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Chapter-1
Getting to Know Word 2013

Introduction

In January 2013, Microsoft released the latest version of its Office software suite. Word 2013 is a word processing application
that allows you to create a variety of documents like letters, flyers, and reports. With the introduction of several enhanced
features—including the ability to create and collaborate on documents online—Word 2013 gives you the ability to do more
with your word processing projects.

Getting to know Word 2013

Word 2013 is similar to Word 2010. If you've previously used Word 2010, then Word 2013 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
2013 interface.

The Word interface

When you open Word 2013 for the first time, the Word Start Screen will appear. From here, you'll be able to create a new
document, choose a template, or access your recently edited documents.

From the Word Start Screen, locate and select Blank document to access the Word interface.

SC LT » wencisine . W | Working with the Word environment

Suggestedsemches: Letiers Resume Fax  labeks Cads  Colendar  Blank Switch account

=| If you've previously used Word 2010 or 2007, then
6 Aa Word 2013 should feel familiar. It continues to use

features like the Ribbon and the Quick Access
toolbar—where you will find commands to perform

Igt? 2 common tasks in Word—as well as Backstage view.

e Wecomero Word p——r—— The Ribbon
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= = e L Word 2013 uses a tabbed Ribbon system instead of

— traditional menus. The Ribbon contains multiple tabs,
each with several groups of commands. You will use

EEEEEN EEEEEE these tabs to perform the most common tasks in

P — Pp——— Word.

The Home tab gives you access to some of the most commonly used commands for working with Word 2013,
including copying and pasting, formatting, aligning paragraphs, and choosing document styles. The Home tab is selected by
default whenever you open Word.
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The Insert tab allows you to insert pictures, charts, tables, shapes, cover pages, and more to your document,
which can help you communicate information visually and add style to your document.
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The Design tab gives you access to a variety of design tools, including document formatting, effects, and page borders,
which can give your document a polished look.
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The Page Layout tab allows you to change the print formatting of your document, including margin width, page orientation,
and page breaks. These commands will be especially helpful when preparing to print a document.
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The References tab allows you add annotations to your document, such as footnotes and citations. From here, you can also
add a table of contents, captions, and a bibliography. These commands are especially helpful when composing academic
papers.
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You can use the mail merge feature in the Mailings tab to quickly compose letters, address envelopes, and create labels. This
is especially useful when you need to send a letter to several recipients.
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You can use the Review tab to access Word's powerful editing features, including adding comments and tracking changes.
These features make it easy to share and collaborate on documents.
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The View tab allows you to switch between different views for your document and split the screen to view two parts of your
document at once. These commands will also be helpful when preparing to print a document.
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Contextual tabs will appear on the Ribbon when you're working with certain items, such as tables and pictures. These tabs
contain special command groups that can help you format these items as needed.
Certain programs, such as Adobe Acrobat Reader, may install additional tabs to the Ribbon. These tabs are called add-ins.

To minimize and maximize the Ribbon:

The Ribbon is designed to respond to your current task, but you can
choose to minimize the Ribbon if you find that it takes up too much screen
space.

Auto-hide Ribbon

Hide the Ribbon. Click at the top
BbCt of the application to show it

25k ow Tabs
1. Click the Ribbon Display Options arrow in the upper-right corner pdingl |<| 1y < ’E z:w;bimtabs only. Click a

of the Ribbon. = Ed tab to show the commands.

2. Select the desired minimizing option from the drop-down menu: ~E —| Show Tabs and Commands
= Show Ribbon tabs and
o Auto-hide Ribbon: Auto-hide displays your document in full- commands all the time.

screen mode and completely hides the Ribbon from view.
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o To show the Ribbon, click the Expand Ribbon command at the top of screen.

Ribbon is hidden and Click the Expand
Ribbon command to

show the Ribbon

document appears in
full screen

o Show tabs: This option hides all command groups when not in use, but tabs will remain visible.

o To show the Ribbon, simply click a tab.
F H - 0% =

FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILIMNGS REVIEW VIEW
1 E 1

o Show tabs and commands: This option maximizes the Ribbon. All of the tabs and commands will be
visible. This option is selected by default when you open Word for the first time.

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 Repeat commands. You can add other commands depending on your
preference.

To add commands to the Quick Access toolbar: E [3
HOME Customize Quick Access Toolbar T
. . . 1 N =
1. Click the drop-down arrow to the right of the Quick Access '“'D Calibri (Be Oew =
toolbar. Pasie . l: pen =
2. Select the command you want to add from the drop-down menu. - 7 s g
To choose from more commands, select More Commands. Clipboard 7 Emal
L1 Quick Print
3. The command will be added to the Quick Access toolbar. - Print Preview and Print
Spelling & Grammar
Pne v Undo
m E (j - o = Mew [ v Redo
HOME Ir\&—n—-— T Y Ry YL Draw Table
_ - Spelling & Grammar (F7) Touch/Mouse Mode
D Calibri (Bde Typos? Mot on our watch. Let us T More Commands...
B I U { checkyourspelling and grammar. Show Below the Ribbon
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The Ruler

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.
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To show or hide the Ruler:
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2. Click the check box next to Ruler T Gridlines £ g Multiple Pages = Arrange Al f
to show ol or hide the ruler. Mavigation Pane Feem  1o0% 1Bl Page Width Split W,S:.
Showr Zoom Window
. B = > - 5 =
B k v' w HOME INSERT DESIGM
. ) A ) ) ) ) -.T__bl Calibri (Body) — 11 - | a5 Al
Backstage view gives you various options for saving, opening a file, Paste o B F & - mme . 2= | oo
printing, and sharing your document. e oara = -

To access Backstage view: Click the File tab on the Ribbon. Backstage view will appear.
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Document views

Word 2013 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 pra==ey
useful for various tasks, especially if you're planning to print the
document.

¢ Tochange document views, locate and select the
desired document view command in the bottom-right
corner of the Word window.

e Click the arrows in the slideshow below to review the
different document view options.
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Read Mode: In this view, all of the editing commands are hidden so your document fills the screen. Arrows appear on the

left and right side of the screen so you can toggle through the pages of your document.

If your document has many pages, Word 2013 has a handy new feature called Resume Reading that allows you to open
your document to the last page you were viewing. When opening a saved document, look for the bookmark icon to appear
on the screen. Hover the mouse over the bookmark, and Word will ask if you want to pick up where you left off.

Welcome back!

3 minutes ago

Pick up where you left off:

)
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Introduction

Chapter-2

Creating and Opening Documents

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.

e Select the File tab. Backstage view will appear.

. Select New, then click Blank document.

e A new blank document will appear.

New

Search for online templates

Suggested searches:  Letters  Resume

P

Fax labels Cards Calendar Blank

B H S 3 -

HOME INSERT DESIGM

alls a -
D Calibri (Body) ~/11 ~| A A
Paste

-

o B I U ~abex x* A

Clipboard Font

n an existin men

document that was previously saved.

In addition to creating new documents, you'll often need to open a

. Navigate to Backstage view, and then click Open.
e Select Computer, then click Browse. Alternatively,

G

&
Blank document
Take a
tour
Account Blank document Welcome to Word
Open

@ Recent Documents

ﬁ Merced Flores's OneDrive

E\;I Computer

Recent Folders

Documents

- . . Desktop
You can Choose OneDrive (previously known as SkyDrive) to open _
. . Etl Computer
files stored on your OneDrive. =
. = AddaPlace Browse
e The Open dialog box appears. Locate and select N
your document, then click Open.
O x If you've opened the desired
© ~ 1 L« Misc » Merced's Docs v ¢ Search Merced's Docs »p presentatlon recently, you can browse
= your Recent Documents rather than
Organize + MNew folder F - .
’ # ) search for the file.
[ Microsoft Word 15 Chain of Command Tree
f= Resume
I Favorites Open
B Desktop
f::’;‘:;‘:; @ R Reéent Documents
£ Recent places R
ﬁ Merced Flores's OneDriva D | yau Invitation
:HB}""“"ES ] e Fores's Oneie Documens
Documents =
) MyDo:umantsv EI;I Computer
File name: | Team Building Retreat Flyer v | | All Word Documents v + Add a Place
Tools ~ Cancel

Word 2013 also allows you to open existing PDF files as editable documents. This is useful when you want to modify a PDF

file.

To pin a document

If you frequently work with the same document, you can pin
it to backstage view for quick access.

Open

@ Recent Documents

Recent Documents

Navigate to Backstage view, then
Your recently edited documents will appear.

Hover the mouse over the document you want to pin.
A pushpin icon Howill appear next to the

document. Click the pushpin icon.

click Open.

h‘-l Resume

Meiced Flores's OneDrive » Documents

@ Merced Flores's OneDrive h Ll Luau Invitation
Merced Flores's OneDrive » Documents

Etl Computer
=

ol AddaPlace

B

Pin this item to the list
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The document will stay in Recent Documents. To unpin a document, click the pushpin icon again.

Open

@ T — Recent Documents

m=§ Resume
"—| Merced Flores's OneDrive » Documents
&@, Merced Flores's OneDrive
| Lusu vitation
"—| Merced Flores's OneDrive » Documents

Eltl Computer

sl AddaPlace

Using Templates

You can also pin folders to
Backstage view for quick
access. From  Backstage
view, click Open and locate
the folder you want to pin,
then click the pushpin icon.

(D) RecentDocuments & Merced Flores's OneDrive
Current Folder
& Merced Flores's OneDrive ® Documents
Merced Flres's OneDive » Documents
£ computer Recent Folders

‘@ Documents
& Addapice
& Merced Foress OneDrive

&

Pin thistem to the st

A template is a predesigned document you can use to create a new document quickly. Templates often include custom
formatting and designs, so they can save you a lot of time and effort when starting a new project.

To create a new document from a template:

. Click the File tab to access Backstage view.
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Clipboard = Font

e A preview of the template will appear, along
with additional information on how the template

can be used.

e Click Create to use the selected template.
e A new workbook will appear with the selected

template.

Merced Flores - [

You can also browse templates by category or use the search bar to find something more specific.

peading

ot il bkt

tab.

Download size: 17 KB

]

Create

lon design (blank)

Tifle Provided by:  Microsoft Corporation

A simple starting document featuring the lon
ign. It has a clean look with a touch of
personality that's perfect for any document. This
template is great for when you want to start from
blank but don't want the default look. To take

New
Select New.
Several Search for online templates 0
tem p|ates WI” Suggested scarches:  Letters Resume Fax  Labels Cards  Calendar  Blank
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the Blank Blank document Welcome ta Word Single spaced (blank)
document optio
n. Title = Title Title
SEIECt R Ton design (blank
a template to | _
review it.
Account
EECEEE EENEEE
Options
Blog post fon deslgn (blani) - Facet design (blank)
Title
1 neavmg -
e Decumentl - Word ? - O x
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New
€Y Home | party invitation r-)
=| Category -
Invitatian 109
Event 107
Party 106

advantage of this design, simply format headings
and other text using the Styles gallery on the Home

Rating: % (11 Votes)

Party invitation

Options.

Easter party invitation

~N | ® i ®
| ‘ 1 ‘ Card

Personal

Print

+ | Halloween party invitation (2 per. Event Planning
Hustration
Design Sets
Holiday
Blue

Paper

Avery

5 EAEE

Seasonal
Party invitation (floral design)
a2

It's important to note that not all templates are created by Microsoft. Many are created by third-party providers and even
individual users, so some templates may work better than others.

Compatibility mode

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.
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In the image below, you can see how Compatibility mode can affect which commands are available. Because the document
on the left is in Compatibility mode, it only shows commands that were available in Word 2007.

Flyer I [Compatibility Mode] I Word DRAWING TOOLS Flyer -Word DRAWING TOOLS
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[# Shape Qutline ~ o= N 24 si> L# Shape Outline - £ A [=] Align Text - —
Shadow 3-D Quick Position
&) Change Shape ~  Effects - = Effects = L@ Shape Effects ~ Styles - £ ~ =0 Create Link -
- Shadow Effects 3-D Effects = Wordart Styles Text

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.

To convert a document

If you want access to all Word 2013 features, you can convert the document to the 2013 file format.
Note that converting a file may cause some changes to the original layout of the document.

e Click the File tab to access Backstage view.

. Locate and select the Convert command.
. -
m E (-> 0 M Flyer [Compatibility Mode] - Word
HOME ~ INSERT  DESIGN INnfo
Fl
PR o KSR
D I: Cahb” (BOd]lr] ' 11 ' A A = Compatibility Mode
E = Some new features Elte disabled to prevent .
Dacte % . EzmoEl . e e i
features, but may result in layout changes.
¢ BT U adxx f
T Protect Document
e Cor::ro:jwhat types of changes people can make
Clipboard & Fant el A

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

Your document will be upgraded to the newest file format.

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.

Conwverting allows you to use all the new features of Word, This document will be replaced by the converted version.

|:| Do not ask me again about converting documents

Tell Me More...

e The document will be converted to the newest file type.
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Chapter-3
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.

OneDrive was previously called SkyDrive. There's nothing fundamentally different about the way OneDrive works; it's just a
new name for an existing service. Over the next few months, you may still see SkyDrive in some Microsoft products.

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

T Vv ment

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.

-0 Vs
® Locate and select the Save command on the Quick Access toolbar. WOME | INSERT  DESIGN
® If you're saving the file for the first time, the Save As pane will appear -
in Backstage view. D TimesNewRo * (11 + A" 4]

® You'll then need to choose where to save the file and give it a file name. To save
the document to your computer, select Computer, and then click Browse.
Alternatively, you can click OneDrive to save the file to your OneDrive.

Paste

v

BT U-~aex, x [

Clipboard Font

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

‘ @ Save As
\Q Computer @0 -1

Organize =

Enter a file name for the document, then click Save.
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document
Search Merced's Docs r will be saved.
You <can click
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New folder

i~ @

LD Computer
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Documents

Desktop
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4 Libraries
[ Documents
@ Music
&) Pictures

. Choose a location and
then type afile name
4 /

the Save comm
and again to
save your
changes as you
modify the
document. You

File name: | [ &

can also access

Save astype: | Word Document

Authors: Merced Flores Tags: Add atag

[]Save Thumbnail

the Save comm
and by

pressing Ctrl+S

on
keyboard.

“ Hide Folders Tools ~ Save Cancel your

Using Save As to make a copy

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
you'll be able to edit the new file and still refer back to the original version.

To do this, you'll click the Save As command in backstage view. Just like when saving a file for the
first time, you'll need to choose where to save the file and give it a new file name.

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 it inconvenient to select Computer each time, you can change the default save location so Computer is selected
by default.
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e Click the File tab to access Backstage view.

e Click Options.

BC P— e The Word Options dialog box will appear.
m E (-> v (') v e Select Save, check the box next to Save to
Computer by default, then click OK. The
default save location will be changed.

Print

HOME  INSERT  DESIGN

@ ~
ﬁ \'l'{ Geners! E Customize how documents are saved.
. + Display
TimesNewRo /11 = A A . s
= roofing ave documents
Close
Eﬁ Sve  f— Save, then [Word Document (“adoo) v
Language checkthe box  EUGERELYNC AT minutes

gst autosaved version if | close without saving

Paste B I U i & Advanced ] neep
v |
'\' = ibE !2 ! Account AutoRecover file |G\Userstanetzel\AppData\Roaming!Mi| | Browse.. |

Customize Ribbon location:
. Quick Access Toolbar [] 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 o

N

Clipboard & Font

AutoRecover

Word automatically saves your documents to a temporary folder while you are working on B o 09-
them. If you forget to save your changes or if Word crashes, you can restore the file HOME | INSERT  DESIGI

using AutoRecover. % Iy

Em
Paste " B I U -ax, x° [

Clipboard Font

To use AutoRecover: Document Recovery

Word has recovered the following files.
Save the ones you wish to keep.

1. Open Word 2013. If autosaved versions of a file are found, Avoilable Files
the Document Recovery pane will appear. T Resome Original
. . . . Version created last time
2. Click to open an available file. The document will be recovered. 2/14/2013 12:53 PM

By default, Word autosaves every 10 minutes. If you are editing a document for less than 10 minutes, Word may
not create an autosaved version.

If you don't see the file you need, you can browse all autosaved files from Backstage view. Select the File tab,
click Manage Versions, then choose Recover Unsaved Documents.

Inspect Document
Before publishing this file, be aware
Checkfor | thatit contains:
= Document properties and
author's name
Content that people with
disabiltes are unable to read
—\1 Versions
Q 7 There are no previous versions of
Manage this file.
Versions -

~0 Recover
e Browse recent unsaved files

N

Exporting documents

Be 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 in a variety of file types.

To export a document as a PDF file:
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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. Click Export, then select Create PDF/XPS.

Export
W oo = Create a PDF/XPS Document
sy CrEd ocume ®  Preserves layout, formatting, fonts, and images
®  Content can't be easily changed
L:" Change File Type % Free viewers are svalable on the web
Grte
PDF/XPS
1. The Save As dialog box will appear. Select the location where you want to export the document, enter
a file name, then click Publish.
w3 x
® = 1 L « Documents » Misc » Merced's Docs v @ | | Search Merced's Docs o
Organize v Mew folder B~ @

| Recentplaces  ~
No items match your search.

(A Libraries Choose a location,
[ Documents ‘— type a file name,
& Music then click Publish
5 Pictures
 Videos
v
”
File name: | Resume 48 v|
Saveas type: [PDF v|
Open file after publishing Optimize for: @ Standard (publishi
online and printin
O Minimunn size

(publishing online)

"
(= Hide Folders Tools ~ Pub\ish

By default, Word will export all of the pages in the document. If you want to export only the current page,

click Options in the Save as dialog box. The Options dialog box will appear. Select Current page, then
click OK.

Optimize for: ®) Standard (publishing
enline and printing)

© Minimum size
(publishing onling)

L
Publish

Page range

Cboaety From [1 3] o [1 =
Publish what
(®) Document
Document showing markup
Include non-printing information
Create bookmarks using:
® Headings
Word bookmarks
Document properties
Document structure tags for accessibility
PDF options
[[1150 19005-1 compliant (PDF/A)
Bitmap text when fonts may not be embedded
[ Encryptthe document with a password

S

To export a document in other file types:

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

Export

’—hl Create PDF/XPS Document

=me
B' Change File Type

Print

1. Click the File tab to access Backstage view.
Share

2. Click Export, then select Change File Type.
3. Select a file type, then click Save As.

Export
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Change File Type

Document File Types

Document
Uses the Word Document format

I

Word 97-2003 Document
B=| Uses the Word 97-2003 Document format

OpenDocument Text
Uses the OpenDocument Text format

Iy
B Template
o=
o o documents

Other File Types

L

Plain Text
Contains only the text in your document

Rich Text Format

N
Preserves text formatting information

Single File Web Page P/ Save a5 Ancther File Type
4

Web page is stored as a single file

Select a common file type,

Save As

o

then click Save As to export

Sl -

4., The Save As dialog box will appear. Select the location where you want to export the document, enter

a file name, then click Save.

w3 X

® « 4 L« Misc » Merced's Docs v ¢ | SearchMerced's Docs »

Organize +  New folder BB- @

" Chain of Command Tree

A Libraries m Building Retreat Flyer

[ Documents
o Music

[] Pictures
B videos

v :
File name: | Resume v

Save as type: | Word Document v/

Choose a location,

type a file name,
then click Save

Authors: Merced Flores Tags: Addatag

[ save Thumbnail

(= Hide Folders

v

You can also use the Save as type: drop-down menu in the Save As dialog box to save documents in a variety

of file types.

Sharing documents

Word 2013 makes

using OneDrive. In 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 2013, you're actually giving

others access to the exact same

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:

file. This lets you and the people you

CE|
®© v 1 L « Misc + Merced's Docs
Organize = New folder
% Chein of Command Tree
) (4 Libraries 5 Team Building Retreat Fyer
it easy to share and collaborate on documents 5 bocuments
& Music
& Pictures
B videos v
Fiename | Resume

v

o

Search Merced's Does

(=304

x

»
@

Save as type: | Word Document

uthors:| ord Document

Word Template

Word 87-2003 Ter

(4 HideFolders | PDF

XPS Document

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

2. The Share pane will appear.

g
Web Pag:

Strict Open XML

Works 6 - 9 Docu

New

Open

Print

Share

Export

Word Macro-Enabled Document.
Word 97-2003 Document

Word Macro-Enabled Template

mplate

age

Document

OpenDocument Text

ment

e
Web Page, Filtered

Plain Text u
Word XML Document
Word 2003 XML Document

i
i
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Chapter-4 Text Basics

Introduction

If you're new to Microsoft Word, you'll need to learn the basics of working with text so you can type, reorganize,
and edit text. Basic tasks include the ability to add, delete, and move text, as well as the ability to find and
replace specific words or phrases.

PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIE|

jA‘ A Aa- e

Using the insertion point to add text ox A A -

Font ] Paragraph LM
The insertion pointis the blinking vertical line in your document. It 1
indicates where you can enter text on the page. You can use the insertion
point in a variety of ways:

=]
o

. . Insertion
° Blank document: When a new blank document opens, the insertion | fp— point
point is located 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. - FressRelease
i H—
° New paragraph line: Press Enter on your keyboard to move the insertion point to 2

GLOBAL NONPROFIT TO RETIRE |

the next paragraph line.

Press Release

Contact: Greg Weaver
Tel: 415-555-6182

Cell Phone: 415-555-8801 space barto
Email: Greg Weaver@TTIntemational.org add spaces

Date: February 14,2013

Press the

PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN Al

|
\ Press Enter to
move the insertion

point to the next
paragraph line

° Manual placement: After you've started typing, you can use the mouse to move the insertion point to a
specific place in your document. Simply click the location in the text where you want to place it.

The event will take place on March 2, 2013 from 6:30 ~ 2:00 pm. Highlights willinclude:
The San Francisco Quintessential Quar

Vegan Catering by 4 Moss Must

A performance by the Moment of Melody Children’s Chair

Click to manually place
the insertion pointin a

specific location

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

To select text:

Before applying formatting to text, you'll first need to select it.

1. Place the insertion point next to the text you want to select.

2. Click the mouse, and while holding it down drag your mouse over the text to select it.

3. Release the mouse button. You have selected the text. A highlighted box will appear over the selected
text.

PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yesterday that she will be retiring in April. She began as a researcher and in the matter of a
few years, worked her way up to serve resident. Mrs. Wallace has been with Tall Trees
since its early days as a resource for local arboretums. From overseeing mulch donations,
organizing local and international tree planting projects, and educating the global

When you select text or images in Word, a hover toolbar with command shortcuts appears. If the toolbar does
not appear at first, try moving the mouse over the selection.
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i fus s 5 A

B I U - A-:i=-i= - styles

PRESIDENT OF GLOI

Lenoir Wallace, the president of Tall Ti
yestercay that she will be retiring in ApfiiS === er of a
few years, worked her way up to serve as freowene wnS. Wallace has been with Tall Trees
since its early days as a resource for local arboretums. From overseeing mulch donations,
organizing local and international tree planting projects, and educating the global

Other shortcuts include double-clicking a word to select it and triple-clicking to select a sentence or paragraph.
You can also select all of the text in the document by pressing Ctrl+A on your keyboard.

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 is already in your document and paste it to other areas of the document, which
can save you time. If there is text you want to move from one area of the document to another, you can cut and
paste or drag and drop the text.

To copy and paste text:
Copying text creates a duplicate of the text.

1. Select the text you want to copy.
PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yesterday that she will be retiring in April. She began as a researcherl},nd in the matter of a

2. Click the Copy command on the Home tab. You can also right-click the selected text and select Copy.

C I R

E B I U -abex x [ -

Clipboard = Font
L Copy (Ctrl+O)
Put a copy of the selection on the
Clipboard so you can paste it
somewhere else.

3. Place the insertion point where you want the text to appéar".

Copied
PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN AP} text

Lenoir Wallace, the president of Tall Trees International Nonprofit (TT), announced

yesterday that she will be retiring in April. She began s a researcher and in the matter of a

few years, worked her way up to serve s president. Mrs. Wallace has been with|since its

early days as a resource for local arboretums. From overseeing mulch donations,

organizing local and international tree planting projects, and educating the global

community, Mrs. Wallace has been pivotal in the growth and success of TTI and the

‘worldwide health of trees. After 19 years of service, her contributions to dendrology have

been immeasurable. Her family and staff wish to recognize her many years of dedicated

service by hosting a farewell dinner at the San Francisco Radix Gardens. et
aste

location
4. Click the Paste command on the Home tab.
HOME INSERT DES
- b4
<5 Arial -z -]
Pﬂvste - B I U - abe W, ™
Clipboard = Font

Paste (Ctrl+V)

Add content on the Clipboard to
your document.
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5. The text will appear.

To cut and paste text:

PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yeslerday that she will be retiring in April. She began as a researcher and in thg-maiies of a
few years, worked her way up to serve as president. Mrs. Wallace has been wnce
its early days as a resource for local arboretums. From overseeing mulch donations;
‘organizing local and international tree planting projects, and educating the global
community, Mrs. Wallace has been pivotal in the growth and success of TTI and the
‘worldwide health of trees. After 19 years of service, her contributions to dendrology have
been immeasurable. Her family and staff wish to recognize her many years of dedicated
service by hosting a farewell dinner at the San Francisco Radix Gardens,

S 14 -

PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees Internaticnal Nonprofit (TTI), announced

1. Select the text you want to cut. yesterday that she will be retiring in April. She began as a researcher and in the matter of 2

2. Click the Cut command on

the Home tab. You can also right-

few years, worked her way up to serve as president. Mrs. Wallace has been with TTI since
its early days as a resource for local arboretums. Frds overseeing mulch donations,
organizing local and international tree planting projects, and educating the global

click the selected text and select Cut.

HOME INSERT DESIGN

o -
Arial T - A A
B

Pate L, B I U vaxk X [

Clipboard Font
& Cut (Ctrl+X)

Remove the selection and put it on
the Clipboard so you can paste it
somewhere else.

3. Place your insertion point where you want the text to appear.

Cut text

Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yesterday that she will be retiring in April. She began as a researcher and in the matter of a
fewyears, worked her way up to serve as president. Mrs. Wallace: has been with TTI since

PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

community, Mrs. Wallace has been pivotal in the growih and success of TTI and the

its early days as a resource for local arboretums. From overseeing muich donations,

organizing local and infernational tree planting proj
community, Mrs. Wallace has been pivotal in the growth
worldwide health of trees. After 19 years of service, her conti
been immeasurable. Her family and staff wish to recognize her m
service by hosting a farewell dinner at the San Francisco Radix Garde!

and educating the global
success of TT and the

tions to dendrology have
ears of dedicated

Paste
location

4. Click the Paste command on the Home tab. The text will appear.
PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL
Lenoir Wallace, the presidenl of Tall Trees International Nonpmﬁl ml) announced
yesterday that she will be re1inng in Ap[l\, Mrs. Wallace has been with TTI since its eany
days as a resource for local arboretums. She began as a researcher and in the matter of a
few years, worked her way up to serve as president. From overseeing mulch donations,
organizing local and international tree planting projects, and educating the global
community, Mrs. Wallace has been pivotal in the growth and success of TTI and the
worldwide health of trees. After 19 years of service, her contributions to dendrology have
been immeasurable. Her family and staff wish to recognize her many years of dedicated
service by hosting a farewell dinner at the San Francisco Radix Gardens o —mmm ST ot
as || Arial Az - A A Ase
of . -
ing B T U % A iz iz Sl
You can access the cut, copy, and paste commands by using keyboard shortcuts. e O Frvons, Fior
Press Ctrl+X to cut, Ctrl+C to copy, and Ctrl+V to paste. oy ¥ f b fosting 2

You can also cut, 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 i
can choose from three options that determine how the text will be formatted: Keep
Source Formatting, Merge 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:

Dragging and dropping text allows you to use the mouse to

move text.

1.

Select the text you want to move.

frcy %y Paste Options: s will include:
o o
R

Toht

Paragraph.

B 4 o

Define
Synonyms v

Tranglate

b &

ue s

Search with Bing
Hyperlink...

New Comment

PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yesterday that she will be retiring in April. Mrs_ Wallace has been with TT! since its early
days as a resource for local arboretums. She began as a researcher and in the matter of a
few years, worked her way up to serve as president. From overseeing mulch donations,
organizing local and international tree planting projects, and educating the global
ccommunity, Mrs. Wallace has been pivotal in the growth and success of TTI and the
worldwide health of irees. After 19 years of service, her contributions to dendrology have
been immeasurable. Her family and staff wish to recognize ner many years of dedicated
service by hosting a3rewell dinner at the San Francisco Radix Gardens
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2. Click and drag the text to the location where you want it to appear. The cursor will have a

rectangle under it to indicate that you are moving text.
PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees Nonprofit (TTI),

yesterday that she will be retiring in April. Mrs. Wallace has been with TT since its earty
days as a resource for local arboretums. She be researcher and in the matter of a
few years, worked her way up to serve as presid: verseeing muich donations,
organizing local and international tree planting pr d educating the giobal
community, Mrs. Wallace has been pivotal in the growtiTand success of TTl and the
worldwide health of trees. After 19 years of service, her coninbutions to dendrology have
been immeasurable. Her family and staff wish to recognize her many years of dedicated
service by hosting a farewell dinner at the San Francisco Radix Gardens.

3. Release the mouse button, and the text will appear.

PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yesterday that she will be retiring in April. Mrs. Wallace has been with TTI since its early
days as a resource for local arboretums. She began as a researcher and in the matter of a
few years, worked her way up to serve as president. After 19 years of service, her
contributions to dendrology have been ir le. From ing mulch

organizing local and international tree planting projects, and educating the global
community, Mrs. Wallace has been pivotal in the growth and success of TTl and the
worldwide health of trees. Her family and staff wish to recognize her many years of
dedicated service by hosting a farewell dinner at the San Francisco Radix Gardens.

If text does not appear in the exact location you want, you can press the Enter key on your keyboard to move
the text to a new line.

Find and Replace

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: 7 = - x
In our example, we've written an academic paper and will use the Find ;
. ' [ # Find -
command to locate all references to a particular author's last name. AaBbCcDt -
— | 7| ZacRéPlace
Intense Q... ’; R Select -
From the Home tab, click the Find command. »
[F] Editing A~
The navigation pane will appear on the left side of the screen. Find (Ctrl<F)
3. Type the text you want to find in the field at the top of the navigation Find text or other content in the
pane. In our example, we'll type the author's last name. document.

EBHS 60

4. If the text is found in the document, it will be highlighted in yellow, and HOME | NSRT  DEsioN
a preview of the results will appear in the navigation pane. T e e s s
Paste . B I U-amxx. X A~
5. If the text appears more than once, choose a review option to review each
instance. When an instance of the text is selected, it will highlight in gray: Navigation x "

x

Bl .
o Arrows: Use the arrows L=IL—1| to move through the results one at a time.

Ol
[

HEADINGS |~ PAGES  RESULTS B

o Results previews: Select a result preview to jump directly to the location

Text, comments, pictures... Word can find

of a specific result in your document. ot sbout smting oot decumen
Navigati x - a 1 2 3 4 5 6 A 7 i‘:;:;fi;’;l‘lf?ﬁf ;::}:ty:h'\::eeke
avigation -
Fisher 17
[Fingersd - Click the arrows to
Result 3 of 10 E “ step through the ed that “Last Suaday [ was visited by a poet
HEADINGS  PAGES  RESULTS AR CETTLENLY DR ) R (272> [ aleter to Fitzgerald eleven years

about you" (Van Ness 433). In ancther letter
Q'Connor: The Habit of Being, to the "
Fitzgeralds, Robert and Sally, to John Hawlkes, O'Connor remarks that “Thave a friend, James Dickey, a poet... He described a

O'Connor noted that _
‘passage in one of your [Hanrkes's] books.._in admiration” (FiEgerald ke
an admirer of Robert” (272).In )

letter to Fitzgerald eleven years
later Dickey recalls “talking

one of your [Hawkes's] booke.in Select a result preview @i  When selected,
sdmiration” (Fitzgerald 292). While . to jump directly to the 3 = the result will
Dickey and O'Connor appear to [ o location of a result highlight in grey

2ppear to be more directly [Page 17)

connected due to Fitzgerald and
Hawkes, it is important to remember

career. He contributed several essays to various magazines on a variety of subjects, mncluding a
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6. When you are finished, click the X to close the navigation pane. The highlighting will disappear.

L

Navigation

|Fnzgera|d

Result 3 of 10
HEADINGS PAGES RESULTS

You can also access the Find command by pressing Ctrl+F on your keyboard.

For more search options, click the drop-down arrow next to the search field.

. . Ly
Navigation 3 &
Search document = o the
Options..
HEADINGS PAGES RESUL =1
# Advanced Find...
25 Replace.. Fe
Text, comments, pictures... Word cz 1

just about anything in your decumy > 5o To..

Find:
Use the search box for text or the | —
magnifying glass for everything elsi =& Graphics Le
Tables

Equations

Footnotes/Endnotes in

Uaag

Comments bt

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.

1. From the Home tab, click the Replace command.

"
Bl
|

th
x

i@ Find -

{aBbCcl
B EE..: Replace
ntense Q... [:E Se&t*
la Editing -~
Replace (Ctrl+H)

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

2. The Find and Replace dialog box will appear.
3. 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 | Replace | GoTo

Fnawnat | Sewanee Review =
Replace vt |58 9|

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 need to be replaced. We'll click Find Next again.
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S17-

William Fisher
Professor Tom Shelty
LIT 489
12 February 2013
Andsew Lytle at Thie Sewanse Review

Atop the Cumberland Platean at the University of the South in Sewanee, Tennessee, iz

Replace.

Findwhat: [Sewanee Review ]
Replace with: [sR ]
| Beplace | | Replacean | ;f_._._m_qm__, | concel |
7. Word will jump to the next instance of the text. If you want to replace it, :
select one of the replace options: - .
o Replace will replace individual instances of text. In our example,
we'll choose this option. o e el
. . Findwnat [Sewance Review o]
o Replace All will replace every instance of the text throughout the
document. - -
8. The selected text will be replaced.
ew Nelson Lytle, one of the South’s more disti {and iated)
ted the Sewanse Review twice in his career, once in 1942 to 44 and then again
3. During his as editor, Lytle helped to resurrect the magazine from |
on, financial run in 1973, Andrew Nelson Lytle, one of the South’s more d
men of letters, ceinhix career, once in 1942
1973, Duning his tenure as editor, Lytle helped to resurrect th
9.

When you're done, click X to close the dialog box.

You can also access the Find and Replace command by pressing Ctrl+H on your keyboard.

For more search options, click More in the Find and Replace dialog box. From here, you can select additional
search options, such as matching case and ignoring punctuation.

Find Replace | GoTo

Find what: ‘ Sevvanee Review

M

Replace with: ‘ SR

[+]

Beplace | | ReplaceAll | | FindNed  Cancel |
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Chapter-5 Formatting Text

Introduction

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 the font of your text, including size, color, and
inserting special symbols. You can also adjust the alignment of the text to change how it is displayed on the page.

To change the font:

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

customize text and titles.
HOME  INSERT DESIGN PAGE LAYOUT

1.  Select the text you want to modify. "Dgé [Calivi o) -J12 | & & A2 A

Paste. @ B T U -abcx, X B-¥-A-

2. On the Home tab, click the drop-down arrow next to the Font box. [diebeard = Font =
A menu of font styles will appear. B £ ' :

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

FILE HOME ~ INSERT  DESIGN  PAGELAYOUT  REFE

TEAM BUILDING RETREAT

AD E‘E" Calibri - - K A Aa- ke NS
Paste € Comic Sans S 7
(Hp::oayd 5 0 Consolas Dawson Park
N ¢ Constantia 3 it Need to get park’s address

¢} Cooper Black Friday, April 5, 8AM — 3PM

(} COPPERPLATE GOTHIC Bol
¢ COPPERFLATE GOTHIC LIG
O Corbel

“{F cordis Hew dad
O cosouec winf

4. The font will change in the document.

FILE HOME INSERT DESIGMN PAGE LAYOUT
ey ¥ -
Ty el ody) iz A A ma- e
Lz

"ﬂjtﬁ o B I U-axx. x A-¥-A-

Clipboard Font [0

When creating a professional document or a document that contains multiple
paragraphs, you'll want to select a font that's easy to read. Along with Calibri,
standard reading fonts include Cambria, Times New Roman, and Arial.

TEAM BUILDING RETREAT

Dawson Park
Need to get park’s address
Friday, April 5, 8AM — 3PM

To change the font size:
1. Select the text you want to modify.

FILE HOME | INSERT  DESIGN PAGE LAYOUT
ke .
D * Cooper Black ~ A A Aa- A
B3
Paste . B I U -akex,x A-W-A-

Clipboard & Fant F]

TEAM BUILDING RETREAT

Dawson Park
Need to getpark’s address
Friday, April 5, BAM — 3PM

2. Select the desired font size formatting option:
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o Font size drop-down arrow: On the Home tab,

) ; FOME | INSERT  DESON  PAGELAVOUT | REFRENCES  MALNGS e
C!ICk th_e Font size drop-down arrow. A menu of font —g i T B e |
sizes will appear. When you move the mouse over the pute B CoY _—‘_B ru. o lawoa _

. . . . . . . ¥ Format Painter =7 T T
various font sizes, a live preview of the font size will I % B -
appear in the document. < o g : s
" TEAM BUI1
B -
2 Dawson Park
2 Need to get park’s address
E Friday, April 5, 8AM — 3PM
b BN Canoes, door prizes, freelunch,
18 scavengerhunt, volleyball, trust!
72 and our first 3 person-aleggedr:
o Font size box: When the font size you need is not available in the Font size drop-down arrow,

you can click the Font size box and type the desired font size, then press Enter.

B H S O 28 -

HOME INSERT DESIGMN

Lesson 7 Practi

PAGE LAYOUT REFEREN

r- - -
™ 6 Cut Cooper Black - A Aa- | ke
Em Copy

Pote o Formatpainter B T U -oake 2o X7 A - WA -
Clipboard = Font =
o Grow and shrink font commands: Click the Grow Font or Shrink Font commands to change

the font size.

HOME IMSERT DESIGM

PAGE LAYO

Cooper Black ~ |32 i | r:'y Fa >

'y - &
B I U - abe X. X P R - W

Font

3. The font size will change in the document.

[Cotii oy - [17 -] & & Aa- | Ae

B 4 Uk x| AW - oA

Font

=

MAILINGS  REVIEW  VIEW

To Change the font color: HOME | INSERI  DESGN  PAGELAYOU!  KEFERENCES  WALUNGS  REVIEW  VIEW

Pte o B o1y

Clipboard 15

1. Select the text you want to modify. s

o X ¢ -
1) 2 e a5 e

S B-W-A- g

AaBbCcDc  AaBbCcD
kE

2l 1
Font 3 Paraarapn 5 stves

i 2 3 4 s

B

Mo Spac.

2. On the Home tab, click the Font Color drop-

TEAM BUILDING RETREAT
B

Dawson Park

o Need to getpark’s address .
down arrow. The Font Color menu appears. Friday, Apeil 5, BAM = 3P0 F
3. Move the mouse over the various font colors. A live preview of the color will appear in the document.

Covper Black - |28 | A7 &

4.

HOME | INSERT  DESIGM  PAGELAYOUT

Ty et [ A& nas
P U - anc

v B I X K- A-

T | Aasboene
5. |

MALINGS  REVIEW  VIEW

Dawson Park
Need to getpark's address
Friday, April'S, 8AM — 3PM

Your color choices aren't 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

TEAM BUILDING RETREAT
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To highlight text:

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

220 -

Dawson Park
Need to get park’s address
Friday. April 5, 8amM — 3P

1. Select the text you want to highlight.
Canoes, door prizes, free lunch,
scavenger hunt, volleyball, trust walk,
2. From the Home tab, click the Text Highlight Color drop-down arrow. The Highlight Color menu
appears.
[coopersiack ~[28 | A" AT Aa- 2e IS - =
B I U ~abcx. x° A~ 2. A -
Clipboard = Font @ ! saragraph
= & verow. | N HH I
HEN .
3. Select the desired highlight color. The selected text will then be highlighted in the document.

Dawwsorn Park
Neaed to get park’s address
Fridayw., Sapril S, 84aMh — SIPh

Canoaes,

door prizes. free lunch,

scavenser hunt, wvolleywball, trust weallk.

To remove highlighting, select the highlighted text, then click the Text Highlight Color drop-down

arrow.

Select No Color from the drop-down menu.

o Color

If you need to highlight several lines of text, changing the mouse into a highlighter may be 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, hold, and drag the highlighter over the lines you want to highlight.

To use the Bold, Italic, and Underline commands:

HOME IMSERT DESIGM PAGE LAYOUT

The Bold, Italic, and Underline commands can be used to help

on to i T 2 [Catibri Bod -1z | A & Aa- A
draw attention to important words or phrases. [ g, [SolibrilBodn 12_-]a 7] Aa h
Paste . B T U - abe x, »* /& - 2% - A -
. Clipboard = Font
1. Select the text you want to modify. f = i 2
Dawson Park
o MNeed to getlbark's address
Friday, April 5, 8AM — 3PM
2. On the Home tab, click the Bold (B), Italic (I), or Underline (U) command in the Font group. In our
example, we'll click Bold.
HOME  INSERT DESIGN PAGE LAYOUT
T X w2 x5 ma b
ER
Paste. . B I U-axx. X A-¥.A-
Clipboard & Font )
e Bold (Ctrl+B) =
Make your text bold.
e W g K s aouress
] Friday, April 5, 8AM — 3PM
3. The selected text will be modified in the document.
HOME IMNSERT DESIGM PAGE LAYOUT
[Calibri (Body) - [12  ~| A7 a7 Aa - 2
B I U - abe M. X PR R -

Font

Dawson Park
Meed to get park’s address
Friday,. April 5, 82AM — SPM

2

=
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To change the text case:

When you need to quickly change text case, you can use the Change Case command instead of deleting and

retyping text. HOME | INSERT DESIGRM PAGE LAYOUT
K A Aa- | 2
. Ei
1. Select the text you want to modify. Paste. & [B| I U -amcx. x* AW - A -
Clipboard = Font =
- i 2

Need to getlusrics address

Dawson Park
=]
Friday, April 5, BAM — 3PM

2. On the Home tab, click the Change Case command in
the Font group.

3. A drop-down menu will appear. Select the desired case option from the menu.

HOME INSERT DESIGM PAGE LAYOUT REFEREMCES

"y L. P

| g" Calibri (Body) - A A Aa- | g =T i=T 0

Paste 7% B I U -aex. x - Sentence case.
lowercase

o mp

Clipboard = Font
UPPERCASE

Capitalize Each Word
tOGGLE cASE

[ 1
i Dawson Park
o

Meed to get park’s adc
Friday, April 5, 8AM — 3PM

4. The text case will be changed in the document.
HOME INSERT DESIGM PAGE LAYOUT
— %
- |Calibri (Body) -[12 -] A7 A7 Aa - Lo
==
Paste . B I U - abe x, X -
Clipboard = Font =
= g 1 2
DAWSON PARK
=1 MNeed to get park’s address

Friday, April 5, 8AMNM — 3PN

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.

) PAGE LAYOUT REFEREMCES MAILINGS
1. Select the text you want to modify.

2. On the Home tab, select one of the
four alignment options from the Paragraph group.

[F] Paragraph [F]

Symbols

Sometimes you may find that you need to add a symbol to your text, such as the Copyright symbol ©.

Word offers a collection of symbols for currency, languages, mathematics, and more.

Symbols | Special Characters |

Eont:l[normaltext] EI Sgbset:lLatin-‘I Supplement EI
N|[O|O|O|O|O|x|ag|u|u|uj0|Y|P|R|a "
éééééaegéHééiiTTé
Alo|6|o6|d|d6|=|e|lu|la|a|lu|y|p|V|A
alAlala|a|Cle|Cle|C|le|Cle|D|d|bD _
Elel¥[o[e[™£|#|=|=|~|x[=[u|a]|B]
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To insert a symbol:

a 5 & & z =
1. Place the insertion point in the location where you )
. rrow is going to be beautiful - 73F and sunny!
want to insert a symbol. \

Place the insertion
point at the

desired location

2. On the Insert tab, click the Symbol drop-down
arrow. A menu of symbols will appear.

3. Select the desired symbol.

E“ﬂ % 3 [[] Header~ T Equation ~
il . [ Footer~ €2 Symbol -
Online  Links  Cormment Text

Video - [#] Page Nurmber~ Boxw =~ = ® ™ g 5
Media Comments Header & Footer Text j} . . g

. 4 s L3 : Degree Sign @
: ) -+ 0O €

3r tomorrow is going to be beautiful - 73F and sunnyl

¥ £ # =

) More Symbols...

4. The symbol will appear in your document.

: 4 5 N 6 7 [«]

wrrow is going to be beautiful § 73°F And sunnyl

If you don't see the symbol you're looking for, click More Symbols... to open the Symbol dialog box. Locate and
select the desired symbol, then click Insert.

Symbols | Special Characters |
Fant: [(narmal tesxt) [~] subset:|Latin-1 supplement [~]
plalr|s|t|lu|v iw|x|y|=z|{|[]]|Z}]|~ =
i ¢ | £ | o | ¥ H g - alg || -|®| | °
x| 2= (|l -1 .1 ]°]»|ralrelzale | A
AlAIA|AA|lECIE|E|E|E|[T|[T|T|T | _
Recently used symbols:
ele[¥|o|@|™|x|#|=|=|~|x|=|u|a|B]
E:;;oﬁd;h:::_: Character code: [00AS | from: |Unicode thex) [~ ]
| AutoCorrect.. | | Shortcut Kev... | Shorteut key: Alt=Ctrl=C

[ Insert [}J | cancer |
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Chapter-6

Introduction

One formatting aspect you'll need to consider as you create your document is whether to make adjustments to
the layout of the page. The page layout affects how content appears and includes the
page's orientation, margins, and size.

Page orientation

Word offers two page orientation options: landscape and portrait. Landscape means the page is
oriented horizontally, while portrait means the page is oriented vertically. Compare our example below to see how
orientation can affect the appearance and spacing of text and images.

SPECIAL THANKS
SPECIAL THANKS 14 The Brighton Players e Somamn

' present

" The Brighton

Aristophanes’

Samrie Hlain. Zus Buaign The

.- Frogs
Landscape Portrait
To change page orientation:
HOME INSERT DESIGN PAGE LAYOUT REFERENCES
@ [ Orientation ~ "= Breaks - Indent Spacing
Select the Page Layout tab. o Sze- B iDineNumbers- = 7]
argins __ . )
2. Click the Orientation command in the Page Setup group. v =5 ColumnsT b Hyphenation
Page Setup [+ Paragraph Fl
L Change Page Orientation E 4 E
Give your pages a portrait or S
landscape layout.
=3
. . @ Tellme more
3. A drop-down menu will appear. Click ; e
either Portrait or Landscape to change the page

orientation.

HOME INSERT DESIGN PAGE LAYOUT REFEREMCES

E [ Orientation = = Breaks - Indent Spacing

- Line Numbers= 3= (0" .
Margins Portrait . -
- Hyphenation=  =#[-0.13" - |t= -
] P h F]
Landscape E S E

L L § 1 2 Ty

4. The page orientation 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.
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1. Select the Page Layout tab, then click the Margins command.

FILE HOME INSERT DESIGRM PAGE LAYOUT

[y Orientation = *— Breaks -
I Size - £ Line Mumbers -

Columns ~ bZ Hyphenation ~

Page Setup =

Adjust Margins g 2

Set the margin sizes for the entire
document or the current section.

Choose from several
commonly-used margin formats, or - ANKS
customize your own.

rcdware
& Tell me more

Linda’'s Market
2. A drop-down menu will appear. Click

-4 -

the predefined margin size you want. e nas TSERT DESTEr

Last Customnm Sottimag

Bottorm:

3. The margins of the document will be changed.

Bottorm:

[ Fiohs

[s)s]

To use custom margins:

E Oriemtaticon — r— Breaks —
— Size — FE N Limne PRNumibers —
Plargins
- Colurmns — B2 Hyphernaticon —

T o N Eottorm: L7
= - Flic s -

B
Flicg h: EIR

bl

Boteorm: 1
Rights: o

Word also allows you to customize the size of your margins in the Page Setup dialog box.

1. From the Page Layout tab, click Margins. Select Custom Margins... from the drop-down menu.

HOME IMNSERT DESIGM
Orientaticn — Y Breaks —

Size ~ 23 Lime Murmibers —

Colurmins ~ be Hyphenation —

Last Custon Sotting =

Top: 1 Bottor: 1"
Lefe: an Right: 1"

- Bottorm: 17
ar Right: a I
a.s Bottorm: 0.5 a
a.s Right: a5
Moderate
: ar Bottorm: 17
o075 Right: o.Fs" |

Bottorm: 17
Right: 2"

W

M rored

1 | i e
Inside: 125" COutsicde:

C
O Ffice 2003 Default A
Top: i Bottorm: 17
Lefi: 1.25" Right: 1.25" @
4

Sce=mow LisrEimE—

2. The Page Setup dialog box will appear.
3. Adjust the values for each margin, then click OK.

Margins | Paper | Layout |

rargins
Top: 75 =]  Eottom: 75 =
Lett: 0.5 =] Right 0.5 =
Sutter: o = cutter position: Lert -

o

Portrait Landscape

Pages

Preview

Apply to: | Whaole document
[ 3 | cancar

4. The margins of the document will be changed.
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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.

To change the page size:

Word has a variety of predefined page sizes to FILE HOME ~ INSERT  DESIGN  PAGELAYOUT | REFERENCES
choose from. @ %Oriantatinn' 'HBreaks' Indent Spacing
Margi 10 Size 0 Line Numbers~ 3= 0" i lopt .
argins __ a . — - -
) o Z= Collfins - Hyphenation~  =&|-013" I |{Z|apt :
1. Select the Page Layout tab, then click olufinsT  be Hyphenation r=[EF
the Size command. Page Setup [F) ParagraphU T
g | Choose Page Size g ! 1
Choose a paper size for your
document.
2. A drop-down menu will appear. The current page HOME  INSERT  DESIGN | PAGE LAYOUT
size is hlghllghtEd Click the E [y Orientation = = Breaks - Indent 5
desired predefined page size. " [ Size 07 Line Numbers -
argins i
- Letter ition +
. . |:| 85" x11" = Paragra
3. The page size of the document will be changed.
L |:| == 2 3
8.5" x14" I}
Statement
55" x85"
D Executive HANKS
7.25"x10.5"
HOME INSERT DESIGN PAGE LAYOUT
To use a custom page SiZe: @ [ Orientation - *—= Breaks ~ Indent
Margins 11 size = [ Line Numbers ~ 3= Left:  |0"
=z Letter ition~ =% Right: 0"
R R R 8.5"x11" [ 3
Word also allows you to customize the page size in the Page g ] e B B
Setup dialog box. B
Statement
- 55" %85 NKS
Executive
1. From the Page Layout tab, click Size. Select More O = rare
Paper Sizes... from the drop-down menu. ] [ S
D ?Z} x8.27"
evetcoess  TAFF
| 3.88" x 8.87"
Envelope #10 Il: Director
412" % 9.5"
2. The Page Setup dialog box will appear. Envelope DL i Design
- 4.33" x 8.66"
>stumes
i
More Paper Sizes.. I
3. Adjust the values for Width and Height, then click OK.
4, The page size of the document will be changed.
HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REN
. . [ - = -
Alternatively, you can open the Page Setup dialog box | [] ES”““”“’" EE"N o = 5
H H . . ze #l ine Numbers - (=]
by navigating to the Page Layout tab and clicking the MSIOINE e~ bF Hyphenation - Posttion Wrep g
small arrow in the bottom-right corner of the Page Page Setup
Setup group. o o & ¥
P9 P Den't see what you're looking for?
Check out the full set of page
sPEclALTHA' formatting options.
Sullivan’s Hardw e
Linda’s Market -

_25-
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Chapter-7 Printing Documents

Introduction

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:

1. Select the File tab. Backstage view will appear.
El H - O ﬁ = Les
q HOME INSERT DESIGM PAGE LAVC
C -1 - -
W - [TwCenmT -[21 -| A A7 Aa- %
BE)
F’ﬂjte o B I U -apex, x| AW A~
Clipboard Font [
2. Select Print. The Print pane will appear.

You can also access the Print pane by pressing Ctrl+P on your keyboard.

To print a document:

1. Navigate to the Print pane and select the desired printer.
2. Enter the number of copies you want to print.
3. Select any additional settings if needed.
4. Click Print.

Custom printing

Primt

Sometimes you may find it unnecessary to print your entire pa— Copies e
document, in which case custom printing may be more suited for ==
your needs. Whether you're printing several individual pages or Frime

a range of pages, Word allows you to specify exactly which
pages you'd like to print.

Primter
. Lesxmark X422 —
|@ FReady -

Printer Properties

Settings @
I Primt &All P
[ET Tl -]

To custom print a document:

Pages: | | e
Primt One Sided -
Only print on one side of th.o..
If you'd like to print individual pages or page ranges, you'll need to EE STl .o -
separate each entry with a comma (1, 3, 5-7, or 10-14 for ot Oriettion -
example).
Letter
I:I 8.5" x11" -
:I:':l rormal PMargins -
Left= 1" Right 1"
1 Page Per Sheet -

Page Setup
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1. Navigate to the Print pane.

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

Settings

C Pri
@-’ ustom Frint v Enter the desired

pages in the

Type specific pages, section...

Pages: | 2-6, 11| 4 Pages: field

3. Click Print.

_27-
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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, which is
known as a hanging indent.

52

L e 1 2 3
Thank you so much for the time that you took yesterday t
Administrative Assistant position. It was great to meet you and le
administrative needs at Vesta Insurance. On my tour of your buili
n immportant it is that your Administrative Assistant not only be the
the company, but also an integrated member of the staff willing t
issues arise. I completely agree with that philosophy and I know 1
be an asset to your company.

4

~ [ am very enthusiastic about the position and am particula
for someone specifically with website maintenance experience. I
how well maintained and thorough your company’s client databa:
new database system, I believe my experience troubleshooting da
excellent candidate for Vesta Insurance Group’s team.

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.

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

L g 1 2 3 4

q:ank you so much for the time that you took yesterday to intervier
sistant position. It was great to meet you and learn more about y«

Vesta Insurance. On my tour of your building, you mentioned how

- Administrative Assistant not only be the welcoming face and voice
integrated member of the staff willing to help problem-solve when -
2. Press the Tab key. On the ruler, you should see the first-line indent marker move to the right by 1/2

inch.
3. The first line of the paragraph will be indented.

L -e_'o 1 2 3 4

wefl [Thank you so much for the time that you took yesterday to i
Administrative Assistant position. It was great to meet you and lear
administrative needs at Vesta Insurance. On my tour of your buildit

- important it is that your Administrative Assistant not only be the wi
the company, but also an integrated member of the staff willing to

If you can't see the ruler, select the View tab, then click the check box next to Ruler.
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DESIGM  PAGE LAYOUT ~ REFERENCES  MAILINGS  REVIEW = VIEW

Q [‘; E & NewWindow [N EE"
| TGridlines 98 H Arrange Al [E]

Zoom 100% Swite
| Navigation Pane REQ Split Windo
Show Zoom Window

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 indenting options:

° First-line indent marker E: 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)

INSERT DESIGM PAGE LANYOUT REF

First Line
Indent
Marker

Clipboard =
[ [

To indent using the indent markers:

1. Place the insertion point anywhere in the paragraph you want to indent, or select one or more
paragraphs.

2. Click, hold, and drag the desired indent marker. In our example, we'll click, hold, and drag the left indent
marker. A live preview of the indent will appear in the document.

L r---%--p--.---z---.
- EXPERTENCE

Executive Assistant 1| CHICA(
Rev Development Group, June
Supported the Vice President
. ‘Resources Officer. Developed
m administrative staff. and deliv
. to date. Maintained company
$3,000 annually by implemen
diem system.

3. Release the mouse. The paragraphs will be indented.
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. r

1 2 El El .

EXPERIENCE

Executive Assistant |1 CHICAGO, IL
Rev Developrment 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 owver
£3.000 annually by implementing new travel and per
diem system.

Office Manager SPRINGFIELD, IL
Carter Tayilor Investments, October 2007 — 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’ schedules.

Administrative Assistant SPRINGFIELD. IL

feon Office Solutions, May 1997 — October 2007
Supported the Operations Manager. Branch Manager.
and two Service Managers. Answered and directed
incoming calls for six phone lines. Processed monthiy
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.

-30 -

SKILLS
Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce

1. Select the text you want to indent. .
Lotus Motes
Adobe InDesign
Adobe Phcrtoshoplk
2. On the Home tab, click the desired Indent command:
o Increase Indent: This increases the PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW

indent by increments of 1/2 inch. In our
example, we'll increase the indent.

indent by increments of 1/2 inch.

3. The text

Decrease Indent: This decreases the

Paragraph

AaBbCcl AaBbCcDe AaBbC]
Heading 1 = TMNormal = T Mo Sp|

wl

Styles

will indent.

SKILLS

Windows & Mac
Microsoft Office
Apple iWork
SharePaint
Salesforce
QuickBooks
Lotus Notes
Adobe InDesign

Adobe Photoshop

To customize the indent amounts, select the Page Layout tab and enter the desired values in the boxes

under Indent.

DESIGN PAGE LAYOUT REFEREMCES MAILINGS
B Indent pacing
umbers ~ =0 pt

Position Wra

tnation ~ Opt

arfan

Text

L Indent Left

Choose how far to move the

paragraph away from the left

margin.

To change the margins for the

a

n

whole document, click the Margins

button.
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Tabs

e ; T S

TRAINING & EDUCATION

Using tabs gives you more control over the placement of text. Microsoft Office Specialist MICROSOFT OFFICE 2010

By default, every time you press the Tab key, the insertion Microsoft Certification 2008
point will move 1/2 inch to the right. Adding tab stops to Bachelor of Arte

. BUSINESS ADMINISTRATION
the Ruler allows you to change the size of the tabs, and Word Unversity of linois Springfield 1997 - 2001
even allows you to apply more than one tab stop to a single
. = Associate Degree OFFICE ADMINISTRATION
line. For example, on a resume you could left align the Lineoln Land Community Colloge 1995 - 1997

beginning of a line and right align the end of the line by
adding a Right Tab.

Left (using Right Tab)
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 ILeft Tab
mouse over the tab selector to see the name of the active tab stop. [

Types of tab stops include:
° Left Tab E: Left-aligns the text at the tab stop
° Center Tab : Centers the text around the tab stop
° Right Tab IZ': Right-aligns the text at the tab stop
° Decimal Tab E: Aligns decimal numbers using the decimal point
° Bar Tab m: Draws a vertical line on the document
° First Line Indent E: 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.

ey e s e s

;] Information Technology Expenditures
(percent of total budget)

Application Develop 20.3%
Mainframe Support: 11.1%
Server Mainienance: 4.9%

) Audio/Visuval Transmission: 2.2%
- Wide Area Network: 3.4%

. Local Area Network: 1.3%

. Personal Computer/Printer: 5.2%
| Budgeted Salary/Fringes: 35.3%
IT Security: 16.2% I
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2. Click the tab selector until the tab stop you want - . g F S T |
to use appears. In our example, we'll -.-[:} [

select Decimal Tab. | Decirmal Tab

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

= Paragraph [F

....3...+=\...4...|
L~z

mation Technology Expenditures
(percent of total budget)

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.

S S - S S S S B - S

Information Technology Expenditures
(percent of total budget)

A li i D 1 20.3%
] Mainframe Support: 11.1%%
- Server Maintenance: 4.9%
. Audio/Visual Transmission: 2.2%
~ Wide Area Network: o
Local Area Network: 1 © Place the insertion
Personal Computer/Printer: 5.2% point in front of the text
Bud d Salary/Fri 35.3% you wish to tab, then
IT Security: 16.2% press the Tab key

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, click
and drag it off of the Ruler.

PAGE LAYOUT REFEREMCES MAILINGS REVIEW

AaBbCcDt AaBi

Strong Qu

il

st
2 e e 3

Word can display hidden formatting symbols such as the spacebar ( ™" ), paragraph ( 1T ), and Tab key ( _')
markings to help you see the formatting in your document. To show hidden formatting symbols, select
the Home tab, then click the Show/Hide command.

Sl oM | mSERT DESIGN  PAGELAYOUT REVIEW  VIEW Merced Flores -
-, ¥ o . ™y
[ . [Twcenmar -1z -[& & A2~ e AaBbCCD( AgBbCCOr AcBbicDr
Paste o B T U -aeex. x A-W-A- Strong Quote  Intense Editing
Clipboard = Font a Paragraph = Styles T
= ' 2 3 e s Show/Hide T (Ctrl+=)
MicrosoftOfficeq | Show paragraph marks and other
Information-Technology-Expendit| | .. wordt hidden formatting symbols.
(percent-of total-budget)T e Excelf S
is is especially useful for
== PowerPaint® | anced layout tasks.
- e Outlcok®
e Aiccessy
pplication:D lof - 20.3%Y *-w InfcPaznt
Mainframe-Support:- - 11.1%Y
Server-Maintenance: - -4.9%] @ Tell me more
Audio/Visval-Transmission:- - 2.2%1]
-~ Wide-Area-Network:- - 3.4%7]
Local-Area-Network: - 1.3%1
P 1 puter/Printar: - 5.206]
Budgeted-Salary/Fringes:- - 35.3%Y

IT-Security:- - 16.2%
m
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Chapter-9 Line and Paragraph Spacing

Introduction

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 or reduce it to fit more text on the page.

About line spacing

-33-

Line spacing is the space between each line in a paragraph. Microsoft 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 2013 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 the
default line spacing, single spacing, and double spacing.

SUMMARY

Tech-savvy. solutions-oriented
professional with experience
in all aspects of office
management, administration,
and support.

Multi-tasking team-player
with knowledge of training

SUMMARY

Tech-savvy, solutions-oriented
professional with experience
in all aspects of office
management, administration,
and support.

Multi-tasking team-player
with knowledge of training

solutions and database
management.

solutions and database
management.

SUMMARY

Tech-savvy, solutions-oriented
professional with experience
in all aspects of office
management. administration,

and support.

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

To format line spacing:

1. Select the text you want to format.
2. On the Home tab, click the Line and Paragraph
Spacing command. A drop-down menu will appear.

3. Move the mouse over the various options. A live
preview of the line spacing will appear in the document.
Select the line spacing you want to use.

PAGE LAYOUT REFERENCES MAILINGS REVIEW v
- A = .=
Aa- fe izt i= AaBbCcDe
oA === T Narmal
£l
20 # 7 3

ADDRESS 415 Bishop S D
Chicage, IL6 | ¥ | 20 b

1ENNE PA =

Line Spacing Options...

EXPERIENCE 2 Add Space Before Paragraph

Executive
Rew Nwslon,

i-oriented Space After Paragraph

SKILLS
W Einddowves S hlac

PAicrosoft COrfiffice
Apples WY ork
SharePoint
Salesforce
uickBooks
Lotus MNMotes
Adobe InDesign

Adodobe Photoshop

(I

4. The line spacing will change in the document.

SKILLS

Windows & Mac
Microsoft Office
Apple Work
SharePocint
Salesforce
QuickBooks

Lotus Motes
Adobe InDesign
Adobe Photoshop
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Fine tuning line spacing
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: . . . . . . Indents and Spacing | Line and Page Breaks |

When you choose this option, the line spacing is measured in Cemeral
points, just like font sizes. Generally, the spacing should be Atgnment  [Lem =
slightly larger than the font size. For example, if you're Qutline leve: [7] Collapsed by defaut
using 12-point text, you could use 15-point spacing.

Indentation

Left: o = Spedal: By

. Right: o = (none) j| [ H
_ At least: _ ) ) [ Mirror indents
Like the Exactly option, this option lets you choose how many
points of spacing you want. However, if you have different sizes Spacing. ; - .
of text on the same line, the spacing will expand to fit the larger o P o 5
text. [] Don't add space between paa ?';?‘E
Double
Preview At least
Multiple: e
This option lets you type the number of lines of spacing you S S S DL S ST
want. For example, choosing Multiple and changing the spacing
to 1.2 will make the text slightly more spread out than single-
| Tabs. | | setas pefaurt | [ oK | | cancer

spaced text. If you want the lines to be closer together, you can
choose a smaller value like 0.9.

Paragraph spacing

By default, when you press the Enter key Word 2013 moves the insertion point down a little farther than one line on
the page. This automatically creates space between paragraphs. 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 a paragraph to separate it from a heading. This will make our
document easier to read.

\ ay: Administrative Professional
1. Select the paragraph or paragraphs you want to
format. EXPERIENCE
Executive Assistant Il CHICAGO, IL
2. On the Home tab, click the Line and Paragraph Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources
Officer. Developed new hire onentation for administrative
staff, and delivered to 25 new employees to date.

Spacing command. Hover the mouse over Add Space
Before Paragraph or Remove Space After

Paragraph from the drop-down menu. A live preview d bsite. Saved over $3,000 annually
of the paragraph spacing will appear in the document. by implementing new travel and per diem syshem.té
3. Select the paragraph spacing you want to use. In our
example, we'll select Add Space Before Paragraph.
4. The paragraph spacing will change in the document.
PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
Aa - Re T AaBbCcDd | AaBbCl
[ - A = T Normal | THMo Spa
= Paral 1.0 Styles
1. - - T # T - 0. 1 1.15 ERERENE SO
1.5
20 bfessional
2.5
EXPERIENCE 30
Executive As Line Spacing Options...
:i'::d Rev Developm 4 a4d space Before ParagrapT
all Supported the 3= Add Space After Paragraph sources
ice Officer. Developea rrew mime onentauorror aaministrative
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I‘ E r A I E L Administrative Professional

EXPERIENCE

Executive Assistant |l cHicaco, IL
Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources

Officer. Developed new hire onentation for administrative
staff, and delivered to 25 new employees to date.
Maintained company website. Saved over $3,000 annually
by implementing new travel and per diem system.

Indents and Spacing | Line and Page Breaks

General

Alignment: Left u

QOutling level: | Body Text u |:|Collapsed by default

Indentation

Left: [V EI Special: By:

Right: = |Enone} El | B

|:| Mirror indents

Spacing
r

Eefore: & pt Iil Line spacing: At

After: lBpt 2] |Multiple vl 1 B

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

Preview

Sl Tieet vl T Sl Tt e ol Toieh il Tt S Tt Sl Tiet Sl Tt
Sl Tieet Sarmel i Tieet Sarmpeli Tooet Sarn sl Toet Saamiplo Tieet Sarmps i Tooet Sampsla Taet Sl Tt
Sl Tieet Sarm el Tt Sarmpela Tooet Sarm el it Sampls Tt

| Set As Default |
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From the drop-down menu, you can also select Line Spacing Options to open the Paragraph dialog box. From
here, you can control how much space there is before and after the paragraph.
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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.

[ g 1 2 3

To create a bulleted list:

Agenda
Call to order
1. IiSStelect the text you want to format as a Mew member 3 Tuction

Treasurer’s report
MNews and events
Communications

New TTI Facebook page

Community Service

Fundraising
Chair’s report
2. On the Home tab, click the drop- b
down arrow next to
the Bullets command. A menu of bullet styles will appear.
DESIGM PAGE LAYOUT REFEREMICES MAILIMGS
MAaBE
T Mo
nt =} Paragraph [ F1
3. MOVe the mouse over the VariOUS bu”et StyleS. A IiVe INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
preview of the bullet style will appear in the document. R = ML R
Select the bullet style you want to use. U B4 Recently Used Bullets
U - X, X - - -
LT e ol
g
Agenda |
Bullet Library ,
¢ Call to order i
¢ Newmenbcirots | ® [0/ 0 0] 0|
® Treasurer’s report |I| b
4. The text will be formatted as a bulleted list. ® News and events hd
¢ Communications Document Bullets r
T esn 0 ¢/ [o]l0] !
£ v B L = 2 ¢ Commumnity Service & Change List Level y ¥
* Fundraising Define Mew Bull Kk
Agenda ¢ Chair’s report e e Bt

» Call to order

* New member introduction
® Treasurer's report

» News and events

* Communications

® New TTI Facebook page

* Community Service

® Fundraising

® Chair’s report
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Options for working with lists

To remove numbers or bullets from a list, Agenda
select the list and click
the Bulleted or Numbered list command. * Calltoorder

When you're editing a list, you can *  Newmember introduction
press Enter to start a new line, and the new ®  Treasurer's report
line will automatically have a bullet or number. ®  News and events
When you've reached the end of your list,
press Enter twice to return to normal

formatting.

L] Communications
. New TTI Facebook page

By dragging the indent markers on the ruler, * Community Service

you can customize the indenting of your list and ®  Fundraising
the distance between the text and the bullet or . Chair’s report
number.
To create a numbered list: g - > =

When you need to organize text into a numbered list, Word offers
several numbering options. You can format your list

Farewell dinner preparation

with numbers, letters, or Roman numerals. Book venue (San Francisco Radix Gardens)

1.

2.

4.

Contact vendors
Select the text you want to format as a list. Book San Diego Quintessential Quartet
Book Moment of Melody Children’s Choir
Send invitations

On the Home tab, click the drop-down arrow next to Approve location set up

the Numbering command. A menu of numbering styles will
appear.

DESIGM PAGE LAYOUT REFEREMCES MAILINGS

Arrange seating placards
Set up podium

|16 - 3=
x| fe AaBbCcDe  Aa
e A A Thormal @ TH
P Paragraph P

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.

HOME INSERT DESIGMN PAGE LAYOUT REFEREMCES MAILINGS REVIEY
| Arial -z -] e | w= =
1 B I U - abe M. X Lo Recently Used Number Formats
PoA - W . A - Aa- | A AT . L
= Font = - =
g 2 2| = c.

Farewell dinner preparatic Numbering Library

Book venue (San Frs
Contact vendors
Book San Diego Quir
Book Moment of Mel L
Send invitations.

Approwve location set | |
Arrange seating plac: | 1l B ‘

1)
23
3)

MNone

WN=

Murmber alignrent: Left
g ‘

ONOMRLONS

Set up podium . <.

Document Number Formats

W

Define Mew Mumber Format...

The text will format as a numbered list.

g 1 z 3 a

Farewell dinner preparation

Book venue (San Francisco Radix Gardens)
Ceontact vendors

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

Approve location set up

Arrange seating placards

Set up podium

GNOO RGN
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To restart a numbered list:

&~ 1 2 3 4
=]

Farewell dinner preparation

If you want to restart the numbering of a list, Word has
. . 1. Book venue (San Francisco Radix Gardens)
a Restart at 1 option. It can be applied 2. Contact vendors
H H H 3. Book San Diego Quintessential Quartet
to numeric and alphabetical lists. 2 Book Moment6 -
5. send invitations A |

Day of the dinner

1. Right-click the list item you want to restart the 6. Approve locatigh A~
numbering for, then select Restart at 1 from the 7 ggagpgiggfl:rizs E; -
menu that appears. =

Adjust List Indents...
1= Restartat1

7% Continue Numbering

. . . i
2. The list numbering will restart. 3% setNumbering Value...
A Font..
g 1 2 E * =% Paragraph
I& Define
Farewell dinner preparation Synonyms L4

By Translate
Book venue (San Francisco Radix Gardens)

Contact vendors

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

€3, Search with Bing
&, Hyperlink.
[

Mew Comment

TN

Day of the dinner

1. Approve location set up
2. Arrange seating placards
3. Setup podium

Customizing bullets

Customizing the look of the bullets in your list can help you emphasize certain list items or 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.

[ 52 1

e 2 3
To use a symbol as a bullet: Agenda
. . Call d
1. Select an existing list you want ¢ e orcexr
to format. ® New member introduction
® Treasurer’'s report
® News and events
® Communications
. N TTI Facebook
2. On the Home tab, click * . O(_) HEES
the drop-down arrow next to = =TTy SEeiEE
the Bullets command. ® Fundraising
Select Define New Bullet...from ® Chair’s report
the drop-down menu. Ly

INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
—  [=REEn

. 1A » B e 3. The Define New Bullet dialog box will appear.
A e Click the Symbol... button.

c A-Woa -
Font = E| E| . E| E| .
Z @ Bullet character
Symbol.,. Picture... Eont...
Agenda | l FI l |

. Alignment:
Bullet Library 4

¢ Call to order I
Previewr
+ Nermesteriegs | (] 0/(0][ o |[o] |
® Treasurer’s report El
* News and events
P Document Bullets r -
¢ Communications

® New TTI Facebook pa, IE| El

¢ Community Service

¢ Fundraising Define New Bullet... < oK i [ Sl
® Chair’s report L

€ Change List Level L
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4. The Symbol dialog box will appear.

Eont Wingdings ___|~]

5. Click the Font drop-down box and select O[A[+[*[* [ *[=[=|=|< B =|e|a[x|o]e "
a font. The Wingdings and Symbol fonts olo|oloa e oo d B a e e
are good choices because they have many B EERER RGN
useful symbols. NN RN EEIENEEIIL

6. Select the desired symbol, then click OK. AN 0|3 gD e|y|e|o x|V

b1 | #8 -

Recently used symbol:
si|=] - [mf=]e[> ] [e]s]a]s]¢] -] -]o]

Unicode name:

7. The symbol will appear in the Preview wingaings: 172 Crariterrodes[7_] trom
section of the Define New Bullet dialog box.
Click OK.

Bullet character 8. The symbol will appear in the list.
Ceymboi.. i | Bicture.. | | Font.

Alignment:

Left [~]

Previaw L i a L z 3
Agenda
<>
< Call to order
- < New member intreduction
< <+ Treasurer’s report

<4 News and events

<% Communications

oK EJ | cancel <+ Community Service
<+ Fundraising

< Chair’s report

To change the bullet color:

1. Select an existing list you want to format.
1 4 & 1 2 3
Agenda.
= Call to order
< New member introduction
<« Treasurer’s report
<+ News and events
< Communications
< Community Service
<+ Fundraising
< Chair’s report
Y
2. On the Home tab, click the drop-down arrow next to the Bullets command. Select Define New
Bullet...from the drop-down menu.
HOME INSERT DESIGMN PAGE LAYOUT REFEREMCES MAILINGS REVIEW WVIEW
Perpstua  <[16 | A a7 Aa- g = ci=cUe- ==

Recently Used Bullets
B T U - abe x. x° /& -3 - o -

= Font - -
-
=]

- Bullet Library B
o

Agenda e[| [ =[] [ = [ O] e
iy IDII-IIOII-II =]
<7 MNew member ins ra
< T L.
<> News and events
& T —— Document Bullets L
¢Cornmumty$erv]c+|-¢-| | - ||‘;| h
<~ Fundraising
% Chair’s report <= Change List Level -

Define Mew Bullet...

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

Bullet character

Prewview

| Symbol...

Alignment:

| | Picture... | | Font... ig

| Lert

[~]

4. The Font dialog box will appear. Click the Font
Color drop-down box. A menu of font colors will -
appear. <
e
5. Select the desired color, then click OK. 2L | | canca
Font ?
Fant Adwanced
Font: Font style: Size:
wingdings
Wiadimir Script ~ Regular 2 -~
wrinda Italic 9
webdings Eold 10
Wide Latin Bold Italic 11
v 2 he
Font color: Underline|style: Underline colar:
Automatic ~| | ] :| Mo Colar ]
gr< [lll] Automatic
[= Theme Colors Small caps
Chl B § R 0 B0 0 [=] &1 caps
[= [=] Hidden
. I I
d
LTI
|; Standard Colors
. I B B
ww  More Colorg
Green -
Set As Default [ ok | | canes |
6. The bullet color will appear in the Preview section of the Define New Bullet dialog box. Click OK.

Bullet character

| sympbon.. | |

Picture... I Eont...
Aldignment:
Left
Prewviews
<
.
-
| (] E | I Cancel
7. The bullet color will change in the list.
1.---.------'?-e-l---u---z---u
Agenda

<= Call to order

<~ New member introduction

< Treasurer’s report
<~ News and events

<¥ Communications
<> Community Service
< Fundraising

< Chair’s Teport

S 40 -
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_41 -

1o v a 1 [ X 3 . 4 . 5 . [N 7
To use a picture as a bullet: -“"‘.I;‘_I
IV oNAL
1.  Select an existing list Mission Statement
you want to format. « To provide quality, researched documentation on the importance of tree
preservation and how to improve the quality of life for all trees.
» To educate and facilitate discussion on tree preservation and dendrology.
Share will major research centers, schools, universities, and the general
public.
+ Toworkin par ip with wor y nonprofits to increase
public awareness.
2. On the Home tab, click the drop-down arrow next to the Bullets command. Select Define New
Bullet...from the drop-down menu.
PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
Aa- | Bp ETEECUET == )
Bullet Library
ak A~
w e/ mlO/O
rs .
ERCRE IR dibe
Document Bullets
We o=
:?:;‘:“:B‘::il € Change List Level [3
ill major Define Mew Bullet...
Bullet character
3. The.Define New Bullet dialog box will appear. Click | symbol...
the Picture button. "
Alignment:
| Lett
4. The Insert Pictures dialog box will appear. From here, you can Preview

locate an image file stored on your computer or in your OneDrive
(previously called SkyDrive), or you can use the search fields to
search for an image online.

5. In our example, we'll click Browse to locate a picture stored on
our computer.

Insert Pictures

* From a file

Browse files on your computer or local network

Bruw?e 3

Office.com Clip Art
Royalty-free photos and illustrations

Bing Image Search
Search the web

Merced Flores's OneDrive
flores.merced@yahoo.com

a
L)
Y Browse »

Also insert from:

6. The Insert Picture dialog box will appear. Locate and select the desired image file, then click Insert.

@ ~ 4 L » Libraries » Pictures » TTI ~ o Search TTI

Organize -
] Google Drive ~

| Recent places

% Photo Stream

4B SkyDrive

8 Computer

il Libraries
[ Documents
@’ Music
[=) Pictures
BE videos -

New folder EE I |

Fite name: [butiet ~| [AuPictor=s

Ena—

Cancel

=
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Bullet character
7. The image will appear in the Preview section of the Define | symbol.. | [TBicaren. |
New Bullet dialog box. Click OK.

Alignment:

8. The image will appear in the list.

Mission Statement

To provide quality, researched documentation on the importance of tree
preservation and how to improve the quality of life for all trees.

To educate and facilitate discussion on tree preservation and dendrology.
Share will major research centers, schools, universities, and the general
public,

Towork in partnership with worldwide botany nonprofits to increase
public awareness.

]

-

-

Not all pictures work well as bullets. Generally, it's best to use a simple graphic that has a white (or
transparent) background. This ensures the bullet will
have a recognizable shape.

Agenda
Multilevel lists <> Call to order

< New member introduction

. . <= Treasurer's report
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.

<+ News and events
O Announcement of Chair’s retirement
® Farewell dinner March 29
0 Oak Park dedication
O International Arborists Association
<+ Communications
<+ New TTI Facebook page
< Community Service
< ]. Pelham Urban Garden
O Volunteer service day — Grove
Memeorial
O Montrose Arboretum education project

To create a multilevel list:

1. Place the insertion point at the beginning of
the line you want to move.
7
) ! e 1 2 3 4
Agenda

<+ Call to order

<+ New member introduction

< Treasurer’s report

<+ News and events

< Pmnouncement of Chair’s retirement

2. Press the Tab key to increase the indent level of the line. The line will move to the right.
8 4 él 2 3 4
Agenda

< Call to order

<+ New member intreduction
<+ Treasurer’s report

<+ News and events

_. o Pl_rmouncement of Chair's retirement
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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 and press the Tab key until
the desired level is reached.

_43 -

1 w7

a 2 3

Agenda

< Call to order

<+ New member introduction
< Treasurer’s report

< News and events

0 Announcement of Chair's retirement

_b ] Farewe]l dinner March 29

° 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.

L 1 5 o2 E] a
Agenda
< Call to order
<+ New member introduction
< Treasurer’s report
< News and events
o Anncuncement of Chair’s retirement
= Farewell dinner March 29

= [Oak Park dedication ‘—

—— T & & 2 F] a
Agenda

< Call to order

< New member introduction

< Treasurer’s report

< News and events
© Announcement of Chair’s retirement

= Farewell dinner March 29
o 'O:l.k Park dedication
° You can also increase or decrease the levels of text

by placing the insertion point anywhere in the line
and then clicking the Increase or Decrease
indent commands.

PAGE LAYOUT REFEREMCES MAILINGS

Aa~ P
ayvA'

[F}

e les o

Paragraph

[F}

REVIEW VIEW

AaBbCcDc

T Narmal

Aal
TN

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.

INSERT DESIGN PAGE LAYOUT

Agenda
<+ Call to order

<> New member introduction

<~ Treasurer’s report
<~ News and events

< Annot of Chair’s

REFEREMCES

‘Current List

MAILINGS REVIEW VIEW

List Librz

Mone

® Farewell dinner
< Oak Park dedication
© International Arborists As

< Communications

© New TTI Facebook page

& Change List Level s

Define Mew Multilevel 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.

TR Fo0 TOT gy U5 U7 5STvE o0 )
Understanding hyperlinks in Word many years to come.

Hyperlinks have two basic parts: the address (URL) of the )
webpage and the display text. For example, the address Sincerely,
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. Hector Whitnall

Word often recognizes email and web addresses as you type - .
and will automatically format them as hyperlinks after you Claims and Processing Manager

press Enter or the spacebar. In the images below, you can Westa Insurance Group

see a hyperlinked email address and a hyperlinked web hwhitnall@vestainsurance.com
address. *

VESTA

INSURANCE GROUP

www.vestainsurance.com |
2101-B West Michigan Ave - Chicago, IL 60801

312.555.20833
http:/fwww.vestinsurancegroup.com
To follow a hyperlink in Word, hold the Ctrl key and | Ctrl+Click to follow link L
click on the hyperlink. -
%’.‘U’EMIHSU rance.com
2101-B Wes_Michigan Ave - Chicago, IL 60801
312.555.8998
To format text with a hyperlink: .cceptance Form that we ask you to fill out and return to our offics
vour acceptance form, we will activate your coverage. If you do noj
1. Select the text you want to format as a [ please visit our online Suppert Ceme&eand lat us know.

hyperlink.
ct us if we can be of any service. We're happy to answer any guesti
ce Group also has an online customer service webpage, Vesta Carg

2. Select the Insert tab, then click the Hyperlink command.

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

B Cover Page - % E ’__T:) T SmartArt a E"‘ﬂ & Hyperlink Q
D Blank Page g <> a @ |" Bookma%
Table  Pictures Online Shapes Appsfor  Online Comment

= Page Break - Pictures -  @socreenshot™ | Office - Video E|_:| Cross-reference

Pages Tables Hlustrations Apps Media Links Comments
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3. The Insert Hyperlink dialog box will
appear.

4. The selected text will appear in the Text
to display: field at the top. You can change
this text if you want.

5. In the Address: field, type the address
you want to link to, then click OK.

_45 -

Link to: Text to display: Support Center SereenTip.
Lookin: Vesta Insurance
e | M @)=
orWeb Page Ssta Insurance Acceptance Letter Bookmark...
%:I';:[t Vesta Insurance Acceptance Letter
Vesta Insurance Letterhead Target Frame,
Place in This
Document Browsed
Pages
Create New | | Recent
Document Files
Address: hitp://www.vestainsurance.com/support v
E-mail
Address

6. The text will then be formatted as a hyperlink.

fcoceptance Form that we ask you to fill out and return 1o ocur offics
yvour acceptance form, we will activate your coverage. If you do no
" please visit our online Support Center and let us knowe.

ct us it we can be of any service. We're happy to answer any guesti
ce Group zlso has an onling customer service webpage, Westa Cars

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

ince form, we will ac .
- our online Support Fantar amd lnt e lamue
] .

n be of any service. ’ [
© has an online custs =,
asked guestions.

su. We look forward

Olin
Cus

3
a’@ |ﬁ I”ll > ﬂ

us

Copy ql
Paste Options: A
- S,

= g A

Edit Hyperlink...
Open Hyperlink
Copy Hyperlink
EBemove gperlink
Eont...

Paragraph...

Define

Synonyms 3
Translate

Search with Bing

MNew Comment

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.

Alternatively, you can open the Insert Hyperlink dialog box by right-clicking the selected text and

selecting Hyperlink... from the menu that appears. Once you've inserted a hyperlink, you can right-click the

hyperlink to edit, open, copy, or remove it.

lorm, we will activate , . ..

brline Support Ceng~- ~=~ '+
2 Cut

of any service. We'n Bz
an onling customer &D
guestions.

Copy
Paste Options:

e = =
= s LA
= look forward o pr A Font... ed

Paragraph...

@ Y

Define

Synonyms »
@3,—,“ Translate

Olivia M

Custome

vesta In{ &)

[

Search with Bing
Hyperlink...

Mew Comm

E look formwar

guestiomnms.

5T afy cetwvice. | o= oD E= |

an online cust 'T—_b| Paste Optiomns: =]
l L= ="

&2, Edit Hyperlink... =

Open Hyperlink
Copy Hyperlink

Remowe Hyperlink

Ol
s
e

URy BYx

Font...
Paragraph...
Define

S NonNy s
Tran=slate

Search with Bing

Mew Comrment
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Chapter-12 Breaks

Introduction

Adding breaks to your document can make it appear more organized and can improve the flow of text. Depending
on how you want to change the pagination or formatting of your document, you can apply a page break or
a section break.

To insert a page break:

Page breaks allow you to move text to the next i = . .

. . lace the insertion
page before reaching the end of a page. You Ml point at the beginning
might use a page break if you're writing a paper of the text you wish to
that has a title page or a bibliography to 5
ensure it starts on a new page. In our example,
our chart is split between two pages. We'll add a :
page break so the chart will be all on one page. ] MONTHLY REVENUE

move to the next page

BY CLIENT

1. Place the insertion point where you want o Clients Quarter 4
to create the break. In our example, we'll i Union Grove Fublic schools | $42.600
place it at the beginning of our chart.

2. On the Insert tab, click the Page
Break command. Alternatively, you can Jarvis Unified school District | $31.200
press Ctrl+Enter on your keyboard. Mellon Foundation | $16.000

FILE HOME INSERT DESIGN PAGEL

Bj Cover Page ~ % @ @ B
D Blank Page I;I 1l
Table  Pictures Online Shapes
= Page Brea - Pictures ~ @&+
Pages Tables Ilustrations
Insert a Page Break (Ctrl+Return) |~ g R
End the current page here and
move to the next page,
0 Tell me more ﬁ
3. The page break will be applied to the document, and the text will move to the next page. In our example,

the chart moved to the next page.

{E

The break will be

applied and the

text will move to
the next page

MONTHLY REVEMUE

BY CLIEMT

Clients _Quarter a Quarter 1
Union Grove Fublic Schools | $42.600 $53.600 |
Jarvis Unifisd School Cistrict | $31,200 $42,400
Mefion Foundation | $16.000 $19.000 |
Right Hand Intemational | $5,200 $46.400
DigiPaws.com | $3,600 $4,400 |
McDowell Plants | $2.400 $4.600
spauiding Doors | $12,400 $13,600 |
J.F. Property Management | $64,500 346,319
Central College System | $86.024 $52.050 |
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By default, breaks are hidden. If you want to show
the breaks in your document, click the Show/Hide
command.

Section breaks

_47 -

A A hAa- fe

vabe X, X° AW A

Font [kl
1

We are exfremely pleased with our gror O Microseft-Office® | Show paragraph marks and other
expecting growth fo continue into the P9 qu | «—s Wora hidden formatting symbols.

INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

AcBbCi AcBEbCcl
TNormal | Mo Spacing  Heading 1

Paragraph I} I Styles
= Show/Hide T (Ctrl=")

=

*— PowerPaintq
*—+ OutlookT
oy Access]

s InfoPathq

This is especially useful for
advanced layout tasks.

Tellme more

[

g 1 2 3 4

5

We are extremely pleased with our growth over the past twe gy
expecting growth to continue into the 204 quarter. fel
bl

Section breaks create a barrier between 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 adds a section break and

moves text after the break to the next page of the document.
This is useful for creating a new page with normal formatting

after a page that contains column formatting.

Continuous: This option inserts a section break and
allows you to continue working on the same page. This type

of break is useful when you need to separate a paragraph

from columns.

Even Page and Odd Page: These options add a

section break and move the text after the break to the next

even or odd page. These options may be useful when you need to begin a new section on an even or odd page

(for example, a new chapter of a book).

To insert a section break:

In our example, we'll add a section break to separate a paragraph from a two-column list. This will allow us to

-

L[y g

17
B (ha

H
I

L,.u

Section Breaks

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

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

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

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

change the formatting of the paragraph so i
it no longer appears formatted as a column.

1. 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 column formatting.

3 2

1 r Ig 1 2 ~

CLIENTS OVERVIEW

The company has added 13 new clients to its rester between December 2012
and January 2013,

NEW CLIENTS

Bancroft Preparatory
Academy

+ Peterson's Precision
Landscaping

Candy Coaters and Shakes + Shepard, Smith, & Wolfe

lce Cream Parlor

« Tilie's Breakfast and Grill

Firehouse Dalmatian Rescue +  Wakanda Middle school

Fly by Day Events
General T. sanders High
School

Homes and Hope Charil

he list cbove, four clients are
schools, three are non-profits, and six
ty are small to medium-sized

Julia A, Clark Middls Schoal businesses, Mew cotegories of

Little Jumpers Equestrian

squad
Mason-Bowers Editing a
Proofrecding

business clients we serve include:
landscaping, event planning, law

nd firms, and editing houses.
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FILE HOME

2. On the Page Layout tab, click
the Breaks command, then select the

[

IMSI

ERT DESIGM

[y Orientation ~ ¥= Breaks ~

17 Size~

Margins

== Columns ~

Page Breaks

PAGE LAYOUT

Indent

Spacing

REFEREMCES

desired section break from the drop- N
down menu that appears. In our example, | =
we'll select Continuous so our
paragraph remains on the same page as
the columns.

Page Setug

LI
e I

»

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

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.

Section Breaks

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

Continuous

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

S48 -

Even Page f
by Insert a section break and start the new 1
section on the next even-numbered page. [©]
us
Odd Page us
. . . Insert a section break and start the new T
3. A section break will appear in the K 1 tion on th dd-numbered page. |
document.
1 E 1 2 AT + 5 3 7
The company has added 13 new clients to its roster between December 2012
and January 2013.
NEW CLIENTS
« Bancroft Preparatory « Little Jumpers Equestrian
Academy squad
« Caondy Coaters and shakes » Mason-Bowers Edifing and
Ice Gream Parlor Procfrsading
« Firehouse Dalmatian Rescue « Peterson's Precision A section
« Fly by Day Events Landscaping break will
« General T. Sanders High « Shepard, Smith, & Wolife appear
School = Tillie's Breakfast and Grill
« Homes ond Hope Charity » Wakanda Middle School
+ Julia A, Clark Middle School
bl the list above, four clients are business clients we serve include:
schools, three are non-profifs, and six londscaping, event planning, low
are small to medium-sized firms, and editing houses
businesses. Mew categories of
4. The text before and after the section break can now be formatted separately. Apply the formatting
: |
options you want. In our example, we'll apply FILE HOME  INSERT  DESIGN  PAGELAYOUT
one-column formatting to the paragraph so it L
. *— Breaks - Indent Spd
is no longer formatted as columns. N __ el
[ Line Mumbers~ 3= 0" =
b¥ Hyphenation - z *:
[ Paragraph
k 1 2
. Three NTS OVERVIEW
company has added 13 naw|
. Left January 2013,
. fih ¢ CLIENTS
ight Bancroft Preparatory
More Col Academy
- _me—o Nz Candy Coaters and Shake:
5. The text will be formatted in the document.
1 g 1 2 F B & > 7

and January 2013.

CLIENTS OWVERWVIEW

The company has added 13 new clients to its roster betwesen Decemier 2012

MNEW CLIEMNTS
« Bancroft Preparatory
Acadsmy
«  Candy Coaters and Shakes
lce Cream Parlor
= Firehouse Dalmatian Rescue
=  Fly by Day Events
« Seneral T. Sanders High
School
Homeas and Hope Charity
« Julia A. Clark Middle school

Little Jumpers Equestrian
Squad

Mason-Bowers Editing and
Proofreading

Peterson's Precision
Landscaping

shepard. smith. & wolfe
Tillie’s Breakfast and Crill
Wakanda Middle School

|of the list above, four clients are schools, three are non-profits, and six are small
to medium-sized businesses. MNew categories of businass clients we serve include:
londscaping. event planning. law firms. and editing houses.
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Other types of breaks ISERT DESHSM PAGE LAY OUT REFEREMCES
*=— Breaks - Indent Spacing
When you want to format the L\\is
Page Brea

appearance of columns or modify text
wrapping around an image, Word offers
additional break options that can help.

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

Columm
Indicate that the text following the column
bBreak will begin in the next column.

Text Wrapping
Separate text arcound cbhjects on web
pages, such as caption text from body texdt.

° 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.
o =

T3 o4& e b7
serve include: londscaping, event planning, law firms, and edifing houses.

NEW CLIENTS

+ Bancroft Preparatory
Academy

* Candy Coaoters and Shakes
Ice Cream Parlor

= Firehouse Dalmatian Rescue

= Fhy by Day Events

*  General T, Sanders High
3chool

* Homes and Hope Charity

« Julia A, Clark Middle school

= Little Jumpers Equestrian

Ele W - -3 4 - 2. - -1 - |F P Y a2
. 2‘1 serve include: landscaping, event planning, law ?rms. and editing housas.
'
. Pe NEW CLIEMTS
L « Bancroft Preparatory o Litle Jumpers Equestrian
« 3h
. il Academy Sguad N
3 « Candy Cogters and Shakes « Mason-Bowers Editing and
N lce Cream Parlor Proofreading
= Firehouse Dalmatian Rescue e« Peterson's Precision
* Fhy by Day Events Landscaping
=  General T. Sanders High e shepard, $mith, & wolfe
School » Tillie's Breakiast and Grill
» Homes and Hope Charify * Wakanda Middle School
= Julia A, Clark Middle School
° Text wrapping: When text has been wrapped around an image or object, you can use a text-wrapping
break to end the wrapping and begin typing on the line below the image.
g i 2 3 f 5 6 A )

WESTBROOK-PARKER TRAINING SERIES: SALES

- When describing the function of a database to potential
- clients, it's important to relay the information in the
equivalent of layman's terms. The more the client con
understand about how databases work, the greater the
potential for a sale.

This training document will outline the major talking points
each sales representative should impress upon the potential client:

+ Whatis o dotabase?
+ Daotad 1 p g L i 3 . 3 L4 . [3 . L6
*  Workis

WESTBROOK-PARKER TRAINING SERIES: SALES

. When describing the funclion of a dotabase to potential
] clients, it's important to relay the information in the
- . equivalent of layman's terms. The more the client can
understand about how databases work, the greater the
potential for a sale.

\ This training document will outline the major talking peints each sales
representative should impress upon the potential client:

+ Whatis a dotabase?
« Database models
+ Working with a daotabase
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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.

1. On the Home tab, click the Show/Hide command.
REFEREMCES MAILINGS REVIEW VIEW

=4t e=3= | A
i=-%- &= 2 9 | AgBbC AcBbCer AABBC
= == E- Q - - TMormal Mo Spacing  Heading 1 | Heading 2 ’:;
Paragraph [} Styles
sZe 30 ] Show/Hide T(Ctrl+*)
le System 6,024 Microsoft-OfficeT Show paragraph marks and other
o Worg? hidden formatting symbols.
= Excell] X This is especially useful for
¢+ PowerPeintll 4 anced layout tasks.
*— QutlookT
s Access
#— InfoPathf]

o Tell me more

2. Locate the break you want to delete. Place the insertion point at the beginning of the break you want to
delete.
1"'I"'E"'I"'1"'I"'l'"I"'}"'I"'q'"'l"'5"'I"'5"'é"'?"'
Central College Systemd $86,0240 | $92.0500 e
bl

Place the

insertion point
t_/—— at the beginning
of the break

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

ISERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

'|i-' A A Aa- A T iTLNioe EE 2T AQBbC: AaBbccl AABBC

t=

TMormal | Mo Spacing Heading1 Heading 2

e X, X QWA E=== 1=
Fant P Paragraph P Styles
1---|---§---|---1---| -1---|---3---|---4---|---5---|---6---a---?---
Central College System | $86,024 | $92,050 |

DATABASE WEB APPLICATIOMNS

Application Quarter 4 Quarter 1
DataFielder | $118,656 $121.,975
DataHoop | $152,011 £167,004
DatabaseReporter | $52,733 $57,640
RounData | n/a $48,650
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Chapter-13 Columns

Introduction

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.

L g S S P SR B S
Important Contact Info

=

To add columns to a document:

1. Select the text you want to format.

2. Select the Page Layout tab, then click
the Columns command. A drop-down menu will

appear.
3. Select the number of columns you want to create.
HOME INSERT DESIGM PAGE LAYOUT
@ [* Orientation =~ *= Breaks - Indent
7 I size - [ Line Numbers -~ 3= Left: 0"
Margins 2 o
- bt Hyphenation - =% Right |0"
L] P
" g.:..
: Important C
. Left
. Right
. More Columns...
4. The text will format into columns.

D3 21T f§|1|2 R

Important Contact Info

City of Orlande

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

Leasing Office
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

To remove column formatting, place the insertion point anywhere in the columns, then click the Columns
command on the Page Layout tab. Select One from the drop-down menu that appears.

FILE HOME INSERT DESIGM PAGE LAYVOUT
E [Bw Orientation - ¥— Breaks ~ S§
1 Size ~ [ Line Numbers ~ T
Margins

b? Hyphenation ~

Columns ~
one |
Twwo
Three
et
Right
== More Columns...

= Paragrag

.g.......l......-z
Important Cor

lcity of orlando

Police Dept.- 221 555 1725
Animal Control: 221 555_51
Water/Sewage: 321 .555.6:
General: 221 555 7266

Leasing Office
Phone: 321 555 5453
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Presets

Your column choices aren't limited to the drop-down menu

that appears. Select More Columns... at the bottom of ane Twa Three Left Right
the menu to access the Columns dialog box. Click the Number of cotumns: [5 [{4 [ Line between
arrows next to the Number of columns: to adjust the Preview

number of columns.

Equal column width
Applyto: |Selected sections | v | [] start new column

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

Important Contact Infoc

City of Orlando
Police Dept.: 321.555.1728
Animal Control: 221.555.8215
Water/Sewage: 221.555.6142
General: 321.555.7266
Adding column breaks
Once you've created columns, the text will automatically flow from 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.

To add a column break:
In our example below, we'll add a column break that will move text to the beginning of the next column.

1. Place the insertion point at the beginning of the text you want to move.
B . .
Important Contact Info
City of Orlando Fax: 321.555.5464
Police Dept.: 321.555.1728 Email: info@limegroveapts.com
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

ing Office Sunday 1:00-5:00

ne: 321.555.5463

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

3. Select Column from the menu.
HOME INSERT DESIGN PAGE LAYOUT REFERENCES
@ PDOv\entation' 1= Breaks - Indent Spacing
Margins Iﬁ Size Page Breaks f
- == Columns~ Page
Page Setuj * Mark the point at which one page ends
N I m and the next page begins.
= Column
. Indicate that the text following the column |
4. The text will move to the beginning of the column. 1 break will begin in the next column. Ly
In our example, it moved to the beginning of the next ) b TextWrapping
COlUmn. - Separate text around objects on web
. pages, such as caption text from body text,
. Section Breaks
w3 2. a1 I fglza . .|§‘ Next Page
Important Contact Info
City of Orlando _.easingofﬁce
Police Dept.: 321.555.1728 Phone: 321.555.5463
Animal Control: 321.555.8915 Fax: 321.555.5464
Water/Sewage: 321.555.6142 Email: info@limegroveapts.com
General: 321.555.7266
Office Hours
The text will Monday-Friday 9:00-6:00
move to the Saturday 10:00-5:00

next column Sunday 1:00-5:00
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Chapter-14

Headers, Footers, and Page Numbers

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.

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

n HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

LI P i = i=
[ [Times Sz A A Al s G == i

AaBbCcl AaBbCcl AaBbCcl

Paste. . B I U -aex, x A-W-4A- PE=Erar THeading 1| T Normal | T No Spa
Clipboard & Font n paragraph % Styles I ~
= L ) ? 1 z 3 4 s & & 7

, Andrew Lytle at The Sewanee Review

Atop the Cumberland Plateau at the University of the South in Sewanee, Tennessee, is

B [s1 0|3 [~ [{+] '@ fice of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has never missed
anywhere _on . distinguishing it as the oldest continuously published quarnerly review in the United
the margin

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

2. The header or footer will open, and a Design tab will appear on the right side of the Ribbon. The insertion
point will appear in the header or footer.
@ H S 9 8 = Academic Paper - Ward | HeaotRarcomRTOOS |7 m - O X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN
[ Hesder~ Ea El Quick Parts - [ Previous L] Different First Page (05" N m
[ Foater = O = [ Pictures . G Neat [ Different Odd & Even Pages s |0.5 z
Date & Document Go: Gote . Close Header
[¥] Page Mumber = Time  Info- L@ OnlinePictures ... Feeter - LinktoPrevious ] Shaw Document Test [©] ‘and Faater
Header & Footer Insert HNavigation Qptions. Pasition Clese -~
L f g : H s Ry, 7 [«]
The insertion
*_———"' point will appear
|
- Atop the Cumberland Platean at the University of the South in Sewanee, Tennessee, is
the office of The Sewanee Review Founded in 1892, the Sewames Review (SR) has never missed
an issue, i as the oldest ¥ P quarterly review m the United
B States. For its first half-century, the magazine existed a3 a general journal of the Humanities,
3. Type the desired information into the header or footer. In our example, we'll type the author's name.
I= - = Academic Paper - Word HEADER & FOOTER TOOLS
DESIGMN PAGE LAYVOUT REFEREMNCES MAILINGS REVIEW VIEW DESIGN
L—|; [Eiq Previous [] Different First Page o+ Hea
EE:‘EI e IE I—_I T [y Mest [ Different Odd & Even Pages o+ Foo
Document Quick Pictures Online Goto Goto
Info~  Parts~ Pictures | Header Footer = Link to Previous Show Docurnent Text [ Inse
Insert Mavigation Options

Type the
desired

William Fisher """ Ll Ll
e Andrew Lytle at The Sewanee Review

Atop the Cumberland Plateau at the University of the Sowth in Sewanee. Tenness«
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HEADER & FOOTER TOOLS T B - O
o DESIGN
4. When you're finished, ] -
click Close Header and ht First Page i+ Header from Top: 0.5" - %
i ht Odd & Even Pages L.t Footer from Bottom: |0.5" -
Footer. Alternatively, 9 Close Fader
you can press ocument Text B Insert Alignment Tab and Footer
the Esc key. Options Position Close
4 s 5 & ’ Close Header and Footer

Close the Header and Footer Tools.

You can also double-click the
document area to return to editing
it.

5. The header or
footer text will

appear William Fisher

Andrew Lytle at The Sewanee Review

Atop the Cumberland Plateau 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

To insert a preset header

orfooter:

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
the Header or Footer command.
In our example, we'll click

the Header command. B Conrpager FQFT}ESMW a & Hpnk < [ Hesdere
Sl #QNE O

HOME  NSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVEN VW

L . . G fookmar 0 ot
L Table  Pictures Online Shapes Appsfor Onling Comment
Ahagebek . Do+ o B e i Hj(russ-rtfmnc: 11 Page Number=
Fagus Tables lustrations Appr - Media Links Comments  Header & Foaler
2. In the menu that appears, select the desired preset header or footer. In our example, we'll select a
header.
[ [ Header - [a=] B - [¥ - 7T Equation -
Comment || _ I= 3. The header or footer will appear.
oo || Tt L Preset headers and footers contain
s placeholders for information such as
the title or date; they are known
“Semaphers as Content Control fields.
wanee Reviy E I ! Vo ; § 1#

y of the SOU gigeline

the Sewanee
| Iocument e

wblished qu
asagenera
with. In the ¢
Ty [k I T

perb essays i .

) — Heater Andrew Lytle at The Sowenme Review
shift in tone ‘Wide header displaying the date on M b

5 More Headers fror  the left and document title with ,
- timn current section heading (based on . ) .

fie S COntaY 0 Edit Header Heading 1 style) en right Atopthe Coshtand Pttt vty of e St i Sevae, Tpesee i

1 able to soli [3x Remowve Header

decades. Fd (B S2ve Selection to the offce of The Sowanee Revi. Founded in 184, the Swanee R (SR) b nevermussed

anissie, ditinguishing i a theoldstcontimunusy publhed quartely eview n the Cited
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@ 1 2 3 # ] 4 5 6 7
4. To edit a Content =
) S [DATE) ANDREW LYTLE AT[THE SEWANEE REVIEW
Control field, click it and o
type th e deSI red Header Andrew Lytle at The Sewanee Review
information. Atop the Cumberland Plateau at the University of the South in Sewanee, TeNgessee, is
the office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has ne
Click a
an issue, distinguishing it as the oldest continuously published quarterly review in the S TV Py KT
States. For its first half-century, the magazine existed as 2 general journal of the Hun editit
featuring articles on literature, art, politics, and the South. In the early 1040s its focus became
TABLE TOOLS HEADER & FOOTER TOOLS ? BH - B X
VIEW DESIGM LAYOUT DESIGM
5. When you're finished, || Different First Page i Header from Top: | 0L5" = B
click Close Header and | | Different Odd & Even Pages -+ Footer from Bottom: |0.5" .
F t Alt ti I ) o Close Header
ooter. ernatively, you | Show Document Text Insert Alignment Tab = Feslio
can press the Esc key. Options Pasition Close ~
5 & 7 Close Header and Footer
Close the Header and Footer Tools,
You can also double-click the
REW LYTLE AT THE SEWANEE REVIEW ;jt““'"”e”t area to return to editing
A LYTLE AT THES S5 mEE DoumsTra
L Cut
lee Review | EE“ e
& Paste Options:
the South in Sewanee, } o
= >
If you want to delete a Content Control Fewarnee Review (SR) B |BY  Define
field, right-click it and select Remove ) |
shed gquarterly review i Synonyms s

Content Control from the menu that

@3,—,‘ Translate
appears. general journal of the
ﬁa Search with Bing
In the early 1940s 1ts 1 Remowve Content Control I}
b essavs, literary criticis Insert k
Delete Cells...
in tone was facilitated
] Split Cells...
continued excellence K Border Styles *
e to solicit and select tf [[f}  Text Direction...
% Table Properties...
hdes For the last sewven|
& Hyperlink
[t editor, George Core, 1 #5 Jew Comment
e Aicringpichad rand nnderannraciatedy
Editing headers and footers
1 & Y 1 2 3 4 5 3 S
After you close the header or I I
footer, it will still be visible,
but it will be locked. Simply William Fisher S
double-click a header or
footer to unlock it, which will Andrew Lytle at The Sewanee Review
allow you to edit it.

Double- Atop the Cumberland Plateau at the University of the South in Sewanee. Tennessee. is
click to

unlock

e office of ] 1 g 1 2 Ry 4

4n issue, disti
States. For its
William Fisher
featuring arti
purely literar Header Andrew Lytle at The Sewanee Review
poetry and, Atop the Cumberland Plateau at the University of the South in §

the office of The Sewanee Review. Founded in 1802, the Sewanee Revie

an issue, distingnishing it as the oldest continuously published quarterly
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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:

e
emic Paper - Word HEADER & FOOTER TOOLS
° Hide the first-page header and P
footer: For some documents, you may MAILINGS REVIEW VIEW DESIGM
not want the first page to show the
header and footer, like if you have a revious Different First Page 5+(0.5" :
cover page and want to start the page . - N -
numbering on the second page. If you ext Different Odd & Even Pages r|0.5 hd
want to hide the first page header and ink to Previous Show Document Text H
footer, check the box next } -
to Different First Page. on Options Position
° Remove the header: If you want to remove all information contained in the header, click the Header
command and select Remove Header from the menu that appears.
HOME IMSERT DESIGM PAGE LAYOUT REFER
[ Header~ EE'E\ Eﬁ [El Quick Parts ~ =
Built-in [=]
Blank
My here]
Blank (Three Columns)
[Mype benc) IType hewe] Mg bere]
Austin
Grid
e o HOME INSERT DESIGN PAGE LAYOUT REFER
= s B B 8 HE
[Z More Headers from Office.com » e Pltn R0 Pt s e
[ Edit Header Blank ]
[% Remowve Header [
& Save Selection to Header Galle e bl
Blank (Three Columns)
° Remove the footer: If you want to remove all et et e s
information contained in the footer, click the Footer P
command and select Remove Footer from the menu that
appears. . L
Grid
& More Footers from Office.com :
[2) Edit Footer
[ Remove Footer %
° Additional options: With the Page Number command [f3 Seve Selection to Foote

and the commands available in the Insert group, you
can add page numbers, the date and time, pictures, and more to your header or footer.

HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILNGS  REVIEW

DD%@B@U%E:::M

Header Foote| Page  Date & Document Quick Pictures Online | Goto Goto .
v v |Numberr Time Infor Parts~ Pictures |Header Foater 4. Linkto Previous

Header & Footer Insert 1 Navigation
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To insert the date or time into a header or footer:

_57-

Sometimes it's helpful to include the date or time in the header or footer. For example, you may want your

document to 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.

1 1 gll 1 s 2 1 [
1. Double-click anywhere on the Place the insertion
header or footer to unlock it. point where you
Place the insertion Wiltiam Fish want the date or
point where you want the date LLgm Fshet time to appear
or time to appear. In our .
example, we'll place the Header Andrew Lytle at The Sewanee Review
insertion point on the line Atop the Cumberland Plateau at the University of the South in Sewanee, Tenn
below the author's name.
the office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has ne]
Vo= Academic Paper - Word HEADER & FOOTER TOOLS
INSERT ~ DESIGN ~ PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW DESIGN
2. The DeSIgn tab O = [Eiq Previous O Different First Page it He
will appear. Click =] (] L| = ) —
he Date & = : Eip Next [] Different Odd & Even Pages +Fa
the Date Date & Document Quick Pictures Online Goto Goto __ )
Time command. e Timel} Infor  Parts+ Pictures | Header Footer +. Linkto Previous [] Show Document Text @ Ins
Insert Mavigation Options
Insert Date and Time R S S M O A A k] I S
Quickly add the current date or
time,
3. The Date and Time dialog box will appear. Select the desired date or time format.
4. 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. A f Lai
3/25/2013 English (United States) | v |
Monday, March 25 2013
5. Click OK. March 25, 2013
3/25/13
2013-03-25
25-Mar-13
3.25.2013
Mar. 25, 13
25 March 2013
March 13
Mar-13
3/25/2013 1:16 PM
3/25/2013 1:16:56 PM
1:16 PM
1:16:56 PM
13:16
131856
6. The date will appear in the header.

William Fisher
Monday, March 25, 2013|

Andrew Lytle at The 5S4
Atop the Comberland Plateau at the Universit

the office of The Sewanee Review. Founded in 1892,
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Adding page numbers

Word can automatically label each page with a page number and place it in a header, footer, or side margin. When
you need to number some pages differently, Word allows you to restart page numbering.

To add page numbers to a document:

In our example, we'll add page numbering to our document's footer.

1. Double-click anywhere on the header or footer to unlock it. If you don't already have a header or footer,
you can double-click near the top or bottom of the page. The Design tab will appear on the right side of
the Ribbon.

HOME INSERT DESIGN PAGELAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN
7] Header~ [El Quick Parts = =] B Sees :
[3 Footer~ =] |_—|;||Picturu |_| . =4 . D05 N m
Date & Document . Goto Gote _ Options Close Header
[ PageNumber~  Time  Info- L@ OnlinePictures  Header Footer + - and Footer
Header & Footer Insert Navigation Position Close ~
L i 2 1 2 ER 4 5 & & 7 [=]

collaborating under the banner of southem idealism. He left Vanderbilt in 1927 after studying
literature and history to attend the Yale School of Drama. Lytle’s interests remained primarily

southern, however, and in 1930 he contributed his first major essay to the

[Footer]

2. Click the Page Number command. In the menu that appears, hover the mouse over Current
Position and select the desired page numbering style.

[ Header - ﬁ;ﬂ [El Quick Parts - E| rl Eiq Zi+los" :
= = —_—
B Footer~ O I |_—||;|Pictur5 En . s -
Date & Document o Goto Goto __ Options
[£] Page Number~  Time  Info~ ':‘g[lnlmeplcturs Header Footer +.: M
@ Top of Page 3 Insert Mavigation Position
Bottom of Page . T
Bl Page Margins » ating under the banner of southern idealism. He left Vanderbilt in 1927
@ Current Position 3 Simple E
Ebl:ﬂ Eormat Page Mumbers... Plain Number
ES'.( Remove Page Numbers :
|| Footer 1 I}
- Page X
- Accent Bar 1
A Pape
William
Monday
[Header ] Agraria
b
Robert 1 @ More Page Numbers from Office.com k
from V2 Eh Save Selection to Page Mumber Gallery...
L

3. Page numbering will appear.
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HOME IMSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIEW DESIGMN
[ Header~ ™ [E] Quick Parts - |'_| [ By Ser E m
HT
[ Footer- = EI] E‘Qpicmres Eh . |05 :
Date & Document . Gote Goto .. Options * Close Header
[ PageNumber  Time info- L@ OnlinePictures  Hepder Footer 1 - B and Footer
Header & Footer Insert Mavigation Position Close -~
L ! & 1 2 1 4 5 (R =

collaborating under the banner of southern idealism. He left Vanderbilt in 1927 after studying
literature and history to attend the Yale School of Drama. Lytle's interests remained primarily

southern, however, and in 1930 he contributed his first major essay to the

4., To edit the font, font size, and alignment of page numbers, select a page number and click
the Home tab. Word's text formatting options will appear.

HOME = INSERT  DESIGN  PAGE LAYOUT REFEREMCES MAILINGS  REVIEW

sy W =
O e Times 2 <A N Aa- ke A
Pafte ¢ B I U-aex. x A-¥F-A- il
Clipboard Font P Paragraph ]
5. When you're finished, press the Esc key. The page numbering will be formatted.
1 B Y 1 2 3 4 5 3 A 7

collaborating under the banner of southern idealism. He left Vanderbilt in 1927 after studying
literature and history to attend the Yale School of Drama. Lytle’s interests remained primarily

southern, however, and in 1930 he contributed his first major essay to the

Alternatively, you can add page numbers to the header or footer by clicking the Page Number command and
then selecting Top of Page or Bottom of Page. If you have an existing header or footer, it will be removed and
replaced with the page number.

HOME IMSERT

[™] Header ~ ;;FI—} Eﬁ

D Foater =
Date & Docum
[£] Page Number T% Time  Info

[® Topof Page 3
Bottorn of Page *
k=] Page Margins b
[#] Current Position (3

Erg Format Page Murmbers...

E3

E;; Remove Page Numbers
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To restart page numbering:

Word allows you to restart page numbering on any page of your document. You can do this by inserting a section
break and then selecting the number you want to restart the numbering with. In our example, we'll restart the page

numbering for our document's Works Cited section.

1. Place the insertion point at the top of the page you want to restart page numbering for. If there is text

on the page, place the insertion point at the beginning of the text.

- 60 -

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

FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES
@ [ Orientation = %= Breaks = Indent Spacing
[ size - Page Breaks
Margins P e
- == Columns~

Page

menu that appears.

INSERT  DESIGN REFERENCES  MAILINGS

- X L. P
| Times. -z <A A A e

PAGE LAYOUT

LI a :
Page Setuj ”—BI Mark the point at which one page ends F’f" o BT U rax X A-¥-A- FoRN AR TR
L 1o g and the next page begins. Clipboard 1 Font 5 Paragraph o Styles
n g 2 2 S s PR
Column
\bnd\:kataﬁh;tthetexrt]fallawmg‘the column 26 Place the
reak will begin in the next column. insertion point
L. TextWrapping B a‘t:‘e top of
1 % Separate text around objects on web © page
= 1 pages, such as caption text from body text. Witiam Fisher
- Section Breaks Monday, March 25, 2013
- ‘orks Cited
g —| MNextPage Beck, Charlotte. The Fusitive Legacy: A Critical History, Baton Rouge: LSU Press, 2001,
M= Insert a section break and start the new
% section on the next page. I B Core, George. *“Remaking The Review." C Review § (1988): 71-7.
. -, "The Sewanee Review: A Critical and Editorial History.” Sewanee: University of the South
[ Continuous
7 E Insert a section break and start the new
section on the same page.
C
- == Even Page . :
: | (sl Inserta section break and start the new 3. A section break will be added to the document.
. — section on the next even-numbered page. . .
. 4. Double-click the header or footer that contains
= Odd Page
i dd Pag
N = Insert a section break and start the new the page number you want to restart.
. section on the next odd-numbered page.
1 g 1 2 ‘1 a4 5. . §- A 7
Lytle, Andrew. “Forward to A Novel, A Novella, and Four Stories.” The Hero With the Private
Parts. Baton Rouge: LSU Press, 1966, 193-201
“Literary Portraits: Flannery O'Connor.” Southemers and Europeans: Essays is a Time of
Footer -Section 2- Same as Previous
27b
5. Click the Page Number command. In the menu that appears, select Format Page Numbers.

FILE HOME  INSERT  DESIGMN  PAGE LAYOUT  REFERENCES MAILINGS REVIEW

B( BRernove Page Numbers
'| Footer -5ection 2- |

[ Header~ %ﬂl [El Quick Parts - — r| Eiq
=[ —

D Footer~ ® I L_||;|Pictur5 En .
Date & Document o Goto Goto . Options

[#] Page Number Time Infa - ,:‘90”"”3 Pictures  Header Footer . -

B Top of Page 3 Insert Navigation

& Bottom of Page » B

B Page Margins v ndrew. “Forward to A Novel, A Novella, and Four Stor

C t Positi »
[ Current Position darts. Baton Rouge: LSU Press, 1966. 193-201.
Ei:j Format Page Numbers...

erary Portraits: Flannery O’ Connor.” Southerners and 1

6. A dialog box will appear.
change the number.

7. Click OK.

27

REVIEW  VIEW

Click the Start at: button. By default, it will start at 1. If you want, you can

"~ AaBbCc AaBbCel AaBbCel |
THeading1| THomal 1Mo Spac.. [+ Editing

3

7
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Mumber format: |1, 2, 3, ... Izl

|:| Include chapter number

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

Examples: 1-1, 1-A

Page numbering

8. The page numbering will restart.

1...,...5......1.....2..,..1..,..4..,..5..,..5...&...}...
Lytle, Andrew. “Forward to A Novel, A Novella, and Four Stories." The Hero With the Private

Parts. Baton Rouge: LSU Press, 1966. 193-201.

---. “Literary Portraits: Flannery O’Connor.” Southerners and Europeans: Essays is a Time of

Footer -Section 2- | Same as Previous
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Chapter-15

Pictures and Text Wrapping

Introduction

Adding pictures to your document can be a great way to illustrate important information or 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.
1 E 1 2 3 4

Pool Re-Opening & Celebration

in us Saturday, April 7, to celebrate the grand re-opening c
1. Place the insertion pool!
point where you want the

image to appear. Features include a resort-style pool deck, private cabanas, gt

and much more. We can’t wait for you to see the transforme

The celebration will last from dawn ‘til dusk. (After that, it's 1
lemonade, slushies, and other cool treats will be served fror
2. Select the Insert tab on
the Ribbon, then click the Pictures command.

FILE HOME IMSERT DESIGN PAGE LAY(

2 5 LF L3 D e

: . 1l Chart
Pages  Table Pictures Online Shapes

- Pictures - &4 Screenshot ~
Tables lllustrations

From File

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

1 J) « MyPictures » Lime Grove Pictures v| ¢ | | SearchlimeGrove Pictures 0

Organize v New folder =2~ M @
o Tell me more ja‘y L GoogleDrive

p00|! Ll Recent places
{8 Photo Stream
% SkyDrive

% Computer

S L
Playground Swing Poolside
- . . =4 Libraries

3. The Insert Picture dialog box will appear. [ Documents

Select the desired image file, then & Music

click Insert. Pictures

B videos o
File name: | Poolside | Al Pictures vl

X

1 g 1 2 3 4
Pool Re-Opening & Celebration

4. The image will appear in the
document.

oin us Saturday,
the grand re-opening of our newly renovated pool!

Features include a resort-style pool deck, private cabanas, gof
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g 1 2 3 4

Pool Re-Opening & Celebration
of the corner sizing handles . The b

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 <.

- 63 -

To resize an image, click and drag one

us Saturday, April 7, t
re-opening of our newly renovated pool!

Features include a resort-style pool deck, private cabanas, g
and much more. We can't wait for you to see the transform:

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:

x
4 BACK TO SITES

OneDrive - Personal

° OneDrive: You can insert an image AAfRlSE Blcies
stored on your OneDrive (previously
called SkyDrive). You can also link
other online accounts with your
Microsoft account, such as Facebook or

Flickr.
w
g;;“zk:fi‘g W 1 item selectzd. Insert Cancel
° Bing Image Search: You can use this *
. . 4BACK TO SITES
option to search the Internet for images.
By default, Bing only shows images that [ Bingimagesearch o I email
. - an image
are licensed under Creative Commons,

which means you can use them for your | /
own projects. However, you should go to ‘ | € ‘g-’
the image's website to see if there are ! y

any restrictions on how it can be used.

— —_— — =

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

to ensure you can comply withit. | Show all web results

. . . Click the URL t

Previously, you also had the option to insert I e
i S ! ! ey MR ok = ancel
Cllp art images from Off|celcom’ but this 7531)(1532-%‘—-—/ image's website I3 Insert Cancel

service has been discontinued. Instead, you
can use Bing Image Search to find images for your document.

. . . 1 g 1 2 3 4
To insert an online picture:
New Online Resident Portal
1. Place the insertion point where you i
want the image to appear. idents are raving about Buena Vida Online, the i

me Grove Apartments and other Buena Vida comrn

Awvailable at limegroveaparts.com, Buena Vida Online
community news, announcements, and other im por
use the portal to:

® Pay your rent online
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FILE HOME INSERT DESIGN PAGE LAYOUT
. N ™=
2. Select the Insert tab, then click B % O Q%@) 5| ’ E“ﬂ@
the Online Pictures command. - : 1 ;
Pages  Table Pictures Online Shapes Appsfor  Online
M - Pictures ~ @4+~ Officer Video
Tables Illustrations Apps Media
G L Online Pictures
- Find and insert pictures from a
variety of online sources. Bc
3. The Insert Pictures dialog box will
appear. Residents are raving about Bl
x
Insert Pictures
4. Choose Bing Image Search or oy e EEm - .
your OneDrive. In our example, we'll use St I
Blng Image Search. OneDrive - Personal Browse b
javier.flores838@gmail.com
5. Press the Enter key. Your search results
will appear in the dialog box.
Also insert from:
6. Select the desired image, then click Insert. n o0
x
4 BACKTO SITES
B Bing Image Search P
e forponrt 7. The image will appear in the document.
s %O R
. ¥ 1 v 8 i 2 3 4 s 5 4

EEmEEE

Greenlaptop key with a plant deisgn o = -
456399 - PresentationPro Iitemsclected | Insert Caneel

- 1000 Lake Sylvan Boulevard | Orlando, FL 32804

New Online Resident Portal

www limegroveapts.com ABuena Vids Commi

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

When adding images, videos, or music to your own projects, it's important to make sure you have the legal right to use them.
Most things you buy or download online are protected by copyright, which means you may not be allowed to use them.

Changing text wrapping settings

When you insert an image, you may notice that it's difficult to move it exactly where you want. This is because by
default the image is in line with the text. If you want to move the image freely, you'll usually need to choose a
different text wrapping setting. The text wrapping for an 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 want the text to wrap around the

image in a more natural way.
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To wrap text around an image: MRCERAN IR Lime Grove Newsletter - Word PICTURE TOOLS
OME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW FORMAT
Corrections~ =, D [ E U1 Bring Forward ~ & -
1. Select the image you want to & Color- B2 oo ‘,Ep 2 Send Backnard - 18 -
o] - - S ol lection Pane k-
wrap text around. The Format tab =~ Zawtctfess V- sy % T Tedr dhSelection® .
. . . Adjust Picture Styles & Arrange
will appear on the right side of the eV —
Ribbon.

2. On the Format tab, click
the Wrap Text command in
the Arrange group. A drop-down
menu will appear.

3. Hover the mouse over the
various text-wrapping options.

pring 2013 Newsletter

New Online Resident Portal

Select the image
you want to wrap
text around and
the Format tab
will appear

are raving about Buena Vida Online, the
new web portal for residents of Lime Grove Apartments and other Buena Vida
communities.

A live preview of the text wrapping will appear in the document. When you've found the text-wrapping
option you want to use, click it. Alternatively, you can select More Layout Options... to fine tune the

layout.

TS Lime Grove MNewsletter - Word PICTURE TOOLS
DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW FORMAT

:Et h 2 - .1 Bring Forward - |: -

5] & 0. 7 Send Backward ~ 181~

Quick Position
Styles~ Th 7 .
Picture Styles =

g.l.
New Online

Wrap .
Text~ Okt Selection Pane Zh-

In Line with Text

Square

 Tight

i -

Behind Text
In Front of Text
| Edit Wrap Points

Move with Text

Fix Position on Pag

Pei

More Layout Options...

Set as Default Layout

* Pay your rent online

S

fnmmunity NEWS,

Tﬂroug% \al
Top and Bottom ut Buena Vida Online, the new

Hover over the various
options or select
More Layout Options...

and other important
can also use the portal to:

4. The text will wrap around the image. You can now move the image if you want. Just click, hold, and
drag it to the desired location. As you move it, alignment guides will appear to help you align the

image on the page.

804 www limegroveapts.com A Buena Vida Community

lent Portal

a Vida Online, the ne
'e Apartments and ot

n, Buena Vida Online
1ews, announcement:

1. You can also use th

Alignment
guides will

appear

juest

Alternatively, you can access text-wrapping options by
selecting the image and clicking the Layout
Options button that appears.

\---1---|---§---|---1---|---2---|---3---|‘--4"-|‘H

communities.

Top and Bottom o]

. . Fix positionon @
Available at limegroveaparts.com, Bue pagpe - i

o New Onﬁljne Resident Portal

E i . LAYOUT OPTIONS X
v In Line with Text

; —

7] ~n_

z —

(29]

~—

(=)

r:n L - Residen| pi
cC new web portal for residents of Lime § Itk
-

Q

v

COmMunIty NEWs, announcements, an

use the portal to: See more.
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PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW

Indent Spacing 1) Bring Forward [Z Align-
"

Send Backward | B A
Position Wiap ED [& Align Left
Text

If the alignment guides do not appear, select Ells Selection Pane | &, jign Center
the Page Layout tab, then click o ”ﬁ'ﬁﬂfﬂ:ﬁ s "l"ﬁ"f': | S Algn ght
the Align command. Select Use Alignment W Align Top
i - . . ol Align Middl
Guides from the drop-down menu that appears. Online Resident Portal N “tjng‘:;f
Ijo Distribute Horizentally
& Distribute Vertically

Align to Page
v Align to Margin

Align Selected Objects
v Use Alignment Guides

View Gridlineg %
To use a predefined text Wrapping SEtting: Residents are raving about Buena Vida O # grig Settings..

v nartal far racidante nf | ima Grava Anartmante and nthar Ruana Wida

Predefined text wrapping allows you to move the image to a specific location on the page.

PICTURE TOOLS

[¢] l:; @ = 5 Lime Grove Newsletter - Word

FORMAT

WE INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

brilight <[4 ~| A" &7 Aa- A DD EaE S AaB e tBbCC
g E

Al iy = === t=
I U~aex, X A-P-A~ ==== 2

My Headi... T MNormal ylel

Font Paragraph Styles
1. Select the image you want to ) R R R INIEEE: RSN SRR RN
move. The Format tab will
appear on the right side of the
Ribbon.

-

=

SICUE M Select the image
portal for residents of Lirf"CIRVE 4 (3 [T

er Buena Vida communiti LRI T ED

ﬁ tab will appear
dilable at limegroveaparts

ies you access to community news,
announcements, and other important information.

2. On the Format tab, click
the Position command in
the Arrange group.

You can also use the portal to:
m, F {1
* Pay your rent online

ng 2013 Newsletter

3. A drop-down menu of predefined image positions will appear. Select the desired image position. The image
will adjust in the document, and the text will wrap around it.

DESIGM PAGE LAYOUT  REFEREMCES MAILINGS REVIEW  VIEW FORMAT

= Lz~ L "1Bring Forward - [T -
Eg ,} .1 Bring Forwar: tEi

- 0 Send Backward - |

Quick Position Wrap
v g . Styles - B - . Text~ Ol SelectionPane  “h+
Picture Styles & | In Line with Text
E"'I"'l"'\'_ 4 ! 5 ! - &
e
New ONliNe e wiaping al

Residents are raving ¢ = new web portal for residents of

Lime Grove Apartmei mmunities.

line gives you access to
sortant information. You can also

Available at limegrowi
community news, ani
use the portal to:

e Payyourrent¢ —— ——

* Renew your Ieeﬁ Meore Layout Options...

® Submit a maintenance request

e Reserve the clubhouse
Have you visited the portal yet? Don’t wait! Call
our office today at 321.555.5463 to activate your

account, and obtain your username and
password.
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Chapter-16

Formatting Pictures

Introduction

There are a variety of ways to format pictures in your document. Depending on how the images are used and where
they are placed, you can use Word's picture tools to personalize and modify them in interesting ways.

To crop an image:

When you crop an image, a part of the picture is removed. Cropping may be helpful when a picture has a lot of
content and you want to focus on only part of it.

1. Select the image you want to crop.
The Format tab appears. REFERENCES ~ MAILNGS — REVIEW  VIEW FORMAT

_1Bring Forward = [
O Send Backward - E-EL'.
Wra

Tm‘: EhSe\ect\on Pane “k -
2. On the Format tab, click

the Crop command.

Arrange

| Crop

Crop your picture to remove any
U unwanted areas. M

the grand re-opening of our newly

n us Saturday, April 7, to celebrate the
3.  Cropping ind re-opening of our newly renovated
handles will appear
around the image.

Click, hold, and drag

a handle to crop the

image.
handles to bou to
crop the
image
(After that, it's up to youl) Fruit,
lemonade, slushies, and other cool treats will be served from 1:00-2:00 PM.
4. Click the Crop command again. The image will be cropped.

E 1 2 3 4 5 6 A

Join us Saturday, April 7, to celebrate the
grand re-opening of our newly renovated
pool!

Features include a resort-style pool deck,
private cabanas, gourmet grilling area,
and much more. We can’t wait for you to
see the transformation!

The celebration will last from dawn “til dusk. {After that, it's up to you!) Fruit,
lemonade, slushies, and other cool treats will be served from 1:00-2:00 PM.

The corner handles are useful for simultaneously cropping the image horizontally and vertically.

To crop an image to a shape:

1. Select the image you want to crop, then click the Format tab.
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DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW FORMAT
= h - an] . 1 Bring Forward ~ [T -
2. Click the Crop drop-down 2] e 0 Send Backward - [F1- |
Quick Position Wrap _ Crop —
arrow. Hover the mouse D gplesv Bn + Text- OfiSelectionPane  Zh- |, %0
over Crop to _Shape! then Picture Styles Arrange # Crop ]
select the desired shape from g o | i
the drop-down menu that fiettagics presEp
appears. OOy /ad] Aspect Ratic  # ebrate t
Basic Shapes as Fil | |
ANODOOOOO®® = renova
JarLe oo a0
O AR OO0w e o]
== {3} ude a resort-style pool de
3. The image will appear formatted as the shape.
g 1 2 3 4 5 3 N
Join us Saturday, April 7, to celebrate the
grand re-opening of our newly renovated
pool!
Features include a resort-style pool deck,
private cabanas, gourmet grilling area, and
much more. We can’t wait for you to see the
transformation!
The celebration will last from dawn ‘til dusk. (After that, it’s up to you!) Fruit,
lemonade, slushies, and other cool treats will be served from 1:00-2:00 PM.
To add a border to a picture:
1. Select the picture you want to add a border
to, then click the Format tab. NGS  REVEW  VIEW | FORMAT
2. Click the Picture Border command. A drop- = — — LE Picture Border - | ] E
down menu will appear. g 2 _— E |; horme o wi
Y m EEEEEEE
3. From here, you can select Picture Styles
a color, weight (thickness), and whether or i 2 T g Illﬂllll
not the line is dashed. Join { =
ne Standard Colors |\,’
FEEEEN
. . [rElr2)| No Outline
4. The border will appear around the image. —

F
Feat

priva
and e

see the transformation!
Image adjustments

Word offers several options for changing the way images appear in your document. For example, you can add
a frame, make image corrections, change the image's color or brightness, and even add some stylish artistic
effects. These options are located in the Adjust and Picture Styles groups on the Format tab.

HOME INSERT DESIGN

PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW FORMAT
Carrections = :EE Compress Pictures I e e EX
Colar - B Change Picture | | sl | | ol ol _oemend E ’z }
Artistic Effects -] “[] Reset Picture ~ Ml
Adjust Picture Styles

When you're ready to make adjustments or experiment with the look of an image, select the picture and choose one
of these options from the Format tab: -

INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW FORMAT
[ !q Conections 1. — | L2 Picture Border =
Sharpen/Soften — e [ - | @ Picture Effects~

Corrections: This command is located in
the Adjust group. From here, you
can sharpen or soften the image to adjust
how blurry or clear it appears. You can also
adjust the brightness and contrast, which
controls how light or dark the picture appears.

L Picture Layout

s — [
Eackqmund B2 g =
Picture Styles 5
2 3 f

Brightness/Contrast

i

z
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HOME  INSERT  DESIGN  PAGELAVOUT  REFERENCES  MAILUNGS  REVIEW  VIEW |  FORMAT

o Color: This command is located Conections= T —— 2| 2 Picture Border -
in the Adjust group. From here, e BICBBIR 5 || || |t :_: — +| Q@ Picture Effects =
you can adjust the Background (ulorSanum-on 1=) BL picture Layout -
. ' - P Ed ire Styles ]
image's saturation (how vivid = ; s R
the colors are), tone (the
temperature of the image from Color Tone

cool to warm), el
and coloring (changing the 3

overall color of the image).

= ﬁﬁ’[ ﬁ&

More Variations

o Artistic Effects: This command
is located in the Adjust group.
From here, you can add artistic
effects such as pastels,
watercolors, and glowing edges.

Set Transparent Color

RS

Picture Color Options...

Picture Styles Group: This group contains a

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW FORMAT va rl ety Of Styl es yo u can a p pl y tO yo ur DiCtU re’

= Comections = Jaf. | LZ Picture Border -
= mca- w ([ = [ ad = = = i—— such as frames, borders, and soft edges.
Ei:;::id [23) Antistic Effectsz ] ~ o = B, Picture Layout =

Picture Styles

il 4

ouT REFERENCES MAILINGS REVIEW VIEW FORMAT
p— = .
; N -’_‘_P\:tmeﬁmder
| |l || el el oo I: :Ommnesffmsv
'%i% Picture Layout ~
Picture Styles, )
L ouT REFERENCES MAILINGS REVIEW VIEW FORMAT
= -
R — LZ Picture Border
et | | el | | e P e El 3 Picture Effects -
== — e Paston
BL Picture Layout~ i
F =~ n
il | 5
(| | ) | e e
— || (2| et 5 e
== | ©
==

Compressing pictures

If you intend to email a document that contains pictures, you'll need to monitor its file size. Large high-resolution
pictures can quickly cause your document to become very large, which may make it difficult or impossible to attach
to an email. Additionally, cropped areas of pictures are saved with the document by default, which can add to the
file size. Word can reduce the file size by compressing pictures, which will lower their resolution and delete
cropped areas.

To compress a picture:

DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW FORMAT
1. Select the picture you want to ISl | ——— [r—— g e = zr
compress, then click E;'Ch"ge_r" | || _ E F‘O )
the Format tab 1a] Reset Picture - = F
Picture Styles
2. Click the Compress Compress Pictures 1 2 3
Pictures command. Compress pictures in the document b

to reduce its size.

Residents are raving
new web portal for

3. A dialog box will appear. Place Apartments and ot

a check mark next to Delete g
cropped areas of pictures.

You can also choose whether to
apply the settings to this announcements,
picture only or to all pictures in ou can also use 1
the document. &

vailable at limegr
nline gives you ai
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4. Choose a Target output. If you are Compression options: ‘
emailing your document, you may want to Apply only to this picture
select Email, which produces the smallest Delete cropped areas of pictures
file size. Target output:

5. Click OK. Frint (220 ppi): excellent quality on most printers and screens
Screen (150 ppi): good for Web pages and projectors
@ E-mail (96 ppi): minimize document size for sharing
@]

Use document resolution

.| QK [}Jl Cancel |

Removing the background from an image

Video: Background Removal

Removing the background from an image can give it a cleaner appearance. If you're printing your document, it can
also save ink.

About Background Removal

With Background Removal, Word uses special algorithms to determine which parts of the image are the
background and then removes these areas from the image.

To remove the background from an
image:
1. Select the desired image,
then click the Format tab.
2. Click the Remove
Background command.

S HOME INSERT DESIGM |
i~

Corrections - =

Colar~ E"Zl
Background =3 Artistic Effects ~ 3] -
Adjust

Remowve Background

Automatically remove unwanted
portions of the picture,

. . . If needed, use marks to indicate
3. Word will try to guess which part of the image to remove and mark the areas to keep or remove from the

background with a magenta fill. It will also place a box with selection picture.
handles around the image.
a Tell me more

4. Drag the selection handles until all of the foreground is inside
the box. After you do this, Word may readjust the background.

5. At this point, you may need to help Word decide which parts
of the image are in the foreground and which parts are in
the background. You can do this by using the Mark Areas to
Keep and Mark Areas to Remove commands:

o If Word has marked part of the foreground magenta,
click Mark Areas to Keep and draw a line in that region of
the image.
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o If part of the background has not been
marked with magenta, click Mark Areas to
Remove and draw a line in that region of the
image.

6. After you add your marks, Word will readjust the
image.

FILE EACKGROUND REMOVAL VIEW FORMAT
7. When you're satisfied with Q e O = \/
. . * *
the image, click Keep ! 4 > 2 N
Cha nges. Mark Areas Mark Areas Delete  Discard All - Keep
to Keep to Remove Mark Changes Changes
Refine Close
G L E Close Background Removal and Keep Changes
Close Background Rermoval and keep all
iﬁ changes.
8. The background will be removed. You can adjust the image at any time by clicking the Remove

Background command again.

.ﬁ !’ BACKGROUND REMOVAL VIEW

o9

Mark Areas Mark Areas
toKeep to Remove

FORMAT

Delete Discard Al Keep Draw a line to

Mark  Changes Changes mark areas of

Refine

Close the image

S71-
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Chapter-17 Shapes

Introduction

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.
HOME DESIGN PAGE LAYOUT REFEREMNCES [

To insert a shape: C i ===RR P v is 5 3 e
PEEB Table  Pictures Online Sl\aPS Appsfor  Online  Links ¢
- Pictures = @47 Officer  Video -
1. Select the Insert tab, then click Tables llustrat Recently Used Shapes e
the Shapes command. A drop-down menu of shapes e G s FE N OO O AL L b
will appear. : ELffs SN b
2. Select the desired shape. : w1 L LT ounmss
{- Rectangles
- [EoDonnnno L
- Basic Shapes E
3. Click, hold, and drag in the desired location to add m ggé%%?gggg%%
the shape to your document. : ‘DO@AOODIE @B‘\
i fhocacr R
. T Block Arrows
- DEOLOTEBPR IS
- o ) ) CEavnpD DD RN
Barbecue. This year, our Memorial ' e
" Barbecue and Slaw.
from 12:00— 4:00. Come hungry!
G
i
L3
If you want, you can enter text in a “2-”---1‘--"“5---'---1“‘---2---"“3--5‘---“”"--‘5---"

shape. When the shape appears in your
document, you can begin typing. You
can then use the formatting

options on the Home tab to change
the font, font size, or color of the text.

To resize a shape:

1. Select the shape you want to resize. Sizing handles will appear.

our Memorial 2. Click, hold, 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.

Click the shape
and sizing handles
will appear

v Barbecue

frorm 12
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Barbecue. This year, our Memorial
Barbecue and Slaw.

Tom 12:00—4:00. Come hungry!
@

Some shapes also have one or more yellow handles that can
be used to modify the shape. For example, with star shapes you
can adjust the length of the points.

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

1 Barbecue. This year, our Memorial

" Barbecue and Slaw.

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 Forward or Send
Backward 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 cloud to appear in front of the sun,
so we'll right-click the cloud.
CA B e & R
2. In the menu that appears, hover over Bring to Front or Send
A to Back. Several ordering options will appear. Select the desired
v d ordering option. In this example, we'll choose Bring to Front.

}
bl <]
r,

h's

- - [7-

Style Fin Outline

3. The order of the shapes will change.

&

Cut

Em Copy
Paste Options:

ot

e, e e
S4B & B = LY A
=] Add Text

B|
1

A

Edit Points

Sroup

L% Bring to Front 3

Ly

L Bringto Front 1

O @l

.1 Bring Eorward Send to Back >

G@ Bring in Front of Text Hyperlink...

Insert Caption...

f
AEP 5

Wrap Tesxt »
Set as Default Shape
More Layout Options...

¢t

Fermat Shape...

In some cases, the ordering option you select will not affect the ordering of the shapes. If this happens, try
selecting the same option again or try a different option.
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PAGELAYOUT ~ REFERENCES  MAILINGS ~ REVEW  VIEW | FORMAT
b MysingFonard < [2 - [ 5]

& Mg A~ | A Texoiecton
- & A [laignTex~ o - T

Cuick Position Wrad Size
Fla- qe & ® cestelink " tee) B SelectionPane | A~ -

% Wordart Styles Text Trrange -

Selection Mt

==

Flowchart: Extract 2
Sun 14

Moon 10

Oval9

If you have many shapes placed on top of each other, it may
be difficult to select an individual 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.

EERK )

B

A

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 shadow effects.

. R INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW FORMAT
TO Change tO a dlfferent Shape- feditshoper| . - -Egsmnm- """ ™ T A ft Text Direetion E] @
(5 ChangeShape > | Rectangles A A - [signTea- S0 w_:p
£<, Edit Points OooDoooLo0oa A~ @ Create Link = Tet-
R t - Basic S for Styles. 3 Te
1.  Select the shape you want to change. g @é%ﬂ°2°®%®g = ;m"b"L — —
i ro/oQBo a arpecue I —y9
The Format tab will appear. 9@D©wa\[) 'Vh h q"”ﬂi p ,‘
. . [ I | \
2. On the Format tab, click the Edit oLt it B ) '%
DQOOOTEEPP ST oy Barbecue, This year, our Memorisl
Shape command. In the menu that S B RBD0 DR an (e e ourbemorel
appears, hover the mouse over Change 8da [ \
. Equation Shapes \
Shape and select the desired shape. foneaA s scheduled on May 279 from 1200
Flowchart ry!

DO0</0008<0aY9
. coadu®®E ¢AVAD
3. The new shape will appear. Q200

Stars and Banners

ﬁﬂ¢ﬁz(§G®@®@b®@

T =fatatifyd min]m]
q"_ﬂf Gallouts 16-Point Star

ue

Time to gather
il for our
-, our Memorial

nerin’

127 from 12:00 &V

HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVEW  VIEW |  FORMAT
To change the shape style: -

R p— |"Qsmpeﬂ||- As A | Text Direction Uy Bring Forward « [5 +
h . h I I Abe | . |- [ Shape Outline - Q"' A [EnignTet~ potion W [ Send Backward = [ -
{ ) = uick 'asition  Wra)
Choosing a shape style allows you to IR Q@ ShapeBfects= g B+ @ Create link o e EiySelectionPene  “h-
apply preset colors and effects to
. H Shape Styles e WordArt Styles 1 Text Arrange

qujlckly change the appearance of your ; = Vore — T i —= e A
shape. Quickly add a visual style to the rbecue

selected shape o line.

ir again! Time to gather

1. Select the shape you want to Each style uses  unique
change | combination of colors, lines, and 0 the pool for our
ge. | other effects to change the shape's Thi M ial
2 On the Format tab, click ! appearance. Hover over a Quick Is year, our lViemoria
: ! i | Stylein the gallery to previewyour  ph's Simmerin’
the More drop-down arrow in new look,

the Shape Styles group.
This year's barbecue is scheduled on May 27™ from 12:00
—4:00. Come hungry!
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3. A drop-down menu of styles
will appear. Select
the style you want to use.

4., The shape will appear in the
selected style.

To change the shape fill color:

1. Select the shape you want to
change.

2. On the Format tab, click
the Shape Fill drop-down
arrow. The Shape Fill menu
appears.

3. Move the mouse over the
various colors. Select
the color you want to use. To
view more color options,
select More Fill Colors.

4., The shape will appear in the
selected fill color.

REVIEW VIEW

DESIGN

PAGE LAYOUT REFERENCES MAILINGS

I Text Direction
=] Align Text~
PO Create Link

Text

Position Wrap

_75-

11 Bring Forward ~
0 Send Backward ~

Teste Hli Selection Pane

Arrange

“ s &
ime to gather
- for our
@ l:ﬂ our Memorial
Yerin®
. d B & ﬂ
27™ from 12:00
Other Theme Fills
I
REFERENCES MAILINGS REVIEW VIEW FORMAT
<2 Shape Fill - AJ |I{} Text Direction .1 Bring Forward ~  [¢ -
Theme Colors i E%]AlignText' 01 Send Backward - E-E'l:
Pasition Wrap
M reate Lin - - election Pane P
H EENEEEERA G Create Link Text- ol Sel P “k
yles Text Arrange
------- 4. . ... 5. 4 ...8 AR

| Standard Colors

HE FEEEER
3 No F
i

again! Time to gather
he pool for our

@ MoreFill Colors lis year, our Memorial

'l
|
[

Picture s Simmerin
Gradient 3

Texture

L NoF\ i
a : .l %
banuecus 13 sunsuusu un Mav 27“‘ from 12:00

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.

To change the shape outline:

1. Select the shape you want to change.

2. On the Format tab, click the Shape
Outline drop-down arrow. The Shape

Outline menu will appear.

3. Select the color you want to use. If you want

REFERENCES

MAILINGS.

As 2

REVIEW VIEW

|If} Text Direction
[2] Align Text~
] Alig

@ Create Link

% Shape Fill -
L# Shape Outline -

Theme Colors A -
| .......y\es

I JoLuc
I IIII II;ga|n|Tlme to gather

FORMAT

11 Bring Forward ~ [ -

1 Send Backward +
Position Wrap _ .
- Tet- DlSelectionPane  “h~

Arrange

! Standard Colors |
to make the outline transparent, select No ‘mm = mmmmmhe pool forour
Outline. I NEDutine lis year, our Memorial

& MoreOutline Colors.. 'S Simmerin’
. . . Weight 3
4. The shape will appear in the selected outline ;e‘: .
ashes
color. | »n May 27 from 12:00

=
= 5 5
\TOWS

AT

From the drop-down menu, you can change the
outline color, weight (thickness), and whether or not it is

a dashed line.

To change shadow effects:

Adding a shadow to a shape can make it appear as though it is
floating above the page, and it can help to add contrast between

the shape and the background.

1. Select the shape you want to change.

REFERENCES ~ MAILNGS  REVIEW  VIEW FORMAT
£ Shape Fill - A‘ A |L{} Text Direction 11 Bring Forward ~ [~
[# shepe Outline~ < A - [{]AlignText~ oy, [DSend Backward - =)
n Wrap
Theme Colors A - | ® Create Link - Text- GliSelectionPane Sk~

] .......y\u

III II voLuc

Text Arrange

4 R . 6 R

again! Time to gather

Standard Colors
‘'EE0 SEEEEN

the pool for our

l No Outline 1is year, our
2 &s MoreOutline Colors. d by Ralph’s
E Weight » | pt
== Dashes TS
IE‘ Arrows npt ——————— )
ne nungryr 1pt [————|
T ——
2% pt
Ipt
S pt  e—

6pt
5 M,

ore Lines. m
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REFERENCES MAILINGS REVIEW VIEW FORMAT
2 Shape Fill - A$ A ||} Text Direction L [ Bring Forward =
2 0 h b. click the Sh L# Shape Outline - ’““k Y [5] Align Text ~ poa {1 Send Baclward ~
- n the Format tab, click the Shape Ot s A @ Cemeline | n" Yoo B seecton Pane
Effects drop-down arrow. In the menu that Lat stytes et Arranae
»
appears, hover the mouse over Shadow and (] preset ' 3 f s 6k
select the shadow you want to use. Y D . No Shadow
1Y
4 D Reflection  »
N OQuter
d C] Glow v
. J| @
SoftEdges %
3. The shape will appear with the selected shadow. ) Cffset Diagonal Battom Right
D Bevel v | =

To adjust the shadow color, size, distance and more,
select Shadow Options from the drop-down menu.

[j 3-D Rotation » j f “‘ [_

The Format Shape pane will appear on the right side of the Word window, allowing you to customize the

shadow.
MAILINGS ~ REVIEW  VIEW FORMAT
A‘ A ||} Text Direction ) Bring Forward ~ [T -
- @A ] Align Text - Send Backward + [£]
Quick — [*] J Position Wrap tD 'r'
Styles A - | 8 CreateLink - Text- Cl; SelectionPane  “h -
a WordArt Styles Text Arrange ~
5
Format Shape MEd
O |
O =
@ 4 SHADOW
—
Color Q A
-y Transparency | Shadow Color
3D effects

There are two kinds of effects you can apply to your shapes to give them a 3D appearance: 3-D
Rotation and Bevel. 3-D Rotation gives the appearance that you are viewing an object from a different angle, and
it can be applied to any shape. Bevel adds thickness and a rounded edge to shapes, but it doesn't work with every

type of shape.

PAGE LAYOUT

To add 3-D Rotation:

Select the shape you want to change.

On the Format tab, click the Shape
Effects drop-down arrow. In the menu that
appears, hover the mouse over 3-D
Rotation and select the desired 3-D effect.

2.

—

0C

J
-
[
O
U
0y

% Shape Fill -
[# Shape Qutline -
3 Shape Effects~

REFEREMNCES MAILINGS REVIEW VIEW FORMAT

[

0 Send Backward - 1t

|14} Text Direction
[%] Align Text ~

1y Bring Forward +

Position Wrap

@ Create Link - Text- Dl SelectionPane

1Art Styles Text Arrange
Preset 3 3 . - . b
Shadow »

Barbecue

Reflection

ne year again! Time to gather
Glow * pwn to the pool for our annual

his year, our Memorial Day
3lph’s Simmerin’ Barbecue and

adulad an Ko 770 from
No Rotation

[

Parallel
o
] 1 N~
- —_—
Off Axis 1 Right
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3. The shape will appear in the selected 3-D
Rotation effect.

If you want, you can customize 3-D Rotation.
Select 3-D Rotation Options... from the drop-
down menu, and the Format Shape pane will
appear on the right side of the Word window.
From here, you can adjust the rotation values.

MAILINGS

As A

- iy
Quick

Styles- B ~

ne~

s~

i WordArt Styles

REVIEW

VIEW
|14} Text Direction
[5] Align Text ~
@9 Create Link

Text

Position

_77 -

FORMAT

L [y Bring Forward ~ [Z ~
01 Send Backward + LE1

Ik

Wrap
T

- et ~

El; Selection Pane

Artange
Format Shape
SO ®

I SHADOW

I REFLECTION

I GLow

I SOFT EDGES
I 3-D FORMAT
4 3-D ROTATION

Size [

Presets
X Rotation
¥ Rotation
Z Rotation
Perspective - *r &
[] Keep text flat
To add a bevel: Distance from ground opt -
=
1. Select the shape you want to change.
2. On the Format tab, click the Shape Effects drop-down arrow. In the menu that appears, hover the
mouse over Bevel and select the desired bevel preset.
REFEREMCES MAILINGS REVIEW VIEW FORMAT
% Shape Fill - A‘ A |f} Text Direction
[# Shape Outline - Q‘f"k [%] Align Text -
&3 Shape Effects - Sbj'; & - ©9 CreateLink
lArt Styles Text
D Preset , = = =
<
() swodow >
=]
e D Reflection »
3
i g [j Stow "
Soft Edges 3
il D B , | NoBevel
i 3-D Rotation » | g |
7 Bevel
“ J -! =,|J J MAILINGS REVIEW VIEW FORMAT
3 Relaxed Inset A‘ A |f} Text Direction L WBring Forward - [2 -
| T '| l G‘ : [5] Align Text - Baliton [ Send Backward - £ =
e L gblu\‘; A - | o Create Link e T;E i Selection Pane ~ “h~  *°
& WordArt Styles Text Arrange Size n ~
A
Format Shape e
hther & Q =
(o}
3. The shape will appear in the selected bevel effect. [—— » SHADOW A
“-‘ b REFLECTION
c‘i., b GLOW
If you want, you can customize the bevel effect. Select 3- © SOFTEDGES
D Options... from the drop-down menu. The Format 12:00 4 3-D FORMAT
Shape pane will appear on the right side of the Word Toplhevel
window. From here, you can modify the width, height, and L
. Height
depth of a bevel. You can also change the shape's material I Bent oo I3y
. . . Bottom bevel
to give it a metal, plastic, or translucent appearance, as T
well as choose the lighting type to change how the shape is o
illuminated.
Size opt :
Size opt -
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Chapter-18 Text Boxes and WordArt

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 as WordArt.

HOME Ir INSERT I DESIGN ~ PAGELAYOUT  REFERENCES ~ MAILINGS  REVEW  VIEW
. o DB sl [ Header - |-z
To insert a text box: 1 i (m] @ (Y L'] a [’:@ ® [J 0 foot 4 E @
* ooter * - 15
able  Pictures Online Shapes' Appsfor Online Llinks Comment Tet | © Symbols
- Picturss ~ @+ Office~ Video ~ [ Page Number « B‘“b M
1. Select the Insert tab, then bies ustrations Apps | Media Comments  Header & Footer Text N
. . Q
click the Text Box command in 8 4 4 ’ : 5 Choose aText Box
th e Text group Got must-see content? Putitin a
: text box.
Atext box brings focus to the
content it contains and is great for
showcasing important text, such as
headings or quotes.
2. A drop-down menu will appear. Select Draw Text Box.
[El Quick Parts ~ [ signature Line - 7T Equation —
-] Wordsrt ~ EZ Date £ Time £2 symbel - .
poere = T D s - i 3 Click, hold, and drag to create the
of Buse-in text box.
7 —

Simple Text Box Austin Pull Quote Austin Sidebar
Grid Pull Qruote Grid Sidebar lon Quote (Dark) B
[E mMore Text Boxes from Office.com >
Draw Text Bosx Ce
E Save Selection tg - -
=S Drraww a Text Bosc
Draws a text box anywhere.
This is a great way to get the exact
text box size you want, especially
when adding text to shapes and
objects.
4., The insertion point will appear inside the text box. You

can now type to create text inside the text box.

5. If you want, you can select the text and then change

iy
the font, color, and size by using the commands on Luigi’s PiZZa

the Home tab.

6. Click anywhere outside of the text box to return to
your document.
g 1 -~ =
You can also select one of the built-in text boxes that have - 5 -

predefined colors, fonts, positions, and sizes. If you choose this
option, the text box will appear automatically, so you will not need Tt

draw it. TREES
INTERMNATIONAL

to
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To move a text box:

3.

To resize a text box:

1.

2.

Click the text box you want to move.
Hover the mouse over one of the edges of the

1
arrows {%

Click, hold, and drag the text box to the
desired location.

text box. The mouse will change into a cross with

[3]

Ffuigi’g Pizza

Click the text box you want to
resize.

Click, hold, and drag any of

[uigi’s Pizza

the sizing handles on the corners or
sides of the text box until it is the
desired size.

Modifying text boxes

Word offers many options for changing the way text boxes appear in your document. You can change

the shape, style, and color of text boxes. Additionally, when you want to add a little more dimension you can add

a

shadow effect.

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.

2.

3.

Select the text box you want to
change. The Format tab will
appear.

INSERT DESIGN

[ - | <. Edit Shape =
5 - DrawTExtJ%{
7 |+
Jt Shapes

Edit Shape

From the Format tab, click
the Edit Shape command.

convert it to a fres

Hover the mouse over Change
Shape, then select the

Change the shape of this drawing,

edit the wrap points to determine
how text wraps around the drawing.

PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW FORMAT
D Shape Fill - A
- ZShapeOut\ine' A A A - ﬂ
7| Q2 Shape Effects - A

Shape Styles [ ‘WordArt Styles
E 1 a 2 3

eform shape, or

desired shape from the menu that appears.

FILE HOME  INSERT  DESIGN PAGE LAYOUT ~ REFERENCES

E OO0 -| {=EditShape-
A—L—L"#@B |8 Change Shape [
4 YR
Insert Shaj Basic Shapes
L OAND
GGODF
0@AQIrr=1s

AR

Block Arrows

Rectangles
¢ Edit Points

G R

—/ — r_‘_ﬁShapeF\H' [ 4.
Oobobobod

CO0OOEE
L2880

DA QLEEPRIS
€ VRN ||

MAILINGS  RE

the shape.

~79 -

The text box will appear formatted as

(@IS

1| Luigrs Pizza
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- 80 -

To Change the fl” color: REFERENCES MAILINGS REVIEW VIEW FORMAT
23 Shape Fill - . | ATesrn- |If} Text Direction -
Select the text box you want to change. ~| Theme Colors A A - | B Text Outline  [2] Align Text =
2. On the Format tab, click the Shape R =L Tl |20 Cele Lk
. - hape Styles dArt Styles [Fl Text
Fill drop-down arrow. The Shape Fill menu 5 Olive Greer, Accent 3 S =
will appear. ||I|II|I||“
3. Select the color you want to use. To view Standard Colors
more color options, select More Fill Colors. L fEEEEm
NoFill
#.c More Fill Colors..,
[&] Picture...
[d Gradient 3
Tedure 3
4. The text box 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.

To change the shape outline:

1. Select the text box you want to change.

2. On the Format tab, click the Shape
Outline drop-down arrow. The Shape
Outline menu appears.

3. Select the color you want to use. If you want
to make the outline transparent, select No
Outline.

4. The text box will appear in the selected

outline color.

From the drop-down menu, you can change the
outline color, weight (thickness), and whether or

not it is a dashed line.

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.

REFERENCES MAILINGS REVIEW  VIEW FORMAT
&Shape Fill = L, Text Fill - ﬂﬁ Text Direction =
’Z Zshape Outline - A A A d ﬂTm Outline~ [%]Ahgn Text~
]| Theme Colors 7] A Text Effects ™ @ Create Link
\ape Styles H EEENEER WordArt Styles [ Text
2 I I E 1 2 I
I I I I I I I Orange, Accent 6, Lighter 40%
Standard Colors
[ 1| fEEEER
No Qutline
% More Outline Colors...
= Weight 3
== Daghes 3
= A
REVIEW VIEW FORMAT
i A Teut Direction ~
Text Fill 11 Text Direction

A A A - B Text Outline=  [5] Align Text

E} /2 Text Effects~ @D Create Link

WordArt Styles F] Text

E More

Add some artistic flair by choosing
between predefined text styles.

1. Select the text box you want to change.
2. On the Format tab, click the More drop-
down arrow in the Shape Styles group.
3. A drop-down menu of styles will appear. Select the style you want to use.

PAGE LAYOUT

e e fordArt Styles
i

REFERENCES MAILINGS REVIEW VIEW FORMAT

A TextFill -

) Tet Effects ~
I
2

1fi TextD
A Text Outline~  [§]Align

@O Create]

£t

Te|

““

Qther Theme Fills >

Subtle Effect - Aqua, Accent 5

SeScaEs gisRzal

4, The text box will appear in the selected

style.

S

Luigi’s Pizza \*\
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To change shadow effects: REFERENCES  MAILINGS — REVIEW  VIEW FORMAT
2 Shape Fill » A Text
Adding a shadow to a shape can make it appear as though it is EEShapeU“ﬂi“' A A A ’g L Text
floating above the page, and it can help to add contrast & Shape Effects - TR Text
between the shape and the background. ape Styles WordArt Styles
o 7o oo D Breset ' g . ! 1 ! 22
Select the text box you want to change. No Shadow

2. On the Format tab, click the Shape Effects drop-down
arrow. In the menu that appears, select the shadow you
want to use.

3. The shape will appear with the selected shadow.

Quter

JIU W
>

Offset Diagonal Bottom Right

3 — | S—

To adjust the shadow color, size, distance, and more, select Shadow Options from the drop-down menu.
The Format Shape pane will appear.

3D effects

To use 3-D Rotation:

REFERENCES MAILINGS REVIEW VIEW FORMAT
A - || Text Direction - 11Bring Forward - [T - ¥
- & ﬂ - [%]Alwgn Text~ 0 Send Backward - E .
Quick Position Wrap Size
Styles - [\ - @ Create Link - Text- Ol Selection Pane "k~ -
 WordArt S.. & Text Arrange -~
PR SRR B
Format Shape bt
SHAPE OPTIONS  TEXT OPTIONS
A &
— =
4 SHADOW
Breets
Transparency —————+
(=]
g
Blur —
R Ca
Do

REFERENCES

) s

1. Select the text box you want to change. (] Bever

2. On the Format tab, click the Shape Effects drop-down
arrow. In the menu that appears, select the desired 3-D
Rotation effect.

[# shape Outline -

2 Shape Fill -
There are two kinds of effects you can apply to text boxes to iasmmmmv
give them a 3D appearance: 3-D Rotation and Bevel. 3-D
Rotation makes text boxes appear as if you are viewing the
text box from a different angle. Bevel adds thickness and a
rounded edge to text boxes.

s (O
1 [:] Shadow >
[] Beection »

MAILINGS REVIEW VIEW FORMAT

A - ||f Text Direction -

A A A Igﬁ' 3] Align Text =

£ ~ @ Create Link

WordArt Styles [ Text

-

D 3.D Rotation » | Farallel

]
1
[

SoftEdges ' | HNo Rotation

I’ \’A
r;\-—k—l

Off Asis 1 Right

[}
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REFERENCES — MAILINGS — REVIEW  VIEW FORMAT
A’ L ﬂﬁ Text Direction ~ [ .1 Bring Forward ~ [ 5
- 9 ﬂ - [%]A\ignTeu‘t' . 0 Send Backward ~ (£
Quick i Position Wrap _ . . Size
Styles~ (A~ @ Create Link - Text = oili Selection Pane Zh -
o WordArt 5. Text Arrange ”~
3. The text box will appear in the selected 3
- X
3-D Rotation effect. Format Shape
SHAPE OPTIONS  TEXT OPTIONS
If you want, you can custon_"lize the_3—D A A
Rotation. Select 3-D Rotation Options... from
the drop-down menu and the Format 4 3D ROTATION
Shape pane will appear. From here, you can
adjust the rotation values. Presets
X Rotation
¥ Rotation
Z Rotation
Perspective o *r &
[ Keep text flat
Distance from ground Opt .
Reset
To use Bevel:
REFEREMNCES MAILINGS REVIEW VIEW FORMAT
£ Shape Fill - A |lfi Tetd
Select the text box you want to change. [ Shape Outline = A A A ’Z A - | [2]align
2. On the Format tab, click the Shape 8= SeraEieEse | B~ | = Crea
Effects drop-down arrow. In the menu that [ ereset . e g" =
appears, select the desired bevel preset.
D Shadow ,
No Bevel
I:I Reflection »
| | P
3. The text box will appear in the selected bevel Bevel
effect. Soft Edges  » l I I I
=|J
[ ] Bever »
D 3-D Rotation »
2 2 Divot prs--
REFEREMCES ~ MAILINGS ~ REVIEW  VIEW FORMAT
A “ﬁ Text Direction ~ 1 Bring Forward =[5 = E
- VoA - [F]Align Text - - 0 Send Backward ~ LH1 .
Quick Position Wrap _ . Size
Styles~ b - @ CreateLink +  Text- OlySclection Pane Zh= .
If you've changed the shape of your text box, |= wordarts.. & Text Arrange
it's important to note bevel doesn't work 3 =]
with every type of shape. Format Shape e
SHAPF OPTIONS  TFXT OPTIONS
If you want, you can customize the bevel A &
effect. Select 3-D Options... from the drop- —
down menu. The Format Shape pane will
) B 4 3-D FORMAT
appear. From here, you can modify the width,
height, and depth of a bevel. Lpliee
I—l Width | 3pt :
Height | 3pt z
Eottom bevel
|— width [ 3pt :
- m lleight | 3 pL .
Depth Convex
Contour
Size 0pt .

_82-
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Creating WordArt

- 83 -

In addition to adding effects to a text box, you can add effects to the text inside the text box, which is known
as WordArt. For the most part, the types of effects you can add are the same as the ones you can add to shapes or
text boxes (shadow, bevel, etc.). However, you can also Transform the text to give it a wavy, slanted, or inflated

look.

Generally, you shouldn't use WordArt in more formal documents like resumes and cover letters because it may
appear too casual.

To a

pply a quick style to text:

A quick style will automatically apply several effects to your text at once. You can then refine the look of your text
by adding or modifying text effects.

1.

Select the text box, or select some text
inside of the text box.

On the Format tab, click the Quick Styles command in the WordArt Styles group. A drop-down menu

of text styles will appear. Select the style you want to

use.

The text will appear in the selected style. If you want,
you can change the font or font color from the Home

tab.

To convert regular text into WordArt:

For text to be formatted as WordArt, it must be inside
a text box. However, there is a shortcut that allows

you
text

1.

to convert text into WordArt even if it's not in a
box.

Select the text you want to convert, then click
the Insert tab.

Click the WordArt drop-down arrow in
the Text group. A drop-down menu of WordArt
styles will appear. Select the style you want to use.

Text

[

54

Box~ Parts+ - Cap~ [ Object =

E’SignatureLine - TL Equation ~
E%Date&Time €2 Symbol -

Quick WordArt Drop

GA@A&A

- Blue, Accent 1, Shadow
=4 3

A
A A A A /L

REFEREMCES MAILINGS REVIEW VIEW FORMAT

£ Shape Fill -

[# Shape Outline =
£ Shape Effects -

&

[F]

A A A A
A A A A
A A A A

HOME

age~

age

INSERT DESIGM PAGE LAYOUT REFEREMCES

=

MAILINGS

[

Table Pictures Online Shapes SmartArt Chart Screenshot  Appsfor O
peak - Pictures = - Office~ V|
3 Tables INlustrations Apps M|

) 5
Trivia Night
3.  Word will automatically create a text box for the

text, and the text will appear in the selected style.
If you want, you can change the font or font
color from the Home tab.

e

TriviauNight
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Some effects, such as shadows, can be added
from the Text Effects menu in the Home tab.
When you add effects in this way, it will not
place the text in a text box.

To transform text:

1. Select the text box, or select some text inside of the text box.

_84-

HOME I INSERT
_Callbrl (Body) '-‘\ - A A Aa- Ae

B I U ~-abe x, x°

Cut
Copy

' Format Painter

board

]

DESIGN

PAGE LAYOUT REFEREMNCES

MAILINGS

REVIEW

Font

T

A
A,
A

> > >

A outline 3
A Shadow »
A Reflection »
A Glow 3
123 Number Styles »
fi Ligatures 3
abc

Stylistic Sets 3

3. A drop-down menu of effects will appear. Hover the mouse
over Transform and select a transform effect from the menu

that appears.

VIEW FORMAT No Transform
A Text Fill - 118 Te
bods
A A ol A Texoutine- [Hal T
) B TotEfectst | ®C L patn
‘WordArt Styles In d
2 ] *f:\ Shadow ' :tde; :b !::.
o L .
cae Gpnt
Ar,:__\ Reflection  » |\
A Glow » abede abede abcde
,L Bevel 4
abcde abede 07
I-‘{‘x 3-D Rotation »
LY
|
g gxp
dx Transform  *
- abcde  ab abcde
Fridayfrom7-9pm - ™
n gets $25 in gift cards to Luigi's bed
abede

abcde  abcde
N

Wave 2

ahrde  abcde  ahrde

abede

abeda

2.

On the Format tab, click the Text
Effects drop-down arrow in the WordArt
Styles group.

REVIEW VIEW FORMAT

Uﬁ Text Direction =
[] Align Text =

&2 Create Link

S, Text Fill -
A A A ’z B Text Outline -
= £3 Text Effects

3 WordArt Styles Text
2 3

Text Effects

| Turn your work into a work of art.

Add a visual effect such as shadow,
glow or reflection to your text.

The text will transform into the selected
style.

If desired, you can add additional effects such as shadow, bevel, and more to the transformed text.
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Chapter-19 Arranging Objects

Introduction

In Word, a page may have multiple objects, such as pictures, shapes, and text boxes. You can arrange the objects
the way you want by aligning, ordering, rotating,
and grouping them in various ways.

Modifying text wrapping

When pictures are first inserted, you may notice that it's difficult
to move them. This is because by default, pictures are in line
with the text. To arrange them, you'll always need to choose a
different text-wrapping setting. To review how to modify text
wrapping, visit our lesson on Pictures and Text Wrapping.

Fix position on
page
To align two or more objects:

1. Hold the Shift (or Ctrl) key and click the objects you want
to align.

2. From the Format tab, click
the Align command and select one of the
six alignment options.

VIEW FORMAT
| E£ Picture Border ~ % Fh Bring Forward ~ [Z Align=_ [ | xnr

—— il
P El - | Q@ Picture Effects - It Send Backward | [2  Align Left -
— Position Wrap o -

7| B, picture Layout ~ + Text ol SelectionPane | & Align Center —
. - Arrange | Align Right

T Align Top
o} Align Middle
s Align Bottom

T Distribute Horizontally
=

3. The objects will align based on the option you
selected.

Distribute Vertically
Align to Page
Align to Margin

Align Selected Objects

<

v Use Alignment Guides

View Gridlines

##  Grid Settings...
|< Align - e 7w
- | |& Align Left —
By default, Align Selected Objects will be selected, which will allow &, Align Center I
objects to be aligned without moving them to a different part of the =|  Align Right
page. If you want the objects to move to the top or bottom of the — :
- . . . Ot Align Top
page, select Align to Page or Align to Margin before choosing an . )
. . o}t Align Middle
alignment option.
o4+  Align Bottom
0o Distribute Horizontally
Distribute Vertically
Lo

Align to Margin

Align to Page Ib I

Align Selected Objects
P Use Alignment Guides
View Gridlines

HE Grid Settings...
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VIEW FORMAT

E 1 Bring Forward =[5 Align= i e

"D Send Backward ~| [ Align Left —]

z Picture Border =

r— i
amal EI & Picture Effects~
— T Position Wrap

% Picture Layout ~ - Text~ Hﬁ&lection Pane &, Align Center (-
If you prefer to align objects ] Arrange S| Align Right
manually, select View Gridlines. e '"4"""‘5""""'"""6?"'WMQHIOP
This option snaps objects to a grid, £

. . . . it Align Middle
making it easier for you to align .
them with the mouse. s Align Bottom

Offe Distribute Horizontally
é Distribute Vertically
v

Align to Page

Align to Margin

[

Align Selected Objects

Use Alignment Guides

«  View Gridlines

|
——D————é! # Grid Settings...

To distribute objects evenly:

If you have arranged 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.

1. Hold the Shift (or Ctrl) key and click
the objects you want to align. The
Format tab will appear.

2. On the Format tab, click the Align command and select Distribute Horizontally or Distribute
Vertically from the drop-down menu that appears.

VIEW FORMAT

N Z Picture Border -

F—
i | 3 Picture Effects -
Position Wrap

= | 5L, Picture ut = - - 5l Selection Pane
=] Text

"1 Bring Forward ~ |2 Align~ i

"[1 Send Backward ~ Align Left —
Align Center L 3. The objects will distribute evenly.
| Align Right

M

i o

F} Arrange
S3 i B G g RFEE

=
=

Align Top
Align Middle

=

=]
5

Align Bottom

Distribute Horizontally

&

w2

Distribute Vertically

Alignto Page
Align to Margin
+ Align Selected Objects
+  Use Alignment Guides
View Gridlineg

##  Grid Settings...

Ordering and rotating 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 will determine which objects are in the front or the back.
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Understanding levels

When objects are inserted into a document, they are placed on levels according
to the order in which they were inserted into the document. In the image below,
the table is on the top level, but we can change the level to put it behind the
other objects.

To change the ordering by one level:

In our example, we'll change the ordering so the table moves back by one level.

1. Select an object. The Format tab will appear.
2. From the Format tab, click the Bring Forward or Send
Backward command to change the object's ordering by one level. If

[ \ the object overlaps with more than one other object, you may need to
click the command several times to achieve the desired ordering. In

our example, we'll select Send Backward.

REFEREMCES MAILINGS REVIEW VIEW FORMAT
.1 Bring Forward - |: - -
0 Send Backward - -
1 jI.""re::::r‘]- Ef; Selection Phie "k~ Cr.op o 228" -
Arrange Size P
b [

Send Backward

Send the selected object back one
level so that it's hidden behind
more ohjects.

=, )

3. The objects will reorder. In our example,
the table is now one level below the statue.

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 new location. To access the Selection Pane, click Selection Pane on

the Format tab.

PAGELAYOUT  REFEREMCES  MAILINGS  REVIEW  VIEW FORMAT
D 2 - 11 Bring Forward - 3 - 3[' 225 )
o= r 1 Send Backward - -
Quick Position Wrap 5 Crop =1|1a3" .
Styles- BT+ Text - -
Picture Styles = Arrange Size [l ”~
3 4 s
Selection M
Show All || Hide All allw
Picture 5
Picture 7 [?5
Picture & ’
Picture 4
< Group 16
Trapezoid 12

Rectangle 11

Trapezoid 13
Straight Connector 9
Straight Connector 8
Straight Connector 10

239399 9M) 99




SARVA EDUCATION (SITED) (An L.T & Skill Advancement Training Programme) - 88 -

To bring an object to the front or back:

If you want to move an object behind or in front of several objects, it's usually faster to bring it to front or send it
to back instead of clicking the ordering

commands multiple times.

REFEREMCES MAILINGS REVIEW VIEW FORMAT
1.  Select an object. The Format tab will .1 Bring Forward = [Z ~ LR 2gs :
appear. 0 Send Backward ~ L -
2. From the Format tab, click ! _];_ME:;FL Send Backward I C';Dp oy | 2.28" .
the Bring Forward or Send o -
Backward drop-down box. B. SendtoBack Size F]
3. From the drop-down menu, &, Send Behind Te 2 & ¢
select Bring to Front or Send to Send to Back
Back. Send the selected object behind all
| other objects,
4. The objects will reorder.

REFERENCES MAILINGS REVIEW VIEW FORMAT

.1 Bring Forward ~ |: -

fljo
0 Send Backward -

; . Wrap Crop = " -
To rotate an object: bl E[}Selection Pane “k - e 0.63 .
Arrange A i 90"
1. Select an object. The Format tab will appear. s g P b Rotate Bight 3 _
2. From the Format tab, click A" Rotate Left 90° ¢
the Rotate command. A drop-down menu will S Flip Vertical
appear. : i
. ) ) e | dlv Flip Horizontal
3. Select the desired rotation option.

The object will rotate. T More Retation Options..
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Grouping objects

At times, you may want to group multiple objects into one object so they will stay together if they are moved or
resized. Often, this is easier than selecting all of the objects every time you want to move them. Shapes, clip art, and
text boxes can be grouped together.

To group objects:
1. Hold the Shift (or Ctrl) key and click the objects you want to group.

2. From the Format tab, click the Group command and select Group.

REFERENCES MAILINGS REVIEW VIEW FORMAT

.1Bring Forward - |: - 4u=|] -
e €. -
0 Send Backward ~ LI+

1 Wrap G | h h
Text - Okt Selection Pane E-_EH: Group

Arrange I} o L=

L3

4

3 4 Group

Join objects together to move and
format them as if they were a single

& T object.

T —

3. The selected objects will now be grouped. There will be a single box with sizing handles around the
entire group to show that they are one object. You can now move or resize all of the objects at once.

If you want to edit or move one of the objects in the group, double-
click to select the object. You can then edit it or move it to the

desired location.
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To ungroup objects:

Select the grouped object you want to ungroup.

2. From the Format tab, click the Group command and select Ungroup.

REFEREMCES  MAILINGS  REVIEW  VIEW FORMAT FORMAT

B, - - "
1 Bring Forward .|¢_. E[l 3300 )

0 Send Backward - IF] -

Position Wrap Cron 1 " -
- Text ~ E[} Selection Pane i b
Arrange IEI Ungroup e Fl
2 3 4 I} 3 B
£ Ungroup
o Break the connection between
— = grouped nbjlect:: s0 that you can
= move them individually again.
3. The objects will be ungrouped.

- 90 -
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Chapter-20 Tables

Introduction

A table is a grid of cells arranged in rows and columns. Tables are useful for various tasks such as presenting text
information and numerical data. In Word, you can create a blank table, convert text to a table, and apply a variety
of styles and formats to existing tables.

BHS 0% ==
To insert a blank table: HOME | INSERT = DESIGN  PAGE LAYOUT
E Cover Page - D SmartArt
[ Blank P ) % - rﬁ r‘<>/ Elr:h
1. Place your insertion point where you want the table to - TS fable  Pictures Online Shapes " art
appear, then select the Insert tab. "1 Page Break - Pictures ~ @4 Screensho
2 ClICk the Table command Pages Table@ INustrations
L Add a Table ;
= Atable is a great way to organize

information within your document.

3. A drop-down menu containing a grid of squares will @ Tell me more
appear. Hover the mouse over the grid to select the [
number of columns and rows in the table.

- ¢ T =- = . . .
ﬁ b 4. Click the mouse, and the table will appear in the
HOME INSERT DESIGMN PAGE LAYOUT document
Bi Cover Page ~ % | rﬁ_} ] SmartArt .
[l Blank Page . p;(ti Sﬁg uin Chart 5. You can now place the insertion point anywhere in
1 Page Break = Pictures - @y Screensh the table to add text.
Pages S5x4 Table
= I I I
- I [ |
I I #
I [ { Maonday Tuesday Wed
IZIIZIIZIIZI@IZIIZIIZIIZIIZI
AN A /|
I /| o
o |
A Insert Table... [
[ Draw Table T
B =% Conwert Textto Table o
Excel Spreadsheet
El CQuick Iables »

To move the insertion point to the next cell, press the Tab key while typing. 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:

In this example, each row of information contains an item name and price, separated by tabs. Word can convert
this information into a table, and it will use the tabs to separate the data into two columns.

1. Select the text you want to convert.

1 g 1 2 E 4
Menu Items $828.45
Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $277.75
Service Fee (18% of menu items ordered) $12233
Total Cost  $1,363.68

s
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HOME INSERT DESIGM PAGE LAYOUT
B Cover Page ~ D ,j‘ ’-—*“ﬁ. r
O lag <O =
E‘Blank Page Table  Pictures Online Shapes SmartArt
2. From the Insert tab, click the Table command. 1 Page Break b Pictures -
Pages Insert Table stions
3. Select Convert Text to Table from the drop-down = o o [
menu. N
~ I O Me
4., A dialog box will appear. Choose one of the options EEEEEEEEEE Pa
in the Separate text at: section. This is how Word I
knows what text to put in each column. N B
- o o Se
EA Insert Table...
m’ Draw Table To
D e
Mumber of columns: lil m Q_uicchables N
Mumber of rows:

AutoFit behavior

@l Fixed column width: | Auto

2

Cl AutoFit to contents

() AutoFit to window 5. Click OK. The text appears in a table.
Separate text at
() paragraphs () Commas *
O other. |- | Menu Items $828.45
Paper Items (Plates, silverware, cups) $135.15
ok || caneel | Rental Equipment (Tables, chairs_linens) | $277.75
Service Fee (16% of menu items ordered) | $122.33
Total Cosf $1.363.68

Modifying tables

It's easy to modify the look and feel of any table after adding it to a document. Word includes different options for
customizing a table, including adding rows or columns and changing the table style.

To add a row or column:

1. Hover the mouse near the location where g:ggrl:éﬁz Flaies Sivenias o) ?gg‘:g
t to add I th - - — -
Zlci)gkv‘tlﬁg plc:‘: Siganrg:/\;to; F():Selér:;r.]' en Rentgl Equipment (Tables, f:ha\rs, linens) 227.75
Service Fee (18% of menu items ordered) 122.33
2. A new row or column will appear in the
table.
3
Menu ltems $828.45
Paper ltems (Plates, silverware, cups) 13515
Rental Equipment (Tables, chairs, linens) 227.75
Service Fee (18% of menu items ordered) 122.33

Alternatively, you can right-click the table, then hover the
mouse over Insert to see various row and column options.

B T =% -4~

KK

= - B
= . -
= +

L_>_|<v

= ¥ Insert Delete

b4

nhn-r T e fDlainn' S“Verware, Cups)
o lables, chairs, linens)

4 [

-

Y

f menu items ordered)

Paste Options:

Table Properties...

Hyperlink...

G P al

Mew Comment

i
-y
|
I& Define
Synonyms 4
E‘g Tranzlate
ﬁa Search with Bing
Insert ¥ | EH Insert Columns to the Left
Delete Cells... B Insert Columns to the Right
E  Split Cells... EH Insert Rows Above
Border Styles » I:] Insert Rows Below |}
Uﬁ Text Direction... Em Insert Cells...




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

To delete a row or column:

1. Place the insertion point in

the row or column you want to delete.

2. Right-click the mouse, then select Delete
Cells... from the menu that appears.

3. A dialog box will appear. Select Delete entire
row or Delete entire column, then click OK.

() Shift cells left
() shift cells up

D Delete entire row

(®)Delete entire columni

4. The column or row will be deleted.

To apply a table style:

1. Click anywhere on the table, then click
the Design tab on the right side of the

Ribbon.

2. Locate the Table Styles group, then click
the More drop-down arrow to see all

available table styles.

INSERT ~ DESIGN ~ PAGELAYOUT ~ REFERENCES

MAILINGS ~ REVEW ~ VIEW  DESIGN

5

2227 | Shading  Border

hor e

‘E More

irst Column EeeEe————
atColumn | -2 2:
anded Calurmns
ptions Table Styles
i 1 2 !
7]
Category
Menu Items

our table,
0 ¥

Beverage Items

Paper Items (Plates, silverware, cups)

Rental Equipment (Tables,_chairs, linens)

Service Fee (18% of menu items ordered)

of your table, Hover

Total

$1 document.

4. The selected table style will appear.

T

-93 -

% cu =
3
E‘;@ Copy 5
[ Paste Options: 5
o
[ 33
IE] Define -
Synonyms »
B Translate
€3, Search with Bing
Insert »
Delete Cells...
E  Split Cells...
Border Styles »
|Iff Text Direction...
Efy Table Properties...
&, Hyperlink...
P MNew Comment
BHS &V = Service Invoice - Sabrosa - Word TABLETOOLS
HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES ~ MALINGS  REVIEW  VIEW  DESIGN | LAYOUT

&

[ Header Row [ First Column
[ Total Row

1+/] Banded Rows

Last Column

Banded Columns

Table Style Options

LAYOUT

Yopt

i

B
E Pen Color~

Borders

Quickly change the visual style of

3 Eoch style uses a wnique
q combination of borders and
shading to change the appearance

overastylein

$ the gallery to preview it in your

Menu ltems
Beverage Items

Table Styles

&

cam Shading

Border
Syles~ i Pen Color

Borders

] i 1 1 l% s [ |

Category Amount

Menu Items 828 45

Beverage Items 5.5

Paper ltems (Plates, silverware, cups) 5.1

Rental Equipment (Tables, chairs, linens 777

Service Fee (18% of menu items ordered) 22.3

Total 679.18

3. Select the desired style.

Plain Tables

Grid Tables

D]

Paper Items (Plates, silverware, cups)

Rental Equipment (Tables, chairs, linens)
Service Fee (18% of menu items ordered)
Total

$828.45
$315.50
$135.15
$277.75
$122.33
$1,679.18
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To modify table style options:

_04 -

Once you've chosen a table style, you can turn various options on or off to change the appearance of the table.
There are six options: Header Row, Total Row, Banded Rows, First Column, Last Column, and Banded

Columns.

1. Click anywhere on the table.

2. Click the Design tab on the right
side of the Ribbon,
then check or uncheck the desired
options in the Table Style
Options group.

3. The table style will be modified.

Menu ltems
Beverage ltems

Paper Items (Plates, silverware, cups)

Rental Equipment (Tables, chairs, linens)
. = .

Total

lﬂ! HOME  INSERT DESIGN  PAGELAYOUT ~REFERENCES MAILINGS

REVIEW

Header Row First Calurnn
D Last Column

MERE

O

Shading

Tatal Row
anded Rows || Banded Columns
Table Style Options Table Styles
Total Row z E

Display special formatting for the
last row of the table.

o

- Styles~ Epeﬂ Calor

VIEW | DESIGN

% pt ——

Border

Border
L |

$828.45
$315.50
$135.15
$277.75

$1,679.18

Depending on which Table Style you're using, certain Table Style Options may have a somewhat different
effect. You may need to experiment to get the exact look you want.

To add borders to a table:

1.

Select the cells you want to add a
border to.

From the Design tab, select the
desired Line Style, Line Weight,
and Pen Color.

5]
Category Amount
Menu Items $828 45
Beverage ltems $315.50
Paper Iltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $277.75
Service Fee (18% of menu items ordered) $122.33
Total $1,679.18
]

The border will appear around the selected cells.

Category Amount
Menu ltems $826.45 Amount
Beverage ltems $315.50 $828.45

- $31550
Paper ltems (Plates, silverware, cups) §$135.15 $135.15
Rental Equipment (Tables, chairs, linens) $217.75 $277.75
Service Fee (18% of menu items ordered) $12233 $122.33

$1,679.18 |

Total $167918 |

TABLE TOOLS ? 3. Click the Borders drop-down arrow.
VIEW DESIGN LAYOUT M 4 Select the desired border type from the menu
that appears.
s==E IQI 2Ypt . TABLE TOOLS ? B - 0O %
-~ = [_|Shading Borde forders VIEW DESIGN | LAYOUT
T - Stylesf L# Pen Color - - .
Borders Ql o 2% pt N
- - - —| Shading  Border Borders Border
s B [ 7 - - Styles~ LZ pen Color~ ~  Painter
Ba [ Bottom Border
3 5 8 6

i Top Border
i Left Border

Right Border
Mo Border
All Borders

Outside Borders

Y Inside Borders

{ Inside Horizontal Border

Inside Vertical Border

i)
=
0o

Horizontal Line
Draw Table
View Gridlines

Borders and Shading...
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Chapter- 21 Charts

Introduction

A chart is a tool you can use to communicate data graphically. Including a chart in your document can allow your
reader to see the meaning behind the numbers, and it can make showing comparisons and trends easier.

Types of charts

Word has several types of charts, allowing you to choose the one that best fits your data. In order to use charts
effectively, you'll need to understand how different charts are used.

Click the arrows in the slideshow below to learn more about the types of charts in Word.

yw
D B =

Word has a variety of chart types, each with its own advantages. Click the arrows to see some of the different
types of charts available in Word.

Column Line

5140000

§140,000

s10000

120,000
s100000
= Classics
5100,000 se0000 Mystery
= Classics = Romance
580,000 Mystery 560,000 = SChFi & Fantasy
u Romance = Yourg Adult

560,000 u Sck-Fi & Fantasy

# Young Adut

. I 1 il e il I
o s

w012

°
—
12
— Classics,
$18,580
—
2011
= Classics
= Classics
— Hsteny "‘”
ystery
B —————————— = flomance
= Romanee
= SchFI& Fants
I chFI & Fantasy = Sci-Fi & Fantasy
= Young Adut

= Young Adult

0 $20000  $40000  $60000  $30000  $100000  $120000  $10,000
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Area

$350,000
$300,000
smemon T
$250,000
= Classics
$200,000 Mystery
= fRomance
$150,000 = ScHFI & Fantasy
= Young Adult
$100,000
$50,000
“ Ll L.

Gmia

2008 2009 2010 2011 2012

Identifying the parts of a chart

Click the buttons in the interactive below to learn about the different parts of a chart.

Fiction Book Sales
$130,000.00
$100,000.00
$80,000.00
n
:I:ﬂ M Young Adult
g $60,000.00 Classics
I;InJ W Mystery
v
E $40,000.00 mRomance
o W 5ci-Fi & Fantasy
$20,000.00
$0.00
2006 2007 2008 2009 2010
Year

Inserting charts

Word uses a spreadsheet as a placeholder for entering chart data, much like Excel. The process of entering data is
fairly simple, but if you are unfamiliar with Excel you might want to review our Excel 2013 Cell Basics lesson.

FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

Bi Cover Page - L_\ r‘\’) ™ ‘ & Hyperlink
To insert a chart: [ Blank Page FE ldd @B M o & 3 P Bookomare
. Table  Pictures Online Shapes SmartArt Chart Screenshot Appsfor  Online
*— Page Break - Pictures - - Office~  Videa E_I| Cross-reference
1. Select the Insert tab, then Pages labiee - llustrations Apps  Media Links
. . L
click the Chart command in & AddaChart
the Illustrations group. s Make it easy to spot patterns and I

~ trends in your data by inserting a
bar, area, or line chart.

Bi
2. A dialog box will appear. - .

Select a category from the left @ Tellmemore
pane, and review

the charts that appear in the right pane.




SARVA EDUCATION (SITED) (An LT & Skill Advancement Training Programme) -97-

All Charts
™ Recent Wy Al &
Templates \Z E EZ [;; &X E; ;%F
lad Column Ly
| Line Line with Markers Line with Markers|
3. Select the desired chart, then click OK. ® Pie . =
E b . Selecta
. category and
M Area . then select
| XY (Scatter) achart
|iall  Stock Ty = _—
B suface —
¥  Radar
. |y Comba
4. A chart and a spreadsheet will appear. The data
that appears in the spreadsheet is placeholder
source data that you will replace with your own
information. The source data is used to create the
-: - -_Eantel
Word chart. = |
i 5. Enter your data into the worksheet.
s
.
.
5 mHeS - F Chart in Microsoft Word X
. A B C D E F G H |
1 Series1  Series2  Series3
[ =R Chartin Micrasoft Word ER— 2 January 13 24 2
= ; 3 February 2.5 4.4 2
Series1 |Series?  Series3 e npeal
in the chart 4 [Man 35 13 3
Category 1 43 24 2|
Category 2 25 24 5 5 |Category4 4.5 2.8 5
Category 3 3.5 18 3 6
Category 4 4.5 2.8 5 i -
- ! ] A 0
] ] [
6 If necessary click and i H - @ EE}I Chart in Microsoft Word x
. I
drag the lower-right A 8 c D E F G H =
corner of the blue line to 8 |luly $20,000
increase or decrease 9 |Ragust 518,000
the data range for rows 10 |september| $18,000 D
and columns. Only the data 11 joctobes 16,000
R 12 |Movember | 518,000
enclosed by the blue lines
. . 13 |December $23,000 ]
will appear in the chart. a i =
[« 0]

7. When you're done, click
the X to close the spreadsheet.

8. The chart will be completed.

£
I % Bumble & Moore's Book Sales in 2013
H \1 Maonthly Sales
Close| 23,000
520,000
J $15,000
£10,000
3,000
50
P T &
&L o

You can edit the chart data at any time by
selecting your chart and clicking the Edit
Data command on the Design tab.

——Monzhly Sdles

CHART TOOLS

]
Bl
|

a
x

VIEW DESIGM FORMAT

U E OB = M

F Switch Row/ Select  EditlgRefresh Change
Colurmn Data Data~ Data  Chart Type

Data Type -~

[IEPRPY FAIIFIFS SRR .
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Creating charts with existing Excel data

- 08 -

If you already have data in an existing Excel file that you would like to use for a Word chart, you can transfer the
data by copying and pasting it. Just open the spreadsheet in Excel, select and copy the desired data, and paste it
into the source data area for your Word chart.

You can also embed an existing Excel chart into your Word document. This can be useful when you know you'll need
to update the data in your Excel file and would like the Word chart to automatically update whenever the Excel data
is changed.

Modifying charts with chart tools

There are many ways to customize and organize your charts. For example, Word allows you to change the chart
type, rearrange a chart's data, and even change the layout and style.

To change the chart type:

If you find that your data isn't well suited to a certain
chart, it's easy to switch to a new chart type. In our
example, we'll change our chart from a line chart to

a column chart.

1.

2.

4.

Select the chart you want to change.
The Design tab will appear on the right side of
the Ribbon.

From the Design tab, click the Change Chart
Type command.

VIEW DESIGN FORMAT
. .\ =
N R | [N
Switch Rowy/ Select Edit Refresh Change
Column Data Data~ Data  Chart Type
Data Type S
Change Chart Type
2( B Change to a different type of chart.
4
— |3
2
1
o
iz 3 4 5
. [TF1 I

The chart will change in the document.
Bumble & Moore’s Book Sales in 2013

Monthly Sales

.J|\HHH

\9@?#"‘?‘5"\ F
é’ & f@*ﬁ

3.

PAGELAYOUT  REFERENCES ~ MAILINGS — REVIEW  VIEW
[0 -]a & Aa-| % iz welEe e
cx, ¥ | A-W-A-|=E=== = | D- -

Font & Paragraph n
Euw‘~1-‘-|‘--1--‘|-‘-3~w‘u4-~|‘--s--‘|-‘-5‘-‘
Bumble & Moore's Book Sales in 2013
= 5|

Monthly Sales N
e
200 %

000
000
000
-

g

St & o e ?,. - ‘”ﬁ

—ma

[ -

DESIGN

T Normal

FORMAT

AaBbCeDc AaBbCcDc A3

TNoSpac.. He:

A dialog box will appear. Select the desired

chart type, then click OK.

All Charts

™ Recent

Templates

i
o
g
=
3
el

Clusi Clustersd Column

Pie ey s

RV Yy

> g
]

XY (Scatter)
Stock
Surface

Radar

EXBEESMe &

Combo
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To switch row and column data: Bumble & Moore's Book Sales in 2009-2013
Sometimes you may want to change the way Chart:Title
charts group your data. For example, in the chart below the e
book sales data is grouped by genre, with columns 510,000
for each year. However, we could switch the rows and caopon
columns so the chart will group the data by year, with
columns for each genre. In both cases, the chart contains 550000
the same data; it's just organized differently. sa0000
$20000
sul n I (] |I| lIl lll
1. Select the chart you want to modify. The Design tab dasics Mysery Romance  SSAEFaumy  VYoung Adut
W|” appear. W2009 W2010 W2011 W2012 W2013
2. From the Design tab, select the Edit Data command
in the Data group.
CHARTTOOLS T EH - 0O X 3 Click the chart again, then select the Switch
VIEW  DESIGN | FORMAT Row/Column command in the Data group.
= B bk
) oy W I I REVIEW  VIEW DESIGN FORMAT
Switch Row/ Select = Edit la®efresh Change
Column  Data Data~ Data  Chart Type = @ ? " =
Data ) Type ~ IHHMM :]i = % Jﬂ;-'}' I I
5. .1 .. .6. .. ) Edit Data | _.._;___;'Q = Switch Row/ Select Edit Refresh Change
~ Column I} Data Data~ Data  Chart Type
Drata Type
4. The rows and columns will be switched. In our “1+ 5] Switch Row/Column

example, the data is now grouped by year, with

columns for each genre.

$120,000

$100,000

sa000
s60000
sa0000
~
. Il
2009

200 20

NCiasscs WMysey HRomance

Chart Title

||‘ ulll ||‘|‘
1 202 2013

Bumble & Moore’s Book Sales in 20098-2013

W5G-A & Fantasy W Young Adult

To change the chart layout:

in 2009_20 Swap the data over the axis.

| Data being charted on the X axis will
move to the ¥ axis and vice versa.

We've noticed that when numeric data has
been entered in the first column of the
spreadsheet, switching rows and columns may
cause unexpected results. One solution is

to type an apostrophe before each number,
which tells the spreadsheet to format it

as text (instead of a numeric value). For
example, the year 2013 would be entered

as '2013.

ih H - @- B Chart in Mic

A B e D
1 Classics Mystery | Romance
2 2009 418,000  $80,000 111,000
3 [2010 $29,000  $82,000 $100,000
4 2011 $15,000 $43,000  $85,000
5 12| $8,000 541,000  $80,000
& 013] $17,667 522,500 67,000
7 1

Add an apostrophe

before numeric data
in the first column

Word's predefined chart layouts allow you to modify chart elements—including chart titles, legends, and data
labels—to make your chart easier
to read.

1.

Select the chart you want to
modify. The Design tab will
appear.

From the Design tab, click
the Quick Layout command.

EHS 09 == Books Sales - Bumble_Moore - Word CHARTTOOLS
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW  DESIGN  FORMAT
= | ee [ — = = I == = A s s . il

wll = 0l (= AT T L

Add Chart Qu'lckkt:hange t ,II:I_H | Jil ||| BB ] MR = switch Rows Select  Edit Refres

Element - Layout~ Colors~ - — Column  Data Dataw Data
Chart Layouts Chart Styles Data

g Quick Layout 1 H 3 s s 6. - Juay

Change the overall layout of the
chart,

Bumble & Moore's Book Sales in 2009-2013
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3. Select the desired predefined layout from the menu that appears.

FILE HOME IMSERT DESIGM 4.

L e
1'% % |
Add Chart  Quick ~ Change || |!|H Ill
Element - Layout~ Colors~

The chart will update to reflect the new layout.

Bumble & Moore’s Book Sales in 2009-2013

Chart Title

Chart Lz $120,000
L 5100,000
P 580,000
E 560,000
=
B 540,000
520,000
" o - i
2009 2010 2011 2012 2013
i mClassics 518,000 $80,000 5111,000 33,000 $101,000
u Wystery 529,000 582,000 5100,000 510,000 398,000
= Romance 515,000 543,000 $85,000 515,000 372,000
X W5ci-Fi & Fantasy 58,000 541,000 $80,000 514,000 588,000
! m Young Adult 517,667 522,500 457,000 517,500 73,500
-~
To change a chart element (such as the chart title), click the element and begin typing.
Sales by Ye
I Chart Title
To change the chart style:
Chart styles allow you to quickly modify the look and feel of etz RIS el Lt ROBMAT
your chart. = [t jmﬂwuum W ’_{ . ? 5 ﬂ]pﬂ
1. Select the chart you want to modify. The Design tab will = e Switch Row/ Select  Edit  Refresh
Calurmn Data Data~ Data
appear.
Data
2. From the Design tab, click the More drop-down arrow in ) P
the Chart Styles group. More
Book Sales in 200¢ Change the overall visual style of
the chart.
3. A drop-down menu of styles will appear. Select the style you want to use.
ERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW ~ VIEW  DESIGN ~ FORMAT

: JHMJ |Hl\

Pl
=
. —— =]
—— AL
=
=

Jhlml

Style 3
4=l

liia

& 7

Switch Row/ Select Edit Refres
Column  Data Dataw Data
Data
[ & 1

013
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4. The chart will appear in the selected style.

Bumble & Moore's Book Sales in 2009-2013

=
=
=
o
|

Sales by Year

- 101 -

You can also use the chart formatting shortcut buttons to quickly add chart elements, change the chart style,

and filter the chart data.

Bumble & Moore's Book Sales in 2009-2013

5120,000
5100,000
SE0,000

560,000

Revenue

$40,000
520,000
50

m Classics

m Mystery

= Romance

W 5Ci-Fi B Fantasy
m Young Adutt

2005

51E,000
528,000
515,000
58,000

517,667

Sales by Year

Lh_N

2010
$80,000
582,000
543,000
541,000
522,500

7011
5111,000
5100,000
455,000
$E0,000
$67,000

2012
48,000

510,000
515,000
514,000
517,500

203
£101,000
$88,000
472,000
488,000
573,500
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ter-22 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

X FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
To run a Spelling and Grammar check: : .
ABC 8z IJ )\3 £ Previous N | All Markup - -
. . T3 Next 7 Show Markup ~ L)

1. From the Review tab, click Spelling & . language  New  Delete Track o Accept '
the Spelling & Grammar [z - Comment [EH Show Comments Changes - [=] Reviewing Pane - |
Grammar command Proofing Comments Tracking [F} Changes

Spelling & Grammar (F7) e L i i -—_ar ., L. -—-- . .
Typos? Mot on our watch. Let us
check your spelling and grammar.

2. The Spelling and Grammar pane will appear. For each error in your document, Word will try to offer one

or more suggestions. You can select a suggestion and click Change to correct the error.

prep— — 3. Word will move through each error until you have
_ reviewed all of them. After the last error has been

Markup - M e reviewed, a dialog box will appear confirming that the
bw Markup - Accept € Compare Protect spelling and grammar check is complete. Click OK.
fiewing Pane - - 2 - -
g [F] Changes Compare ~

Spelling Mt

exceeedingly

| lgnare | | lgnore All | | Add |

o Spelling and grammar check complete. You're good to go!

exceedingly

L

April 13,2013

Ms. Ella Jackson

If no suggestions are given, you can Human Resource Manager

99 9 1Y N ) 1234 Modern Street Dri
manually type the correct spelling in your Trenton, NJ 08601 Corrections
document. can be made in

Dear Ms. Jackso the document

ITam exceeﬂingly interested in the Junior Marketing position with Top Tier Telephones, and
I 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

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 people's names, 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:
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For spelling "errors":
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Spelling S
° Ignore: This will skip the word without changing it. DeWhitt
I I Al | | Add
° Ignore All: This will skip the word without changing it, and it | ’9"0§| | g | | = |
will also skip all other instances of the word in the document. Dewitt
DeWitt
° Add: This adds the word to the dictionary so it will never come
|
up as an error. Make sure the word is spelled correctly before
choosing this option.
Grammar N e
detail
details
° For grammar "errors":
° Ignore: This will skip the word or phrase without changing

Subject-Verb Agreement

The subject and verb should agree in
number. They should both be singular, or
they should both be plural.

For grammar errors, Word provides an explanation for why it
thinks something is incorrect. This can help you determine
whether you want to change or ignore it.

= Instead of: What was Stephen and Laura like
as schoolchildren?

= Consider: What were Stephen and Laura like
as schoolchildren?

= Instead of: Tom watch the snowy egret stab
at the fish,

= Consider: Tom watches the snowy egret
stab at the fish.

Automatic spelling and grammar checking

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

° The red line indicates a misspelled
word. Working toward my degree, [ was employed as a marketing assistant

° The blue line indicates a company. In addition to assisting the company with there W Grammar
grammatical error, including misused to help the marketing specialist develop and carry through ideas for th CLls
words. commercial. [ would like to use I gained at Fresh Foods {6

Spelling
error

s reaching a broader audience across
g in May and will be available for

company acheive m
country. I will complete my deg

employment in early June.

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.

In previous versions of Word, grammar errors were marked with a green line, while contextual spelling errors
were marked with a blue line.
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To correct spelling errors:

1.

You can also choose to Ignore All instances of an underlined word

Right-click the underlined word. A menu will appear.
Select the correct spelling from the list of suggestions.

The corrected word will appear in the document.

or add it to the dictionary.

To correct grammar errors:

1.

- 104 -

Enclosed is a copy of my resume, which
Within the next week, [ will contact yoy
and I'll be happy to answer any questid

con$ deration.

consideration

Sincerel
v, confederation lk
considerations
Jane Flores
lgnore All

Add to Dictionary

% Hyperlink...
9 Mew Comment

Right-click the underlined word or phrase. A menu will appear.

Select the correct spelling or phrase from the list of suggestions.

The corrected phrase will appear in the document.

Jrm that y details il 4
Fou may h oy
Ignere Once
D Grammmar...
% Hyperlink...
[

1y m my qualifications for t]

Mew Comment

You can also choose to Ignore an underlined word or phrase or go to
the Spelling & Grammar pane for information about the grammar rule.

To change the automatic spelling and grammar check settings:

1.

2.

si

The dialog box gives you several

Click the File tab to go to Backstage view, then click Options.

A dialog box will appear. On the left
de of the dialog box, select Proofing. Info

options to choose from: Mew

(¢]

(¢]

If you don't want Word to
automatically check spelling,
uncheck Check spelling as you
type.

COpen

Save
If you don't want grammar Save As

errors to be marked,

uncheck Mark grammar errors Print
as you type.

Share

Account

Options

L3

Info

Cover Letter - Word

Cover Letter

My Documents = Documents Librany » Cover Letters

»

Protect
Document

2

Check for
Issues ~

Protect Document

Control what types of changes people

can make to this document.
-

Inspect Document

Before publishing this file, be aware
that it contains:

B  Document properties and
author's name

Versions

7] There are no previous versions of
this file.

If you don't want Word to check for contextual errors, uncheck Frequently confused words.
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General
Displa
Save
Language
Advaneed
Customize Ribbon
Quick Access Toolbar

Add-Ing

I rust Center

ﬁ CJ Change how Word rarrects and formats your text.

Autolorrect options
Change how Word corrects and =
formats text as you : AutoComect Options...
‘When correcting spelling in Microsoft Office programs

Ignore words in UPPCRCASD

Ignore words that contain numbers
] Ignore Imternet amd file ad dresses

[v] Flag repeated words

] kntorce accented uppercase in French
] Suggest frem main dictionary enly

French modes:  Traditional and new spe!lings@
Spanish modes: :Tuten verb forms only zl

‘When correcting spelling and grammar in Word

[ Check spelling as you type
Mark grammar errors as you type
Frequently confused words

Check grammar with sp:ling
] Show readability statistics

Exceptions for: :ﬂ] All New Documents: EI

] Hide gpelling errors in this decument only

] Hide grammar errors in this document only

By default, Word does not check for sentence
fragments (incomplete sentences) and run-on
sentences. To turn on this feature,

click Settings in the dialog box, then check
the box next to Fragments and Run-ons.

Writing style:

Grammar Only

Grammar and style options:

Require
Comma required before last list item:
Punctuation required with quotes: u
Spaces required between sentences: u

Grammar:

Capitalization
Fragments and

E* isused words
Negation
Naoun phrases

Possessives and plurals
Punctuation
Questions

oK | cancel

| ResstAl |

If you've turned off the automatic spelling and/or grammar
checks, you can still run a check by going to the Review tab and clicking the Spelling & Grammar button.

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.

1. Click the File tab to go to Backstage view, then click Options.

®

Info

Cover Letter
My Documents = Do

Print

Share @

Check for
Issues -

Manage

Versions =

Cower Letter - Waord

cuments Library = Cover Letters

Protect Document

Control what types of changes people
can make to this document.

Inspect Document
Before publishing this file, be aware
that it contains:
H  Document properties and
author's name

Versions
71 There are no previous versions of
this file.
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2. A dialog box will appear. On the left side of the dialog box, select Proofing.

3. Check the box next to Hide spelling errors in this document only and Hide grammar errors in this
document only, then click OK.

Exceptions for: | Cover Letter IZI

Hide spelling errors in this document only

IEL}HME grammar errors in this decument only

4. The lines in the document will be hidden.

If you have more than one document open, click the drop-down box next to Exceptions for: and select the
desired document.

When correcting spelling and grammar in Word

Check spelling as you type

Mark gramrmar errors as you type
Frequently confused words
Check grammar with spelling

] Show readability statistics

Writing Style: |Grammar Only EI Settings...

| Recheck Document |

Exceptions for: [ Cover Letter "

[ Hide spelling wiz| All New Documents
[] Hide gramma g Cover Letter h,
Post Interview Thank You Letter

| oK | | Cancel

L
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Chapter-23 Track Changes and Comments

Introduction

Let's suppose 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 To-Whem-t-May-CoreernDear Mr. Powell:
change you make to the document will

appear as a colored markup. If you

Sheelzettsxtte\i\(ltlil IE:’S:;SCS“:: p(fjtar;I;lee:gé enjoyed meeting with you and touring the facility. | was very impressed with the layout of the

text. it will be underlined. This allows showroom and with the competence of the staff at yevreemparyQuality Furnishings. | would love the
you ’to see edits before malking the chance to work in such a productive and very supportive atmosphere.
changes permanent.

Thank you for taking the time to meet with me last Thursday about the Sales Associate position. |

If there are multiple reviewers, each person will be assigned a different markup color.

MAILINGS REVIEW VIEW

BN

E Show Markup -

To turn on Track Changes:

1. From the Review tab, click the Track

sious  Mext Show Track
Changes command.

Comments Changes'RE\‘iEWing Pane ~

Tracking P
2. Track Changes will be turned on. From
this point on, any changes you make to
the document will appear as colored Fewherm-HMay-CencaernDear Mr. Powell: I
markups.

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:
Thank you for taking the time to meefuith me last Thursday about the Sales Associate positian, |

1. Select the change you want to accept or enjoyed meeting with you and touring the facility. | was very impressed with the fayout of the
reject. showroom and with the competence of the staff at yeursermparyQuality Furnishings, | would love the

thance to work in such a productive and very supportive atmosphere.

2. From the Review tab, click
the Accept or Reject command.

i REVIEW | VIEW 3. The markup will disappear, and Word will

B}' Eﬁ ) Previous automatically jump to the next change. You can

B Show Mark ) Next continue accepting or rejecting each change
ow Viarkup =

Show Track Accept Reject until you have reviewed all of them.
Comments  Changes = Rewewlng Pane ~ - -
Tracking [F] Changes

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
showroom and with the competence of the staff at yewreempamyQuality Furnishings. | would love the
chance to work in such a productive and very supportive atmosphere.
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2 REVIEW VIEW

4.  When you're finished, click the Track E ET?'} EE

Changes command to turn off Track Changes. m; Show Markup =
Show Track
Comments  Changes = Reviewing Pane ~

Tracking P
Ch C, a Previous @
& [
2 Mext
i Accept Reject Compare Elock  Restrict
To accept all changes at once, click the Accept drop- - - - Authors - Editing
down arrow, then select Accept All. If you no longer Accept and Move to Next Protect
want to track your changes, you can select Accept All Aecent This Ch
- CCE| 1= ange
and Stop Tracking. Ll AecER g
Accept All Changes h
Accept All Changes and Stop Tracking

Track Changes viewing options

If you have a lot of tracked changes, they may become distracting if you're trying to read through the document.
Fortunately, Word provides a few different ways to customize how tracked changes appear, including the option
to hide tracked changes.

55 REVIEW VIEW

E E% 5 | Al Markup ‘h £ Previous

Show Markup ~ ':)j Mext

To hide tracked changes:

1. From the Review tab, click the Display for Show Track o Accept Reject
Review command. The Display for Review Comments Changes » [2] Reviewing Pane. - M M
command is located to the right of the Track Tracking i Changes
Changes command. Display for Review

Choose how you'd like to see
changes in this document.

2. In the drop-down menu, there are four
options:
o 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. o REVIEW VIEW
3. Select the desired option from the drop-down menu. In e
our example, we'll select No Markup to preview the final E == Er= All Markup -
version of the document before accepting the changes. = Simple Markup
Show Track Al Marku
Comments | Changes~ T P
Trat C_L .ar e %
Original

You can also click the marker in the left margin to switch between Simple Markup and All Markup.

i} Dear Mr. Powell:
Clickte h'_d._e.'fr_ECKEd _c_h_a?_gfs.'_g the time to meet with me last Thursday about the Sales Associate
enjoyed meeting with you and touring the facility. | was very impressed with the layou
I showroom and with the competence of the staff at yewresempasyQuality Furnishings.

chance to work in such a productive and very supportive atmosphere.

Hiding Track Changes is not the same as reviewing changes. You will still need to accept or reject the
changes before sending out the final version of your document.
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To show revisions in balloons:
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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.

2.

5 REVIEW VIEW

=k (VI ) S =]
E Brens | [

From the Review tab, click Show Markup =* Balloons =* Show Revisions in Balloons.

i -
Javier Flores "

L 08

B show Markup = _ Mext 5 i
Show Track Accant Reject Compare Elock  Restrict  Linked
Comments  Changesv v Lomments - - Authors - Editing  Motes
v Ink Changes Compare Protect Onellote -

v Insertions and Deletions
v Formatting
@: Balloons 3

Specific People 4 Show All Revisions Inline

Show Revisions in Balloons l,\\)

v Show Only Comments and Formatting in Balloons

Dear Mr. Powell:

Thank you for taking the time to meet with me last Thursday about the Sales Assodiate position. |
enjoyed meeting with you and touring the facility. | was very impressed with the layout of the

Most revisions will appear in the right margin, although any added text will still appear inline.

I Javier Flores

showroom and with the competence of the staff at Quality Furnishings. | would love the chance to work
in such a productive and very supportive atmosphere.

As we talked about_in our meeting, my many years of sales experience, both in commissioned floor sales
and in the role of Sales Supervisor, would greatly benefit Quality Furnishings. In that time, | have lzarned

I Deleted: your compzny

I Javier Flores

miany technigues that would drive sales and increase customer satisfaction ratings at Quality

: drive

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 use
comments.

To add comments:

1.

Highlight some text,
or place the insertion
point where you want

the comment to appear. Furnishings.

As we talked about in our mesting, my many years of sales experience, both in commissioned floor sales
and in the role of 5ales Supervisor, would greatly benefit Quality Furnishings. In that time, | have learned
many techniques that would drive sales and drive-increase customer satisfaction ratings at Quality

From the Review tab, click the New
Comment command.

DUT REFERENCES MAILINGS REVIEW VIEW

Mew Delete Previous Mext Show Track
Comment Comments | Changes =

Comments

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.

O Javier Flores 5 hours ago b

mﬂ'nan'f ','earsbf sales experience, both in commissioned floor sales
would greatly benefit Quality Furnishings. In that time, | have learned
sales and driveincrease customer satisfaction ratings at Quality

v How mary years? I
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ﬂ_‘ Javier Flores 3 minutes ago | Q”

You can also respond to an existing comment. Just click — " ow many years?

the Reply button and type your response.
Julia Fillory A few seconds ago

Good point! Six years total—I'll add that

detail. |
To delete comments:
(2 Javier Flores 2 minutes ago )
the erior sales training program at ' Should this be capitalized?

1. Select the comment you bup gprog -

want to delete program are sure to bolster sales. | [

Furnishings.
2. From the Review tab, click the Delete command.
3. The comment will be deleted.
PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
g Previous E‘j ES | ANl Markup -
New Next Tr.:fl: El Show Markup - the superior sales training program at
Commen %=| Show Comments  |ghanges (2] Reviewing Pane ~ program are sure to bolster sales. |
Comments Tracking | [Furnishings.
To delete all comments, click PAGE LAYOUT REFEREMCES PMAILINGS REWIEW WVIEW
the Delete drop-down arrow and o [P0 TRrreviews B 55 [an Markup |
select Delete All Comments in rew  Domee [P me Trﬁ Bl Show Markup -
Document. Comment - Show Comments | |Changes = Reviewing Pane ~
757 Delete acking =
Delete All Comments in Document I:é

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).

To compare two documents:

1. From the Review tab, click the Compare command, then select Compare... from the drop-down menu.
REVIEW | VIEW
P. B8 | Al Markup £ Previous D Eﬂ
H E] Show Markup = - aNext . ) =
Show Track ] Accept Reject Compare  Elock  Restrict  Linked
Comments Changes'RE"'E"“‘”QPEma T - M Authors - Editing  Notes
Tracking I Changes Compare...
Compare two versions of a

document (legal blackline). I}

Eﬂ Combine...
=52 Combine revisions from multiple

authors into a single document.

E
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2. A dialog box will appear. Choose your Original 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.

Original document . )
Thank You Letter.docx v Click Browse if

Thank You '~ documentis

Thank You Letter.doo notinlist
Thank You Letter_Edited.do|

3. Choose the Revised document, then click OK.

Original document Revised document

Thank You Letter.doct |E| Thank‘r‘uu Letter Edited.docc |E|

Labgl changes with l:l Label changes with

P
5

4. Word will compare the two files to determine what was changed and then create a new document. The
changes will appear as colored markups, just like Track Changes. You can then use
the Accept and Reject commands to finalize the document.

Compared Document % | Original Document (Thank You Letter-. X

- To Whaom It May Concern: [2]
June 22, 2013

Thank you for taking the time I:I

Roger Powell
& to meet with me last Thursday
Sales Manager N
B T about the Sales Associate
Quality Furnishings

position. | enjoyed meeting

with you and touring the

facility. 1 was very impressed

with the layout of the

showroom and competence of

the staff at your company. | b

125 West Hannover Street
Raleigh, North Carolina 27601

FoWhorrttMay Coreerm:

Dear Mr. Powell:

Revised Document (Thank You Letter B¢ %
Thank you for taking the time to meet with me last Dear Mr. Powell: []
Thursday about the Sales Associate position. |
enjoyed meeting with you and touring the facility. | Thank you for taking the time |:|
was very impressed with the layout of the to meet with me last Thursday
showroom and with the competence of the staff at about the Sales Associate

| youreempanyQuality Furnishings. I would love the position. | enjoyed meeting
chance to work in such a productive and very with you and touring the
supportive atmosphere. facility. | was very impressed

The original and revised documents will appear in a pane to the right that you can use for reference (although
you can't edit them). If you don't see the pane, click Compare =* Show Source Documents =+ Show Both.

] & [ 1.

Compare Elock Restrict  Linked
@ Authors = Editing  Motes

Compare...

Compare two versions of a
document (legal blackling).

EF_% Combine...
=f=| Combine revisions from multiple
authors into a single document.
Show Source Documents 4 ! Hide Source Documents
Show QOriginal
Show Revised

Show Both

| s
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ng 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 finalize and protect your document.

Document Inspector

Whenever you create or edit a document, certain personal information may be added to the file automatically. You
can use the 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 the Document Inspector.

To use the Document Inspector:

1. Click the File tab to go to Backstage view.

2. From the Info pane, click Check for Issues, then select Inspect Document from the drop-down menu.
Report - Westbrook-Parker - Word
3. The Document Inspector will appear.
Info Check or uncheck the boxes, depending on

the content you want to review, then
click Inspect. In our example, we'll leave
Brotect Document everything selected.

» Control what types of changes people can make to this document. x
Protect
Document =

Report - Westbrook-Parker

My Docurnents

To check the document for the selected content, click Inspect.
Comments, Revisions, Versions, and Annotations ~
N Inspect Document
9} Inspects the document far comments, versians, revision marks, and ink annotations,
Befare publishing this file, be aware that it contains:
= Document properties
5 Headers ties and Personal
& spect D Inspects for hidden metadata or personal information saved with the document.
El Check the document for hidden properties [\ les are unable to read
or personal information. ves properties and personal information Task Pane Apps
[‘; Check Accessibility bin yourfle. Inspects for Task Pane apps saved in the document.
Account @ Check the document for content that people ¥
with disabilities might find difficult to read.
Options Collapsed Headings
E= Check Compatibility
h& Check for features not supported by earler Inspects the document for text that has been collapsed under a heading.
wversions of Worc
Versions ~ Today, 10:45 AM (autosave) Custom XML Data
Inspects for custom XML data stored with this document.
4. The inspection results will show an exclamation
Kk f . h it fi d iall . [¥] Headers, Footers, and Watermarks
mark for any categories where it found potentially sensitive Inspects the document for infarmation in headers, footers, and watermarks.
data, and it will also have a Remove All button for each of
: : Invisible Content
these categories. Click Remove All to remove the data. Inspects the document for objects that are not visible because they have been formatted
as invisible. This does not indude objects that are covered by other objects. o
” s
Review the inspection results, h f d | k I
= 5. When you're done, click Close.

@ Comments, Revisions, Versions, and Annotations

1 des and Personal i Remove All Review the inspection results.
The following document information was found: k N ~

* Doctument properties 9 c isi Versions, and
* Author No items were found.
@ TaskPane Apps @ Document Properties and Personal Information
We did not find any Task Pane apps for Office, Document properties and personal information were successfully removed,
- @ Task Pane Apps
@ Collapsed Headings We did not find any Task Pane apps for Office,
No collapsed headings were found,
@ Collapsed Headings
@ Custom XML Data No collapsed headings were found.
No custom XML data was found.
@ custom XML Data
@ Headers, Footers, and Watermarks No custom XML data was found.
No headers, footers, or watermarks were found,
@ Headers, Footers, and Watermarks
. No headers, footers, or watermarks were found,
@ Invisible Content
No invisible obiects found. © s
@ Invisible Content
1 MNote: Some changes cannot be undone. Mo invisible abjects found.
v

t  Mote: Some changes cannot be undone.
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Protecting your document

By default, anyone with access to your document will be able to open, copy, and edit its content unless you protect
it. There are several ways to protect a document, depending on your needs.

To protect your document:

1. Click the File tab to go to Backstage view.
2. From the Info pane, click the Protect Document command.

3. 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 even more control if needed.

Report - Westbrook-Parker - Word

Info

Report - Westbrook-Parker

My Documents

Protect Document

Control what types of changes people can make to this document.

|:\>, Mark as Final
B Let readers know the document is
final and make it read-only [
Encrypt with Password rare that it contains:
Passward-protect this document

Restrict Editing
Control the types of changes others sabilities are unable to read
can make ¢ removes properties and personal information

Account Restrict Acc

= saved in your file

-

: @ Grant people access while removing
Options their ability to edit, copy, er print.

Add a Digital Signature
8 Ensure the integrity of the document
by adding an invisible digital signature g

anage
Versions - Today, 10:46 AM (autosave)

4. A dialog box will appear prompting you to save. Click OK.

& This document will be marked as final and then saved.

5. Another dialog box will appear. Click OK.

This document has been marked as final to indicate that editing is complete and that this is the final version of the dowment.

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.

S

[C] Don't show this message again

6. The document will be marked as final.
H (¢] H Report - Westbrook-Parker [Read-Only] - Word

HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

o MARKED AS FINAL An author has marked this document as final to discourage editing. Edit Anyway
LI"'E"'I"'I"'I"'Z"'I"'J"'I"'4

EXECUTIVE SUMMARY

Marking a document as final will not prevent someone from editing it. If you want to prevent people from editing
it, you can use the Restrict Access option instead.



SARVA EDUCATION (SITED) (An LT & Skill Advancement Training Programme) - 114 -

Chapter-25 Smart Art Graphics

Introduction

Smart Art 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 Smart Art graphic:

. . o INSERT DESIGN PAGE LAYOUT REFEREMCES
1. Place the insertion point in the document

where you want the Smart Art graphic to Fl @
appear. % - @ I a.

Table Pictures Online Shapes SmartArt Chart Screenshot]

2. From the Insert tab, select the Smart . Pictures - .
Art command in the Illustrations group. _
Tables lllustrations
3. A dialog box will appear. Select a category on the left, choose the desired Smart Art graphic, then
click OK.

4., The Smart Art graphic

will appear in your
B document.

I*II*II*‘ !Uext]
Hierarchy

Use to show hierarchical relationships

progressing from top to bottom, [Text] l [Text]

Choose a category, select a graphic,
then click OK [Text] } [Text] } [Text] }
[ oy

All
List

Process

Cycle
Hierarchy

Relationship

Matrix

Pyramid

Picture

@B eE DG D

Office.com

¥
-

To add text to a Smart Art graphic: Type your text here x Q
* e I [Text]
1. Select the Smart Art graphic. The Smart Art '[TE:“]M

task pane will appear to the left. + [Ta |
o [Text] [Text]
¢ [Te]

2. Enter text next to each bullet in the task pane. r—
The text will appear in the graphic and will resize ! [Text] | | [Text] | ff [Text]
to fit inside the shape. errcty.. I I
r = ]
Type your text here x 3. To add a new shape, press Enter. A new
* NicoleRamires Presidrt | S bullet will appear in the task pane, and a new
« [Tot] shape will appear in the graphic. You can
delete any bullets you're not using to remove
* [Ted]
the shapes.
* [Ted]
 Ter] ) [Text] [Text]
*+ [Ted] [ Type your text here x || 1
® Nicole Ramirez, President Fl:rl;;:l:i,
President
[Text] [Text] [Text] * [Text]
Hierarchy... 1

. [ \f
& i ! I
* [Ted]
+ e i [Text] [Text]
* [Ted]
* [Ted]
[Text] [Text] [Text]
Hierarchy...

o
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You can also add text by clicking on the desired shape and then typing. This works well if you only need to add
text to a few shapes. However, for more complex Smart Art graphics, working in the task pane is often faster.

Changing the Smart Art organization

To add a shape:

DESIGN  PAGELAYOUT ~ REFEREMCES ~ MAILINGS ~ REVIEW  VIEW | DESIGN,_  FORMAT
1. Select the Smart Art 4 Movel -
. : P == ] = = EEE -
graphic, then click + Move Down SRoliE == — === I H_ | ee® O
the Design tab on the right 2 Luout oD Coad LRE = = ] | Change| T[]
side of the Ribbon. e Colors
Lﬂrouts
2. Decide where you want the new v
shape to appear, and select Type your text here X )

an adjacent shape.

3. Click the Add Shape command
in the Graphics group. A drop-

* Nicole Ramirez, President
# Brent Summerfield, VP
* Valerie Evans, Marketing
* Ryan Medford,

Nicole
Ramirez,
President

Brent

Valerie Evans,

down menu will appear. Salesperson Sumn:rt;rﬁeld, D 3:";::3:‘;
4, Select Add Shape * Denise Ross, HR Manager . ) L J
Before or Add Shape After to o Judy Willizms, Admin
add a shape on the same level as Assistant fram—
the selected shape. Select Add Ryan Medford, A
Shape Above or Add Shape Hierarchy... Bz Assistant
Below to add a shape above or : — :
below the selected shape.
FILE HOME INSERT DESIGN P
5. The new shape will appear.
{7 Add Shape = € Promote 1 Move Up ¥
Q‘ Add Shape After te 4+ Maove Down| Type your text here
= Nicole
tlD Add Shape Before to Left ‘% LE}"UUt * Nicole Ramirez, President ad Ramirez,
. aphic * Brent Summerfield, VP Riesldend
-0 Add Shapeﬂ\boxe ® Valerie Evans, Marketing [
Ll:l'; Add Shape Below h * Ryan Medford, Brent Valerie Evans Regfeames ]
E . Salesperson Sumn;l;rﬁeld, Marketing HR Manager
* Denise Ross, HR Manager
* Judy Williams, Ryan Judy Williams,
Acdenin Accictant Medford, Admin
Hierarchy.. Salesperson Assistant
To promote or demote shapes: DESIGN ~ PAGELAYOUT  REFERENCES — MAILINGS  REVIEW  VIEW  DESIGN,  FORMAT
_ * MoveUp C|E = e EEE || % [
1. Select the Smart Art graphic, then + Move Down ElENE ___= - Fl === =1 |- ¢
click the Design tab on the right side | =, ., DoO&D (=2aa EEE = [ g"r"ge e
of the Ribbon. | e
Layouts
2. Select the shape you would like to promote or demote. In our example, we'll demote a shape.
v 3. To move the shape to a higher
Type your text here x level, click

# Micole Ramirez, President

® Brent Summerfield, VP

Nicole
Ramirez,

President

* Valerie Evans, Marketing [
* Ryan Medford,

Brent

Valerie Evans, Denise Ross,

Hierarchy...

Salesperson Intern

»
Salesperson Sumn‘lvir‘ﬁem. Marketing HR Manager
* Opal Jones, A
Intern
; ¥ - )
#® Denise Ross, HR Manager . Ryan Opal Jones, Judy Williams,
. Medford, ] Admin
Assistant

the Promote command in

the Create Graphic group. To
move it to a lower level,

click Demote.

HOME INSERT DESIGN PA)
t7]Add Shape - € Promote + Move Up
[:=] Add Bullet < Demote Move Down
EDTeﬂ Pane (:) Right to Left % Layout

Create Graphic
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You can also demote and promote shapes from within the task
pane. With the insertion point in the task pane, press

the Tab key to demote a shape. Press the Backspace key

(or Shift+Tab) to promote a shape. It's a lot like creating an
outline with a multilevel list. For more information, you may

The shape will move one level higher or lower.

want to review our Lists lesson.

- 116 -

Nicole Ramirez,
President

T
Brent )
Summerfield, UaleciclEvans
e Marketing

Denise Ross, HR
Manager

Ryan Medford,
Salesperson

ik

Judy Williams,
Admin Assistant

Opal Jones,
Intern
€
To rearrange shapes on the same level: - -
Type your text here X
Nicole
. ® Micole Ramirez, President Ramirez,
1. Select the Smart Art graphic, o Brent Summerficld. UP President
then click the Design tab. « Valerie Evans, Marketing ; ] .
~ - PR
2. Select the shape you would like * fyan Medfors i o S S
to move. P e Marketing HR Manager
® Denise Ross, HR Manager b ) .
* Judy Williams, Admin ‘
3.  In the Create Graphic group, Aesstant Ryan Medford, | || 2udy wiliams,
. Admin
click Move Up or Move Down. Hicrarchry.. Ealespozol Assistant
[ J
4, The shape will move to a new location on the same level, and
HOME  INSERT  DESIGN  PA any shapes nested below it will also move.
+
[ JAdd Shape ~ € Promote T Move U:% 4
[ l
. n our text here X
[]AddBulet % Demote 4 Move Dawin L —
3. * Nicole Ramirez, President Ramirez,
ET“‘ Pane & Rightto Left % Layout~ * Brent Summerfield, VP Riesidert
. |
Create Graphlc ® Denise Ross, HR Manager

Customizing Smart Art

*® Judy Williams, Admin
Assistant [

® Valerie Evans, Marketing

* Ryan Medford,
Salesperson

Hierarchy...

Brent

Valerie Evans,
Sumrr‘;irﬁeld, Marketing

Judy Williams,
Admin
Assistant

Ryan Medford,

Salesperson

After inserting Smart Art, there are several things you might want to change about its appearance. Whenever you
select a Smart Art 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 Smart Art graphic.

To customize Smart Art

° Word provides a variety of color
schemes to use with Smart Art. To
change the colors, simply select the

Smart Art, click the Change
Colors command, and choose the

desired colors from the drop-down menu.

SMARTART TOOLS
MAILINGS REVIEW VIEW DESIGH FORMAT
.
B EE e e [{
e === |- * g g =
E = e e D00 OO0 OO OO
Colors~
youts Primary Theme Colors <] tan
1 g 1 =) 3
|
1 0
OO
Colorful
Nicole - - - =
Ramiez 5 | S0 oo 0o o
President I, [ 00 [
- ]} [} o} Ooca
[
Accent 1
Brent i jm| O O O
Summerfield, g:n':::r:?s (] [/} [ g
- g 0o oo r
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FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DE

° Color schemes use Theme -~
Colors, so they will vary e : Title e e E . ~# Paragraph Spacir
depending on L Ella i . ==1M il [@]Esfects -
which Theme you are using. . - g S .. @setasDefault
Visit our lesson Office Z|enthrmattmg
on Themes to learn more A A (RN RIS IR REERI R RIS R
about changing and Aa 1 a 1 Aa E 01 |
customizing themes in Word —= == ';::;;I =
2013. Nicole
AG1 Aa mg Aa 1 ACI1 Ramirez,
EEEEEn L LU EEEEEE Prendenl
len erd"'l,\\, Organic Retrospect Slice | I !
Ac Aa Aa Aa i Denise Rass, Valeris Evars,
EemEEE EEEEEE EmEEEE EemEEE Summerfield, HR Manager M fing
Wisp Banded Basis Berlin M
o Word also includes several different Smart Art styles, which allow you to quickly modify the look and feel

of your Smart Art. To change the style, select the desired style from the Smart Art styles group.

5 REVIEW VIEW DESIGN FORMAT

=8 BBl &5 ot o,

+_<I'i4|>

by
SmartArt Styles
C3 - A BB A @

Select a style or click the
drop-down amrow to see

Nicele
Ramirez,
President

more styles

Brent
Summerfield,
VP

Denise Ross, Walerie Evans,
HR Manager Marketing

° You can add shape effects to your Smart Art, such as beveling and 3D rotation. Select the entire
Smart Art graphic by clicking the border, selecting the Format tab, then choosing the desired Shape
Effects. You can also click on an individual shape to customize it separately.

REFEREMCES MAILINGS REVIEW VIEW DESIGN FORMAT

J— 2 Shape Fill - A Text Fill -
Abc Abc | Abc | Abc ‘ L# Shape Outline ~ A A A ’ZﬂTm Outline =
I ——— !asl\ap:Eﬂeds' I 7| [ Text Effects -
Shape Styles WordArt Styles [F]
1---\‘--5‘--|H-1-Dg'm Vs a5

Nicele

Ramirez,
President Glow 3
Soft Edges 3
Denise Ross, Walerie Evan |
HR Manager Marketin,
g g D Bevel 5 ‘ No Bevel
n | E] 3-D Rotation » |
Judy Williams, = “ o
. Ryan Medfor |
Gl Salesperson L
Assistant i I

$ - [ S

Click the SmartArt border, then J D @ EJ

O fom he Fomattab ) ) =
4

3-D Options...
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To change the Smart Art layout:

If you don't like the way your information is organized within a Smart Art graphic, you can always change its layout
to better fit your content.

1. Select the Smart Art graphic, then select the Design tab.
2. In the Layouts group, click the More drop-down arrow.

DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DESIGM

T Move U e
. ] - o . 0
4 Move Down =1 =] = |I=] == =] = =
e == = Change | [
= Layout - Colars =
Layouts
3. Select the desired layout, or click More Layouts... to see even more Smart Art options.

DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DESIGM

+ Move Up - e

= - L

+ Move Down =, = - g—
S BEEE I 2 TEm e Change
b Layout = e Colors ~

1
: your text here T More Layouts.. m

4. The selected layout will appear.

Nicole Ramirez, President

Brent
Summerfield,
vP

Valerie Evans,
Marketing

Denise Ross,
HR Manager

Judy Williams,
Admin
Assistant

Ryan
Medford,
Salesperson

If the new layout is too different from the original, some of your text may not show up. Before deciding on a new
layout, check carefully to make sure no important information will be lost.
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Chapter-26 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 appearance.

To apply a style:
I Westbrook-Parker 2013 Quarterly Report

1. Select the text you want to format.
Clients Overview

2. In the Styles group on the Home tab, click New Clients
the More drop-down arrow.

# Find - 3. Select the desired style from the drop-

AaBbCeD AaBbCeD AaBbCc Azsbcel AQ B down menu.

TMormal = TNoSpac.. Headingl Heading 2 Title

- ?E'c Replace

T I3 Select- AaBbCeD AaBbCeD AaBbCe Assboer A B
THormal THoSpac.. Headingl Heading2 = Title

Styles E] Editing

AaBbCcC AaBbCcD AaBbCeD AaBbCcD AaBhCeD
4, The text will appear in the selected style. Subtile  Subtle Em.. Emphosis IntenseE..  Strong

AgBbCcD AoBbCcD AaBBCCD AaBBCCD AaBbCoD

Westbrook_Parker 2013 Quar-ter|y Report Quote  IntenseQ.. SubtleRef.. IntenseR.. BookTitle

AaBbCcD
Clients Overview 7 List Para...

M Createa Style
New Clients £  Clear Formatting

A4 Apply Styles...

You can also use styles to create a table of contents for your document. To learn how, review our article
on How to Create a Table of Contents in Microsoft Word.

To apply a Style set:
Style sets include a combination of title, heading, and paragraph styles. Style sets allow you to format all
elements in your document at once instead of modifying each element separately.

1. From
the Design tab,
click the More drop-
down arrow in

HOME IMSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW

TITLE Tithe: Title TITLE Title Title n
the Document Hesarg1 B - e .
s = —
. mE e ) Colors

Formatting group. Themes | Sescis™ SIZIn, Do mmmmmesms e Ee————

i n g s - i
- h -

Document Formatting

2. Choose the desired style set from the drop-down menu.

This Document 3. The selected style set will be applied to

your entire document.

[

S e WESTBROOK-PARKER 2013 QUARTERLY
R REPORT
Reset to the Default Style Set

Save as a Mew Style Set...
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To modify a style:
AABBCCDI AA BI AABBCCLC agBbCcDd! AABBCCDD AABBCCD
. . Heading 3 Title Update Title to Match Selection ntense E...
1. Locate and right-click the style you want to s E—
; Modify...
change in the Styles group, then £ Modify
select Modify... from the drop-down menu. ! 5 Select All: (No Data)
| Rename...
. . . Removwe from Style Gallery
2. A dialog box will appear. Make the desired e ol e -
- . t
formatting changes, such as font style, size, Add Gallery to Quick Access Toalbar
and color. If you want, you can also change
the name of the style.
3. When you're satisfied, click OK to save your changes.
Properties
Hame: Title
Style type: Linked (paragraph and character) ~
Style based on: 9 Normal w
Style for following paragraph: T Normal ~
Formatting
[ Caibri Light (Heac]]
WESTBROOK-PARKER 2013 QUARTERLY REPORT
nt: (Default) +Headings Light}, 20 pt, Font color: Accent 1, All caps, Expanded by ~
S pt, Space
Before: 0 pt
After: O pt, Style: Linked, Show in the Styles gallery, Priority: 11 v
cally update
Modify the Style ents based on this template
) . formatting, then click OK. m m
4. The style will be modified.

To create a new style:

1 Click the arrow in the bottom- AaBbCcDdE AaBbCcDdE 1)i\:) asgscenl asssccol AABR
right corner of the Styles group. T Normal | TMoSpac.. Headingl Heading2 Heading 3 Title E
Styles [P}
2. The Styles task pane will appear. 1 [ Lo B L6 N %
Select the New Style button at the
bottom of the task pane.
AABBCCD| AABB -~ A | [ d Find -
Styles - o . .
Heacing2 et LY 3. A dialog box will appear. Enter a name for the style,
yles Clear All N .
e = and choose the desired text formatting.
Mo Spacing T o R
| Heading 1 1a 4, When you're satisfied, click OK.
Heading 2 aa
Title A
Subtitle ma Properties
Subtle Emphasis a Hame: My Styl
{T Emphasis a e 2
Intense Emphasis a R Faragraph h
_ strong a Style based on: T Normal S
Quote 12 Style for following paragraph: | 17 My Style ~
Intense Quote na
Subtle Reference a Fermatting
Intense Reference a Tou [ auomatic [
Book Title a . _
List Paragraph -/ = = ‘
[] Showr Previewr
[] pisable Linked Styles o o o o
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Options... Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
L5 . Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text
5. The new style will appear in the Styles group. E S

AABBCCDI AABBCCDI
Heading 2 Heading?’;

IF1

AaBhCe Aasbceddi Aasbcend:

TMyStyle | TNormal TNoSpac. Heading1

Styles

Font: Arial Narrow,
Based on: Narmal

14 pt, Bold, Styl
I

Add to the Styles gallery [_| Automatically update
(@) Only in this document () New documents based on this template




SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme) - 121 -

Chapter-27 Themes

Introduction

A theme is a set of colors, fonts, and effects that determines the overall look of your document. Themes are a
great way to change the tone of your entire document quickly and easily.

Themes

i
&
Il
i

All documents in Word 2013 use a theme. In fact, you've already been using ~ — =
a theme, even if you didn't know it: the default Office theme. Every theme— (M| Auroratic

including the Office theme—has its own theme elements: U oEre e e '
-l E . - =

-
° Theme colors: There are 10 theme colors, along with darker and i I I I I . . . I .

lighter variations, available from every Color menu.
I Standard Colors

- . 8 B 0 0B
° Theme fonts: There are two theme fonts available at the top of e More Colors...
[l Gradient [ 3

the Font menu under Theme Fonts.

Calibri - A A Aa- b il ° Theme effects: These affect the preset shape styles. You
Theme Fonts =l =] can find shape styles on the Format tab whenever you select a
Calibri Light {Headings) shape or Smart Art graphic.
| calibr @Bodh)
[ Recently Used Fonts
€ rial Marrow DRAWING TOOLS
¢ Courier mNew PAGELAYOUT ~ REFERENCES — MAILINGS — REVEW  VIEW FORMAT
T BEBAS
. + |82 shapeFill -
O Tw Cen MT ' f - [S2 srapeFi
Abc | Abc ri.ShapeUL.n:Iine'
F L Shape Effects~
Shape Styles [F]

Why use theme elements?

If you're using theme elements, you'll probably find that your document looks pretty good and that all of the colors
work well together. But there's another great reason to use theme elements: When you switch to a different theme,
all theme elements will update to reflect the new theme, allowing you to quickly change the look and feel of the

entire document.

In the images below, you can compare the default Office theme and the Organic theme.

Mobile
Wash & Valet

Mobile
Wash & Valet
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Remember, the colors and fonts will only update if - PR B .—
you're using theme fonts or theme colors. If you Calibri 14 -|A A Aa- @ =~
choose colors that are not theme colors or
any fonts that are not theme fonts, your All Fonts E =
document will not change when you apply a new
theme. T Aardvarf; Cafe

O Acid
If you're using built-in styles, you may notice that 0 Adobe Arabic S MT
the fonts for these §ty|es change when you sgle_ct a 0_ Adobe Caslon Fro
different theme. This is because all of the built-in
styles are based on the theme fonts. If you don't 0- Adibe Caslon Pro Bold
want the styles to change, you'll need to
create custom styles. Review our lesson {} Adobe Fan Heiti 5td B
on Styles to learn more.

() Adcobe Fangsong 5td R

If} Adabe Garamend Pro

{} Adobe Garam ond Pro Bold

To change the theme:
I T ——
1. From the Design tab, click the Themes command. o T W(D;k??
2. Select the desired theme from the drop-down . . :awac::g;
menu.
3.  The selected theme will appear. v l] o ] ool ] o VI\CObr:IZLV "
as ale

ng tires, rims, wheel wells, and door jambs. Interior]
windows inside & out.

Mobile

Auto Detailing
. . T
Services List Wash & Vﬂlet Wan BVt [+ h specialf $10 off
Reset to Theme from Template e Wash, plus hand wax and buff.
g Browsefor Themes.
Fg Save Current Theme.
[ 1.0 Signature Wash e e ot speciolf S5 off

Cars §20 - SUV: 827 and up
Hand wash and dry vehicle, including tires, rims, wheel wells, and door jambs. Interior
vacuum, dust, and deodorize, plus windows mside & out.

B .0 Signature Detail
Cars §60 - SUV 875 and up - March speciall §10 off
Erverything included in the Signature Wash, plus hand waz and buff.

B .0 Signatuce Intesior
Cars §40 - SUVt 5606 and up - March speciall §3 off
Shampoo cazpets, floor mats, seats, and doer panels. Clean and protect console, dash, and

cup holders.
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
e TILE e Title =# Paragraph Spacing -
F u . [@] Effects~ D
= | Colors Fonts Watermark
- M| . @ Setas Default .
Customizing themes Document Formatting | Custom =] rages
g ! & | W | Custom 1 5
! i ' [ | Custom 2
Let's say you really like the fonts from one theme, but you'd e
like to experiment with different color schemes. Word allows [ | Office
you to mix and match the colors, fonts, and effects from Auto Detaili :EE. 2““52?07'29‘9 B
; ) rayscale
different themes to create a unique look for your document. If uto Detarling m e
it still doesn't look exactly right, you can customize the theme Services List m Blue &\
colors, fonts, and effects from the Design tab. O Blucll
| | Blus Green
- H,0 Signature Wash || Green %
R Cars 520 - SUVs 525 and up O Green Yelld
° To change the theme colors, click the Colors. command. Hand wash and dry vehicle, including M- Vellow ms. Inte
A drop-down menu will appear. Select the desired vacuum, dust, and deodorize, plus wi .g: ‘C’f"”wo’“"“
! ; range
colors or select Customize Colors... to customize each o Orange Red
color individually. [ 1,0 signature Detail m Red Orange
Cars $60 - SUVs 575 and up - March s gy Red
Everything included in the Signature \ Red Violet
HOl Violet
[ H,0 Signature Interior || Vielet Il

Cars 540 - SUVs 560 and up - March s; BCIEE
Shampoo carpets, floor mats, seats, a
and cup holders.

W Median

Customize Colors..

:onsole,
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o To change the theme fonts, click the Fonts command. A drop-down menu will appear. Select the desired
font or select Customize Fonts... to customize each font individually.

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

= Paragraph Spacing ~ D @
- [@] estects -

| Colors Fonts Watermark Page
. « @ Setas Default - Color~

e TTLE Tile

Title

[+]: Backgro
& Office :
Calibri Light
Calibri
Office 2007~ 2010
I Cambria
Auto Detailing cehen
. . Calibii
Services List \ Calibri Val
calibri
Arial
B H.0 Signature Wash :‘r;IaI
Cars 520 - SUVs 525 and up 0
Hand wash and dry vehicle, including tires, gg:;'el h aterior
vacuum, dust, and deodorize, plus window: Corpel
. H.O Signature Detail I:V(ECHEM"TMT
Cars 560 - SUVs 575 and up - March special! o
Everything included in the Signature Wasl Cia"r\n'l;ia
Cambria =
B H.0 signature Interior Customize Fonts..
Cars $40 - SUVs $60 and up - March special! - -
° To change the theme effects, click the Effects command. A drop-down menu will appear. Select

the desired effect from the menu.

HOME  INSERT = DESIGN =~ PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIEW

# Paragraph Spacing

Title

FORMAT

B @ 0O

. E Gl
Colors Fonts R e
- - Office
Document Formatting
Office Office 20... Subt\e So.. BandedE...

\@H@H@H@\

Smokey G.. Glow EdgE

Auto Detailing

GrungeT

Frosted G...

Services List

Was
Tup Shad... \nset MI”( Gla: R\b\

- H,0 Signature Wash

DD

Cars 520 - SUVs $25 and up
Hand wash and dry vehicle, including tires, rims, v
vacuum, dust, and deodorize, plus windows inside & out.

Reflection  Extreme 5.

Glossy

When choosing theme colors, try to find a part of your document that uses several colors to get an idea of how

the colors will look together.

To save a theme:

Once you've found settings you like, you may want to
save the theme so you can use it in other documents.

1. From the Design tab, click the Themes command,
then select Save Current Theme... from the drop-
down menu.

FILE HOME

INSERT

DESIGMN

PAGE LAYOUT F

TITLE

Titke:

Title

TITLE

Office

Aa Aa Aa Aa
Emm=m=

Office Facet Integral lon
Aa 1 Aa “F Aa Aa ”ﬂ
lon Board... Organic Retrospect Slice
Ad Aa Aa
mmmm—— - Emm—— EEmma

Wisp Banded Basis Berlin
Aa Aa Aa 1 Aa 1
Celestial Circuit Damask Depth
Aa Bi Aa BL Aa T Aa
Dividend Droplet. Frame Main Event

Reset to Theme from Template

i

Browse for Themes...

Save Current Theme...

)

[+]
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2. The Save dialog box will appear. Type a name for your theme, then click Save.

t i « Templates » Document Themes v | & Search Document Themes o

Organize ¥ New folder = - (7]

~  Name Date modified

[ Libraries
@ Documents
Ji Music
[&5] Pictures

B videos

| Theme Colors 2/4/2013 3:18 PM File folder
| Theme Effects 2/4/2013 318 PM File folder
| Theme Fonts 2/4/2013 3:18 PM File folder

1% Computer v <

File name: | JURLELE

Save as type: | Office Theme

'~ Hide Folders

3. The theme will be saved. You can apply it to any document by selecting it from the available themes.
FILE HOME INSERT DESIGMN PAGE LAYOUT
Aaj Title TITLE Tithe Title TITLE
e | ] e T e | P HEADING L
Themes(| === | S22 Sotos Sotews

Custom E
Aa
LU L L]
My Thermne
Office
Aa Aa
EEEEER EmEE. EEEEEE EEEEEN
Office Facet Integral
Aa Aa Aa
EEEEE R - i .. EEEEE. —
len Board... Organic Retrospect Slice
Ad Aa Aa
Wisp Banded Basis Berlin
Aa Aa Aa
NN EEEE.. EEEEEN [ ol )
Celestial Circuit Darmask Depth -

Reset to Theme from Template

-

&= Browse for Themes...

|!='E Save Current Theme...
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Chapter-28 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: FILE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS
et = g 5 2 B BB
1. Open an existing Word document, C B
Envelopes Labels Start Mail — Select Edit Highlight Address Greeting Insert Merge
or create a new one. P gnig 9 9
Merge = Recipients = Recipient List | Merge Fields Block  Line Field
2. From the Malllngs tab/ click Create @ Letters Write & Insert Fields
the Start Mail Merge command and T ) L 2 3
N 21 E-mail Messages
select Step by Step Mail Merge
Wizard from the drop-down menu. . 9 Enyelopes...
F‘D Labels...
% Directory
El Meormal Word Document
@ Step-by-5tep Mail Merge Wizard... |}

The Mail Merge pane appears and will guide you through the six main steps to complete a merge. The following
example demonstrates how to create a form letter and merge the letter with a recipient list.

Mail Merge bl

Step 1:
Select document type
What type of document are
ki ?
° Choose the type of document you want to create. In our example, we'll Y

select Letters. Then click Next: Starting document to move to Step 2.

E-mail messages
Envelopes
Labels

(_) Directory
Step 2: Letters

send letters to a group of
people. You can personalize

° Select Use the current document, then click Next: Select U [EE i Gl (e

.. receves.
recipients to move to Step 3. Click Next to continue.

Mail Merge hAS

Select starting document

=3 Mext: Starting document
How do you want to set up Qﬁ

your |efters?
! Use the current document I

Step 1 of 6

L) Start from a template

() Start from existing document

Use the current document

Start from the document
shown here and use the Mail
Merge wizard to add
recipient information.

Step2of 6

= Mext: Select recigientE
€ Previous: Select doculTent ty
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Step 3:

Now you'll need an address list so Word can automatically place each address
into the document. The list can be in an existing file, such as an Excel
workbook, or you can type a new address list from within the Mail Merge
Wizard.

1. From the Mail Merge task pane, select Use an existing list, then
click Browse... to select the file.
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Mail Merge NS

Select recipients
r@ Use an existing list [

() Select from Outlook contacts
) Type a new list
Use an existing list

Use names and addresses
from a file or a database.

Browse..
G Edit

ipient list...

Step3 of 6
= Next: Write your letter

€ Previous: Starting document

2. Locate your file and click Open.
®© = 4 L » Libraries » Documents » AdWaorks v & Search AdWorks r:
Organize » New folder = 0 @
A Name - A B ([~
(A Libraries = — 1 |Title Last Name First Name
@ Documents. Add'& List 2 |Ms. Albertson Kathy
o' Music Letter 3 [Mr. Brennan Michael
[&] Pictures 4 |Mr. Davis William
B Videos 5 |Ms. Farest Eliza
6 |Mr. Jones Dan
% Computer 7 |Ms. Post Melissa -
& os) M > \ TR
File name: | Address List v| | Al Data Sources v|
Tools v | Open | | Concal |
3. If the address list is in an Excel workbook, select

the worksheet that contains the list and click OK.

=i,

4. In the Mail Merge Recipients dialog box, you
can check or uncheck each box to control which

<

Name Description  Modified Created Type

3/9/2013 Z11:11 PM 5/9/2013 2:11:11 PM TABLE

recipients are included in the merge. By default, all [¥] First row of data contains column headers

recipients should be selected. When you're done,

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, click OK.

|ln Last Name

Address List.xlsx Albertson | Kathy | Peacht 5.

Address List.xlsx |7 Brennan Michael 1123 Main St

Address Listxlsx |7 Davis William Mr. 540 W 4th St, Apt 121 New Y|
Address List.xlsx |7 Forest Eliza Ms. PO Box 4331 Reno

Address List.xlsx ¥ |ones Dan Mr. PO Box 805 Raleig
Address Listxlsx [« | Post Melissa Ms. 3202 Maplewood Ave Richm
Address Listxlsx [# | Thompson Shannon Ms, 500 Acme Ln, Apt 3C Spring]
Address Listxlsx Walters Chris Mr. 436 Church 5t Colum

<

Data Source Refine recipient list
Address List.xlsx - %l Sort...
T Eiter..

¥ Find duplicates...
v E Find recipient...
D Validate addresses...

Edit... Refresh

If you don't have an existing address list, you can click the Type a new
list button and click Create. You can then type your address list.

click OK.

From the Mail Merge task pane,
click Next: Write your letter to
move to Step 4.

Mail Merge SRS

Select recipients

Use an existing list

Select from Outlook contacts

() Type a new list
Use an existing list

Currently, your recipients are
selected from:

[Sheet15] in “Address List.odsx”
Select a different list...

Edit recipient list...

Step 3 of 6

= Mext: Write your lett
€ Previous: Starting dog;.?'nent




Step 4:

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

- 127 -

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

four placeholder options: Addres

s block, Greeting
line, Electronic postage,
or More items.

Mail Merge S
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,

Address block..
Greeting Iir1e...h
|;_|‘-" Electronic postage...
ER more items...

When you have finished
writing your letter, click Mext.
Then you can preview and
personalize each recipient's
letter.

Stepd of 6
=>» Mext: Preview your letters

& Previous: Select recipients

M

L g 1

[ | \

As you may know, 2013 marks our 12th year of doing business. Over
grown from a tiny startup into a robust company with over 200 emple

~ Our growth would not have been possible without loyal customers lik
extend to you a 20% discount on your next order. It's our way of sayi
business. We'll keep working hard to provide the best possible custon
products, just as we've always done. Thanks again for choosing AdWe _

Mail Merge ™%
Write your letter

If you have not already done
5o, write your letter now,

To add recipient information
to your letter, click a location
inthe document, and then

dick one of the items below,

Address block...

B Greeting line...

|;_|!' Electronic postage...
A More items...

When you have finished
writing your letter, click Next.
Then you can preview and
personalize each recipient's
letter.

Step4of 6
=> MNext: Preview your letters

€ Previous: Select recipients

O

3. Depending on your selection, a dialog box may appear with
various options. Select the desired options and click OK.

Specify address elements
Insert fecipient's name in this format:

Joshua ~
Joshua Randall Jr.

Joshua Q. Randall Jr.

Mr. Josh Randall Jr.

Mr. Josh Q, Randall Jr,

7

[ Insert company name
Insert postal address:
" Never 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:

1 b

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...

4., A placeholder will appear in your document (for

example, «Address Block>).

As you may know, 2013 marks our 12th year of doing business. Over
grown from a tiny startup into a robust company with over 200 emplc

Mail Merge ML

Write your letter

If you have not already done
50, write your letter now.

To add recipient information
to your letter, click a location
inthe document, and then

click one of the items below.

Address block...

[ Greeting line...

|;_|§‘ Electronic postage...
Bl More items...

‘When you have finished
writing your letter, click Next.
Then you can preview and
personalize each recipient’s
letter,

~ Our growth would not have been possible without loyal customers lik

extend to you a 20% discount on your next order. It's our way of sayi
business. We'll keep working hard to provide the best possible custon
products, just as we've always done. Thanks again for choosing AdWc _

Kl [ I

Step4of 6
=3 MNext: Preview your letters

€ Previous: Select recipients

[
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L g 1 2 E] 4 [«] .
Mail Merge nLS
Write your letter
i If you have not already done
S ReDeat these steps each t_lme «AddrassBlock» 5a, write your letter now,
you need to enter information i A
from your data record. In our to your letter, click a location
f . in the document, and then
example, we'll add a Greeting dlick one of the items below.
line. Address block...
Greeting line...
. +
6. When you're done, click Next: . (] CRICHIREEEE 2=
Preview your letters to move Eck] LR e

«Greetingline»

to Step 5. When you have finished
As you may know, 2013 marks our 12th year of doing business. Over Wﬁn;{lggnlztf:‘iic:n?ﬁ
grown from a tiny startup into a robust company with over 200 emplc rg!mﬁ“ze each recipient's
EeTrer.
N Our growth would not have been possible without loyal customers lik
1 - extend to you a 20% discount on your next order. It's our way of sayi
Mail Merge x ) you ! ¥ ; way of say Stepdof6
business. We'll keep working hard to provide the best possible custon > Mext: Preview your letters

products, just as we've always done. Thanks again for choosing Adwe _ € Previous: Select reciplents

Write your letter

If you have not already done [ [ ] [v]
so, write your letter now.

To add recipient information
_to:rr?ualetter. cchk acllot;atmﬂ For some letters, you'll only need to add an Address block and Greeting line.
n e document, an en . ] A A
click one of the items below. Sometimes, however, you may want to place recipient data within the body
. of the letter to personalize it even further.
Address block...

Greeting line...

=¥ Electronic postage... Step 5:

Bl more items...
When you have finished 1. Preview the letters to make sure the information from the recipient list
writing your letter, click Mext. : :
SO (D DT E Ay appears correctly in the letter. You can use the left and right scroll
personalize each recipient’s arrows to view each document.
letter,

L g 1 z 3 4 ) "
-
Step 4 of 6 . Mail Merge

—» Mext: Preview your letters Preview your letters
. - One of the merged letters is
4 Previous: Select recu:lller1t§h—r:J e e Ao I

another letter, click one of
the following:

M. Kathy Albertson Use the arrows to — Recipient: 1
Y
lag

1024 Lakeview Cir preview each letter
Peachtree City, GA

A Findarecipient...
Make changes

You can also change your
recipient list:

The preview allows you to » Edit recipient list...

see how recipient data

will appear in each letter When you have finished

previewing your letters, click
Mext, Then you can print the

Dear Ms. Albertson,

~ As you may know, 2013 marks our 12th year of doing business. Over merged letters or edit
individual letters to add
grown from a tiny startup into a robust company with over 200 emplc personal comments.
Our growth would not have been possible without loyal customers lik Step 5 of 6

extend to you a 20% discount on your next order. It's our way of sayi 3 Next: Complete the merge

[ -

2. Click Next: Complete the merge to move to Step 6.

Mail Merge BrlEns

Prewview your letters

One of the merged letters is
previeweaed here. To prewview
another letter, click one of
the followinog:

Recipient: 1 -
[;:3 Find a recipient...
Make changes

You can also change your
recipient list:

Edit recipient list...

| Exclude this recipient

wWehen yvou have finished
previewing your letters, click
Mext. Then wou can print the
merged letters or edit
individual letters to add
personal comments.

Step 5 of B
== MNexi: Complete the merge

#— Prewviows: Write your lettS
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Step 6:

1. Click Print... to print the letters.

2. A dialog box will appear. Click All, then click OK

Print records

() Current record

() From: | | To: |

Mail Merge v ox

Complete the merge

Mail Merge is ready to
produce your letters,

To personalize your letters,
click "Edit Individual Letters.”
This will open a new
document with your merged
letters. To make changes to
all the letters, switch back to
the original document.

Merge
Eg, Pring...
B Editﬁdividual letters...

Step 6 of 6

- Previous: Preview your letter:

3. The Print dialog box will appear. Adjust the print settings if needed, then click OK. The letters will be

printed.

Printer
Hame:

Status:

Type: Lexmark X422 [MS)
Where: 10.1.10.
Comment:

Page range
®) Al

() Current page () Selection
O Pages: |

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
plsl, p1s2, p1s3—-p8s3

Print what: |D0cument W |

Print: |AII pages in range El

Find Printer...

[] Print to file
|:| Manual duplex

Mumber of copies: |1 Iil

Collate

Pages per sheet: | 1 page

Scale to paper size: |No Secaling

| ok DH

- 129 -
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ter - 29

ng the Ribbon

Custom

Customizing the Ribbon

You can customize the Ribbon by creating your own tabs with the commands you want to use. Commands are
always housed within a group, and you can create as many groups as you want in order to keep your tab organized.
If you want, you can even add commands to any of the default tabs, as long as you create a custom group in the tab.

PAGE LAYOUT  REFERENCES  MAILINGS REVIEW VI
To customize the Ribbon: el .
A A Aa- B L=t &Es=E 8T
=z aly t=
1. Right-click the Ribbon, then select Customize the . X A-F A~ =T -
Ribbon... from the drop-down menu. Eont .

Add to Quick Access Toolbar

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

2. The Word Options dialog box will appear. Locate and Collapse the Ribbon

select New Tab.

% Hind 14 |¥] Keview

Font - 7 View E
A Font.. .
A Font Color b 2:‘;“:‘”’ 3 Make sure the New Group is

-Ins

Font Size Ir selected, select a command, then
¥ Format Painter [¥]Blog Post -
A Grow Font # Wllnsert (Blog Post] click Add. You can also drag
93 IHypergnk.u # (V] Outlining commands directly into a group.
4B Insert Footnate [#1 [¥| Background Removal .
15 Line and Paragraph Spacing 4., When you're done adding

Macras :
0 Muliple Pages [Nexob.| [Hewiroup| [Remmen] co_mmands, click OK. _The commands
[ New I will be added to the Ribbon.

Customizations: ©
Keyboard shortcuts: ~
Import/Expart ¥ |(©
¥ IVIACros 1+ |¥| Keview
| I ] v %EI m:x'plepagﬁ 7] View
eveloper
57 tewComert hdm o
=1 [¥] New Tab (Custom) E]

One Page
Open
E.‘é. Page Setup...
[} Page Width
Paragraph...
Paste

Paste
Pictures...

el
b
B
) Previous
3

Select
commands
and click Add

Print Preview and P
Quick Print
Redo

Keyboard shortcuts:

log Post
(4] nsert (Blog Post]
Outlining

¥|Background Remaoval

New Greup (Custom)

l New Tab l lﬂew Glaupl [ Rename... I

Customizations: ' )

Click OK to
create the

new tab

Imgort/Export ¥ |

}
— Loy [

If you don't see the command you want, click the Choose commands from: drop-down box and select All
Commands.

@E Customize the Ribbon and keyboard shortcuts.

Choose commands from: () Customize the Ribbon:
Popular Commands - ‘Mam Tabs El
Popular Commands
Commands Not in the Ribbon Main Tabs -
B ¥ Home
Macros Clipboard
File Tab ;ont .
* Paragrapl
Al Tabs yles
Main Tabs Editing
Tool Tabs I [¥] Mew Tab (Custom)
Custom Tabs and Groups Mew Group (Custom)
= i i | U Tncart
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Chapter-30 Enabling Touch Mode

Enabling Touch Mode

If you're working on a touch-screen device, you can enable Touch Mode to create more open space on the Ribbon,
making commands easier to tap with your fingers.

E| E - | | Lesson 03 - Get]
HOME Tstomize Quick Access Toolbar T
To view the Ribbon in Touch Mode: Ly ¥ Cut New s
ER Copy Open
. . . Paste aly |
1. Click the drop-down arrow to the right of the Quick . N Format Painl ¥ S8ve
Access toolbar, then select Touch/Mouse Mode from Clipboard Ernail
the drop-down menu. . Quick Prin
. Print Preview and Print
2. The Touch/Mouse Mode command will appear on the )
Quick Access toolbar. spelling & Grammar
3.  Click the Touch/Mouse Mode command, then v Unde
select Touch from the drop-down menu. v Redo
H ©- (.Ej Lesson 02 - Gettin T Lraw Tahle T
FILE HOME Optimize spacing between commands REFEF Touch/Mouse Mode N
o ¥ cut Mouse . More Commands...
< JINC Standard ribbon and commands. ¢ Show Below the Ribbon
Ea Copy
Paste & Copy Optimized for use with mouse,
- ~ Format Pail — l} A
oudc
Clipboard :| l_—_|| |: More space between commands. !
L Optimized for use with touch. i

4. The Ribbon will switch to Touch Mode.

mHE S 0L Lesson 03 - Getting to Know Word - Weord TABLE TOOLS ? @ - 0
HOME  INSERT  DESDGM  PAGE LAYOUT  REFEREMCES MAILINGS REVIEW WIEW  DESIGN LAYOUT  Merced Fl.. -

Calibii (Body) - [12 | &'

A @ = Ar] (4] & T ¥ Lesson 03 - Getting te Know Word - Word
Puste. o B I U -akex w A
Clipbeard T HOME | INSERT DESIGM PAGELAYOUT REFEREMCES MAILINGS REVIEW VIEV
L [ ]

x Calibri (Body) -z -
B I U- s x. x &
Paste N .
- ¥ @ W A- Aa- A A
Clipboard L) Fant [

L | ] 1 H 3 [ | L]

= /

Paragraph St

To turn off Touch Mode, click the Touch/Mouse Mode command, then select Mouse from the drop-down
menu.

El E hp 0 L M Lesson 03 - Getting to Know W

Optimize spacing between commands
FILE HOME | IMSERT D AGS |
Mouse

alls e Calibri (Boc :”-_%: Standard ribbon and commands. Z|
|—_|_| B Optimized for use with mouse,
E B

Touch

Paste J :| Dl |: Meore space between commands.

N " .1@5 - Optirized for use with touch,

Clipboard P Font P

P:
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Chapter-31

Embedding an Excel chart

Embedding an Excel Chart

If you have already created a chart in Excel, you can embed and link it to your Word document. When you embed
an Excel chart in Word, any updates you make to the original Excel chart will automatically update in your Word
document, as long as the files remain in the same location. This helps the data stay in sync, so you won't have

incorrect or out-of-date information in your chart.

To embed a chart from Excel:

1.

2.

In Word, select the Insert tab.

Click the Object command in the Text group.

Booes 5aes - 3umbe_Maoore - Word

MA LINGE AEVIEW VEW
Em S Hynadink IJ [® Header~ [ Quick Parte~ [ Signabure [ire -
e |’ Bookmzrk |: Foctzr - 4 Wordort - %Uate & | me
Daline Cormrment Toat »
[\Video @Crm—'ﬁweme [ Pace Nurmner= g - = [hop Tap Dnnjert -
[\ ecia Links Commerts Hezadzr & Footer Text §
I N - RN S - Object
Inszrt en embeddzd object, such as
enother Word documert or an Bxcz
chart,
4. Locate and select the desired Excel chart, then click Insert.

@E‘?*Og::-:

@ * 1 1 « Documents Library » Bumble_Moore_Sales v O Search Bumble_Moore_Sales o
Organize v Newfolder - @M @
;
i Favorites Book Sales spreadshect
I Desktop Books Sales - Bumble_Moore
|14 Downloads Books Sales
=] Pictures 0 Romance Subgenre Spreadsheet
'k Google Drive
%l Recent places
2] Photo Stream
& SkyDrive
1M Computer
File name: | Book Sales Chart v |AnFies v/

HOME INSERT DESIGN PAGE LAYOUT
B Cover Page~ % E ’__’I—) T SmartArt
[ Blank Page : - - <> 1l Chart
L Table  Pictures Online Shapes
'r— Page Break - Pictures - a4 Screenshol
Pages Tables Iustrations
L b5 o o g g L
3. A dialog box will appear. Select

the Create from File tab, then
click Browse.

File name:
""’ | Brows
[ tinkto file
D Display as icon
Result

Inserts the contents of the file into your
dacument so that you can edit it later using
the application which created the source
file,

5. Check the box next to Link to

file if you would like to link the

data to the Excel chart. This will enable your Word chart to update itself when changes are made to the

Excel chart.

6. Click OK.

Create from File

File name:

[A\Documents Library\Bumble_Moore_Sales\Book Sales Chart.xsx | | Browse... ‘

Result
Inserts the contents of the file into your
@_, document and creates a shorteut to the
source file. Changes to the source file will
be reflected in your document,

7.

The chart will now appear in your Word

document.
. 1 . 2 3 5 — . 5 . —n
Book Sales

sase oo

S, //\\

s 7

e e .
—

I N =

30,0090

52000900

oCissnies npter eeiomance eSS ES Fems  emevoungasut
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Chapter-32 Editing PDF Files

Editing PDF files

A PDF file is a type of file that is designed to be viewable on any computer. It is useful when you want to send a
document to someone and you're not sure whether that person has Microsoft Word. PDF files are designed for
viewing rather than editing, so they are ideal for situations where you have a final version that does not need any
changes. However, if you need to edit a PDF file for any reason, Word 2013 allows you to edit it by converting it
into a Word document.

Converting a PDF file into a Word document may cause some graphics and content to look different or disappear
altogether.

B -Hd S 0 v = -
HOME = INSERT  DESIGN

To edit a PDF file:

1. Select the File tab. ..

D [‘ |Ca|ibri (Body) 'l” TlAL =

2. Backstage view will appear.
Click Open. Paste o B I U ~abex, x [&~

-

Clipboard = Font

3. Locate and open the PDF file you want to edit.

@ * 1 |l « Documents Library » Resume v & Search Resume »

Organize + New folder 2y 0O @

El Microsoft Word il m Resume - Adrienne Patel

Type: Adobe Acrobat Document

9T Favorites Size: 206 KB
Dat dified: 5/21/2013 11:29 AM
Print B Desktop ST Select a file to preview.
' 8 Downloads
[E5] Pictures

& Google Drive

%7"_ Recent places v

File name: | Resume - Adrienne Patel v| |AliWold Documents V|
Tools = | Open |V| | Cancel |
4. A dialog box will appear confirming whether you want to convert the PDF file into a Word document.

Click OK.

Waord will now convert your PDF to an editable Word document, This may take a while, The
o resulting Word document will be optimized to allow vou to edit the texf. so it might not look
exactly like the original POF, especially if the original file contained lots of graphics.

D Don't show this message again

| Cancel | | Help |

5. If the PDF file has content that Word is unable to convert, another dialog box may appear. Click OK.
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6.

The PDF file will appear in the Word
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BEH S O ==
HOME | INSERT  DESIGN
ol X
0 Segoe Ul
Lo
Peste o, B I U -akx, x*

-l -]

Resume - Adrienne Patel - Word
MAILINGS

REFERENCES

PAGE LAYOUT

REVIEW VIEW

8l T | aasbcenc| aaBbcene AaBbC

T Normal | TNoSpac.. Heading |

window as an editable document. You
can now make any changes you want.

lipboard &
L 1

Font

Paragraph

] Styles

S T 2 3 4 5 5

ADDRESS 415 Bishop Street #303 CELL 3125556840
Chicago, IL 60608 EMAIL addie patel@gmail.com

ADMINISTRATIVE
PROFESSIONAL

ADRIENNE PATEL

EXPERIENCE
Executive Assistant Il cHicaco, L

SUMMARY
Tech-savvy, solutions-

7. When you're ready to save, locate and select the Save command on the Quick Access toolbar.

The Save As dialog box will appear. Select
the location where you want to save the
document. If you want, enter a new file name.

Click the Save as type: drop-down box, then
select a file type. You can choose to save the
document as a Word Document or as
a PDF file.
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After you finish converting and editing your PDF file, you'll need to decide whether to save it as a PDF file or a Word
document. Depending on your situation, one option may work better than the other:

PDF: If you don't want to make any more changes to the document—or if you want to ensure that the file
can be opened on any computer—save it as a PDF file.

Word document: If you want to continue making changes to the document—or if other people need to
edit it—save it as a Word document. You can always save it as a PDF file when you're done making changes.
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