Greeting line...

Y Electronic postage...

B0 More items...
When you have finished writing your letter,

dlick Next. Then you can preview and
personalize each recipient's letter.

continued business. We’ll keep working hard to provide the best po

innovative products, just as we've always done. Thanks again for ch

Sincerely,

Step4of 6

3 Next: Preview your letters

Cancel

€ Previous: Select recipients

5.Add any other placeholders you want. In our example, we'll add a Greeting line placeholder just above the body of the

letter.
] » 6 .When you're done, click Next: Preview your
o
Mail Merge letters to move to Step 5.
dd ock Write your letter
«AddressBloclo If you have not already dane so, write your
letter now.
To add recipient information to your letter, - X

«Greetingline»

As you may know, this year marks our 16th year of deing business,
AdWorks has grown from a tiny startup into a robust company with
Southeast. Our growth would not have been possible without loyal
would like to extend to you a 20% discount on your next order. It's
continued business, We'll keep working hard to provide the best po
innovative products, just as we've always done. Thanks again for ch

tlick a location in the document, and then
click one of the items below.

D Address block...
B Greetina line..
£} Electronic nal
. Insert formatted salutation
Bl More itemser

‘When you have finished writing your letter,
tlick Next, Then you can preview and
personalize each recipient’s letter,

Mail Merge

Write your letter

If you have not already done so, write your
letter now.

To add recipient information to your letter,
click a location in the document, and then
click one of the items below.

E] Address block...

B Greeting line...

ﬂ Electronic postage...

Bl More items...

Stepdof 6
Sincerel . . ‘When you have finished writing your letter,
v > Next: Preview your letters click Next, Then you can preview and
& Previous: Select recipients personalize each recipient's letter.
Step4of 6
2>
€ Previou
Step 5:

For some letters,
you'll only need to add
an Address

block and Greeting
line. But you can also
add more placeholders
(such as recipients'
names or addresses)
in the body of the
letter to personalize it
even further.

Preview the letters to make sure the information from the recipient list appears correctly in the letter. You can use the left
and right scroll arrows to view each version of the document.

[

Mail Merge 28

If everything looks
correct, click Next:

Mail Merge

Ms. Kathy Albertson
1024 Lakeview Cir
Peachtree City, GA

Dear Ms. Albertson,

As you may know, this year marks our 16th year of doing business.
AdWorks has grown from a tiny startup into a robust company with
Southeast. Qur growth would not have been possible without loyal

would like to extend to you a 20% discount on your next order. It's
continued business. We'll keep working hard to provide the best pa
innovative praducts, just as we've always done. Thanks again for ch

Preview your letters

One of the merged letters is previewed here.
To preview anather letter, click ane of the

following:

Recipient: 1 |

[ Find a recipient... %
Make changes

You can also change your recipient list:

[ Edit recipient list...

Exclude this recipient

add personal comments.

Step 5 of 6

+| € Previous: Wite your letter

When you have finished previewing your
letters, click Next. Then you can print the
merged letters or edit individual letters to

> Next: Complete the merge

Complete the
merge to move to
Step 6.

Preview your letters

One of the merged letters is previewed here,
To preview another letter, click one of the
following:

Recipient: 1

E} Find a recipient...
Make changes
You can also change your recipient list:
& Edit recipient list.

Exclude this recipient

When you have finished previewing your
letters, dlick Mext. Then you can print the
merged letters or edit individual letters to
add personal comments.,

Step5of 6

= MNext: Comgletetheﬁerge
€ Previous: Write yourfetter
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Step 6:
1.Click Print to print the letters.

. 2.A dialog box will appear. Decide if you want to print All of the
Mail Merge ~ &S g PP Y P
letters, the current document (record), or only a select group, then
Complete the merge click OK. In our example, we'll print all of the letters.

kAail PMerge is ready to produce your letters.

To personalize your letters, click "Edit .
Individual Letters.” This will open a new Merge to Printer ? -
document with your merged letters. To make
changes to all the letters, switch back to the

ariginal document. Print records
Merge H 3
Print. et
DD Edit |ﬁlv|dual letters.. D Current record
() Erom: | | To | |

| ok N| Cancel

Step 6 of 6

€ Previous: Preview your letters

3.The Print dialog box will appear. Adjust the print settings if needed, then click OK. The letters will be printed.

Print ? >
Printer

Name: | T@ Lexmark M¥310dn | Properties |
Status: Idle Find Printer...
Type: HP Color Laseret 2820 AiQ PS Class Driver

Where:  USBOO3 [ print to file
Comment: |:| Manual duplex
Page range Copies

@ Al Number of copies:

Current page Selection
O Pages: o Collate

Type page numbers and/or page ranges
separated by commas counting from
the start of the document or the
section. For example, type 1, 3, 5-12 or
pls1, p1s2, p1s3-p8s3

Print what: |Document v| Zoom

Pages per sheet: |1 page

Print: |AII pages inrange

Scale to paper size: |No Scaling

Present Online

Share this link with remote viewers and then start the presentation.

https://bn1-broadcast.officeapps.live.com/m/Broadcast.aspx?Fi=
8828ed87fdb4fc1b%5Ff3205876%2Dddde%2D468f%2Db157%
2D7b42a944744%2Epptx

T CopyrLink

=1 Send in Email...

START PRESENTATION
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