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Perface

We live in technology-driven world, where almost everything is automated. The fast two decades
(1) have seen a renaissance (J7<IT) in the world of innovations. We have seen docotors perform
surgery by sitting miles away from their patients. The fashion industry is soon to replaces supermodels
with robots (one such, the Sophia, was developed by Hong Kong based company Hansaon Robotics).
There are similar advances being made in every field, all of whose foundations are based on Comput-
ers.

It can often be perplexing (BX19 &=-aretn) for a beginner to keep pace with such developments. To be
lost in the world of codes and bytes can be nerve-racking. And this is where a text book of this nature
comes in. Written assuming absolutely no prior knowledge of Computers, this book carries the stu-
dents through the world of Editing and Formatting the text and Objects on Computer in a simple and
structured manner.

What this book does aim to achieve is to give you an eye opener, a mild introduction of Application
Software MS-Word. It will teach you the basic and advanced building block of MS-Word, and also cover
the formatting and editing your documents in attractive manner which is necessary in all offices all
over india. It also gives an introduction to various useful commands which helps you to create your
documents and published it online or offline.

This book of MS-Word covers all the useful commands of latest version of MS-Office.

There indeed are several books that flood local book shops on this subject. So why should you use this
one? The answer is simple; We have not written this book keeping a specific audience in mind. Whether
you are a school student, a budding engineer pursuing technical education, or want to be master of
document creation then this book will be appropriate search for you. We have kept the language at a
level that can be accessed by one and all, and yet kept the discussions thorough and focused.

More specifically, it can be used by the following:
Students pursuing DCA, DFA, ADCA, PGDCA, CTTC, DDEO etc. Courses from our Branches.
Student pursuing short-term courses in our Authorised Branches in all over india.

Finally, this book is for everyone who is either excited about computers or interested in knowing more
about computers.

This book is impregnated with several salient features:

A completed self-study material obtaining basic and advanced knowledge of documentation.

Covers Microsoft Office suites Software.

Concepts and Lab idea are explained using ample number of illustration and screen shots for
visualisation of the commands.

Hope that the book will be very useful and move on right path of one’s career.
We regard the suggestion and options of the users as most effective guideline for improving this book

further.

warm regards
Richson Technoserv opc (P) Ltd.
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Word Basics Chapter 1

Introduction

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 have 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.

Opening MS-Word 2013

There are five famous way to open word in your Computer are following

1. Click the Start button. Type "word" without quotation marks into the search box. Click "Microsoft Word 2013" in
the list that appears.

2. Click the Start button. Hover the mouse pointer over "All Programs". Scroll down to the Microsoft Office folder
and click it. Select "Microsoft Word 2013".

3. Press the Windows key and "R" on the keyboard at the same time to bring up the Run dialogue. Type
"WinWord.exe" without quotation marks into the box.

4. Right-click on an empty area of the Windows 10 desktop. Hover the mouse pointer over "New" in the menu that
appears. Click "Shortcut". Type or copy and paste "C:\Program Files\Microsoft Office\Office14\WINWORD.EXE"
into the box. Click "Next". Type "Word" into the box and click "Finish". Double-click the Word shortcut that appears
on the desktop to launch Word.

5. Open an MS Word file on your computer by double-clicking it. If you are asked to choose an application to open
the file with, select "Microsoft Word". You may close the file you have opened if you do not want to use it now and
open another one instead.

The Word interface

When you open Word 2013 for the first time, the Word Start Screen will appear. From here, you will 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.

When working interface will be appear infront of you it will be quite similar to this older version MS-Word 2010 and
function of all avillable commands are also as same as Word 2010. But it is totaly different than old versions before
Offic 2007 becuase all menu of MS-Word 2003 will be disappeared from this latest version of MS-Word. However
you should not be worry about newer version of MS Word because this version is quite simple than all versions of
MS Word. You will look all menu convereted into Ribbon, which is visible to the all user. So you can easily use all
these commands unlike older version. MS Word 2013 user interface is very user friendly and you need not wonder
to search any commands in menu and menu lists. This chapter teach you all commands availlability in New MS Word
2013 and also get to know about functions of these commands. Read this chapter carefully beacuase it is very
important lesson to know word better in future. If you miss this lesson it will be little hard to learn MS Word better
later.

The Word interface is blank document when you first open MS word Document. You can now create a document
regardging you work and also can take printout this at same time.

Given picutre show you word interface:
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Working with the Word environment

If you have previously used Word 2010 or 2007, then 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 common tasks in Word—as
well as Backstage view.

The Ribbon

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 these tabs to perform the most common tasks in Word.

'ﬁ = MNew Document - Word DRAWING TOOLS
HCHAE INSERT DESIGHN PAGE LAYOUT REFEREMCES MALLIMNGS REVEEW VIEW FORMAT
Cofibwi(Body) =11 | A" A Aa- | B =-3=-"E. &8 J T ||assncenc asBbcede AaBbCe dﬁh“. -
BT y-u,n B-FP-A- === - H-|H- % Hormal | T NoSpac.. Heading 1 : '-M:Rmﬁc?
u ! ) == = = e s - ? Lk Select-
Clipbosrd Faad 9 Paragiaph ; Styles L] Editing

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.

1. Click the Ribbon Display Options arrow in the upper-right corner of the Ribbon.

2. Select the desired minimizing option from the

Auto-hide Ribbon drop-down menu.

Hide the Ribbon, Click at the top

of the application to show it.
Auto-hide Ribbon: Auto-hide displays your docu-

ment in full-screen mode and completely hides the
Ribbon from view. To show the Ribbon, click the
Expand Ribbon command at the top of screen.

Show Tabs

Show Ribbon tabs only. Click a
tab to show the commands.

i 6 rEI: Show Tabs and Commands
= | Show Ribbon tabs and
commands all the time.

Show tabs: This option hides all command groups
when not in use, but tabs will remain visible. To
show the Ribbon, simply click a tab.

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.

@HS 04 -

FILE HOME IMNSERT DESIGM PAGE LAYOUT REFEREMCES MALINGS REVIEW WIEW

1
H
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The Quick Access toolbar
Located just above the Ribbon, the Quick Access

toolbar lets you access common commands no matter which tab is

selected. By default, it shows the Save, Undo, and Repeat commands. You can add other commands depending on

your preference.

To add commands to the Quick Access toolbar
1. Click the drop-down arrow to the right of the Quick Access toolbar.
2. Select the command you want to add from the drop-down menu. To choose from more commands, select More

Commands.

3. The command will be added to the Quick Ac-
cess toolbar.

Tip: Ask teacher to add or remove some com-
mands to quick Access Toolbar in Lab for more
clarification.

Quick Access Toolbar not converts function of Any
commands it is only add the commands to the
home page of MS-Word Window to easily access
to the user.

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.

L P 1 i 3]

E

E 4 :

FILE HOME Customize Quick Access Toolbar T
i Mew i—
:] Calibri (Be s ;
PaftE v B I L sae My
Clipboard ™ Email
L % Quick Print

Print Preview and Print

Spelling B Grarnmar

W Undo
v Redo
Draw Table

Touch/Mouse Mode
More Commands..

Show Below the Ribbon

To show or hide the Ruler:
1. Click the View tab.
2. Click the check box next to Ruler to show or hide the ruler.

DESIGM PAGE LAYOUT

= ~ Ruler
& Q

UGndlines

S Loom
Mavigation Pane

Show

REFEREMCES MAILIMNGS REVIEW VIEW

["_*} |:| One Page |T:_‘|| Mew Window [ F
£ EIE mMultiple Pages Arrange All ]
100% 3 : E 4 5
Bl Page Width Split : Wit

Zoom Wind ow

Backstage view

Backstage view gives you various options for saving, opening a file, printing, and sharing your document.

To access Backstage view

1. Click the File tab on the Ribbon. Backstage view will appear.

Richson Technoserv Opc Pvt. Ltd.
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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 useful for various tasks, especially if you

are planning to print the document.

To change document views,
locate and select the desired
document view command in
the bottom-right corner of
the Word window.
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>klf 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!
Pick up where you left off:

3 minutes ago {tﬂ;

Creating and Opening Documents

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

To create a new blank document B H S 0 -

When beginning a new project in Word, you will often want m HOME IMNSERT DESIGH
to start with a new blank document. 7 _ ) _

1. Select the File tab. Backstage view will appear. E—l Calibri (Body) - |11 *] A A

2. Select New, then click Blank document. p .
aste & B I U ~abe X, X°  [5

Clipboard Font

il

Mew Document - Word

L 1 p

Letters Hesume Fao Labels Lards Lalendar Blank
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3. A new blank document will appear.

To open an existing document

In addition to creating new documents, you will often need to open a document that was previously saved.
1. Navigate to Backstage view, then click Open.

2. Select Computer, then click Browse. Alternatively, you can choose OneDrive (previously known as SkyDrive) to
open files stored on your OneDrive.

Open

= i " "
1 il CLomputet
[ L}  Recent Documents e nj

Recent Folders

&8 Merced Flores's OneDrive Documents
[resktop

1] Computer

- .

b= Add aPlace Browese

v Open | x|

‘-- - 4 « Misc » Richson Document's v & Search Richson docs o
Organize = Mew folder HE - [l
G Microsoft Word ® % Chain of Command Tree

Dﬂ':'-'F‘.e:»ume
r Favorites 1| Team Building Retreat Flyer |
B Desktop
J. Downloads
& Google Drive
=il Recent places
i Libraries
“i| Documents
‘| My Documents
.~ - v
File name: | Team Building Retreat Flyer v | | AllWord Documents ¥
Tools - | Open_lrglzl Cancel

*If you have opened the desired presentation recently, you can browse your Recent Documents rather than search for
the file.
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Using templates

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 tem-
plate

1. Click the File tab to access Backstage
view.

2. Select New. Several templates will ap-
pear below the Blank document option.
3. Select a template to review it.

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

Title ] Tithe Title
L3

the template can be used.

5. Click Create to use the selected tem-
plate. EEEEEE TEITT
6. A new workbook will appear with the

selected template.

Te s

lon design (blank)
T|ﬂe Provided by:  Microsoft Corporation

Faading
T Wi ek TR TR A

A simple starting document featuring the Ion
design. It has a clean look with a touch of
nersonality that's perfect for any document, This
R template is great for when you want to start from
blank but don't want the default look, To take
advantage of this design, simply format headings
and other text using the Styles gallery on the Home
tab.

Download size: 17 KB

Rating: r (11 Votes)

T
[ ]
Create

%
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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 will only be able to access commands found in the program
that was used to create the document. For example, if you open a document created in Word 2007 you can only use
tabs and commands found in Word 2007.

In the image below, you can see how Compatibility mode 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.

13 !
Flyer | Compatidity Wodelf Word DOLANING T Fiyer - \Word
REFEREMCES FISRINEGS EEVIEW VIEW FORMLS REFERERCES PSR 1P EEVIEW VIERN

2 Shape Fill = ] = & L2 Shapa Fill =

- Shape Chaline ~ p 7 = 1o 1 A _"'"-!:.1rr_ Dhghine - || g Ties =

Change Shape*  Effaces 3, Effects = L) B Shape EFfects -

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

*You can review this support page from Microsoft to learn more about which features are disabled in Compatibility
mode.

Saving and Sharing Documents

When you create a new document in Word, you will 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 is nothing fundamentally different about the way OneDrive works;
it is 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 will use the Save command to save your changes. You will use this
command most of the time. When you save a file, you will 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 will use this command to create a copy of a document while keeping the original. When you use Save
As, you will need to choose a different name and/or location for the copied version.

To save a document

It is 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 will also need to pay close attention to where you save
the document so it will be easy to find later.

1. Locate and select the Save command on the Quick Access toolbar.

Richson Technoserv Opc Pvt. Ltd. 9 MS - Word
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2. If you are saving the file for the first time, the Save As pane will
appear in Backstage view.

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

Save

ﬁ Merced Flores's OneDrive

|[:;_J Computer

% Add a Place

AS

!E;I Computer

Recent Folders

Documents

Desktop

Browse L}

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

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

&) v 4 « Mise » Company Doc's v | O P
Gganize = Niof Eolder it - @ 6. The document will be
= e | o saved. You can click the
=, Recent places gL : .
P B= Team Building Retreat Fhyer Save command again to
=5 Libraries save your changes as you
| E® Documents p————— modify the document.
T Choose a |ocation and
o Music 2 o *You can also access
! Plictures ” the Save command by
ressing Ctrl+S on your
File narme M / W P 9 y
keyboard.
Save as type: | Word Document W
Author: Merced Flores Ta g% Add a Iﬂg
[ ] Save Thumknail
= Hide Falders Tools - Save Cancel
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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 will be able to edit the new file and
still refer back to the original version.

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

To change the default save location

1. Click the File tab to access Backstage view.

BE S &7

HoME TNSERT DESIGH
= 2. Click Options.

||] Times New Ro =11 -| A »

L

Paste o B T U -aex x° A

Clipboard = Font

3. The Word Options dialog box will appear. Select
Save, check the box next to Save to Computer by

Bccount

If you do not 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.

default, then click OK. The default save location will Options
be changed.
“Word .. s
| T
Ganeral £ a i
Customize how docurnents are saved,
Display
:'*rr-nl'm; Save dot uments
|
! Save *——m Click Save. then i Word Document (*.dooi) |
| anguage ._ oy : kK . : '___ nformation svery 10 = minutes
Achamcad . ettoraved version if | close wathoul saving
Customize Bibbon ;2?;?::?"'“ file Chllsersianetzelbpplatat Roaming' i Browse..
Quick Access Toolbar ] Don't show the Backstage when cpening or saving files
) o Show additional places for saving, even if sign-in may be required,
0 IRE =)
i -ne to Computer by defauht I
- - 3 t
c‘ncd
AutoRecover

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

To use AutoRecover
1. Open Word 2013. If autosaved versions of a file are found, the Document Recovery pane will appear.
2. Click to open an available file. The document will be recovered.

*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.

Richson Technoserv Opc Pvt. Ltd. 11
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Exporting documents
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Recover Unsaved Documents.

Info

—
e

Ciu-:f.k.F.or

Issues -
Print
- |
Share G,_
Manage
Wersions -
Export

iz L= Recower Unaved Docoments
Close v | Dngwrss recent unsaved fifes

Inspect Document
Before pulblishing this file, be aware
that it containg
Drecument properties and
author's name

Cinntent that peaple with
disabilities are unable to read

Versions

1] There aie no prevous versseng af
this file,

[

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 is easy to export your document from Word in a

variety of file types.

To export a document as a PDF file

Exporting your document as an Adobe Acrobat document, commonly known as a PDF file, can be especially useful

if you are 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.
1. Click the File tab to access Backstage view.
2. Click Export, then select Create PDF/XPS.

Export

Create PDF/EPS Document

Change File Type

Create a PRE/SPS Document
Pieveroms lape, faimatting, fants, and mmag
Lorfert can'i be esssly changed

Free vieswers ane svailable on the web

fl:.;1r
PDF/RPS

Lo

3. The Save As dialog box will appear. Select the location where you want to export the document, enter a file name,

then click Publish.

Richson Technoserv Opc Pvt. Ltd.
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o Publisn as POF or %P5 Ex

&) = T o Documerts o bisc » Berced's Docs v | Search Berced's Dacs B
Qeouiees  Nesdiokier 2= *By default, Word will export all
S Tichnt e & Mi e makch yeur seach of the pages in the document. If
& Librarses you want to export only the cur-
ﬂl seuments e rent page, click Options in the
:. pi:::;l.: Save as dialog box. The Options

B videas dialog box will appear. Select
Current page, then click OK.

File nars: | Resiame
Savn as typel | POF

[« Dpen file efter publishing Optimize for @) Standerd {publshig
v anid prentag

i) Minimiom size

Lpuib ishimg e lie)
Oyptianes... '
& Hide Falders Teols = pl.lhliﬁhb\ Cancel
=y

Ceptirnize for: (@) Standard (publthing
onhing and printing]

") Mmimum size

{publishing onling =

Optons..-
[

Page range

Publish |1

Tools

CiPagels) Fram = ML 3
Publish what
(% Dooument
Drooament snowing markop
Indiude non-printing information
Creale badknmarks uting:
& Headitgs
Word bookmarks
|| Dooument properies
[+ Dooument strusture tags for accessibility

PDF options
j 150 19005-1 compliant (PDF/&)
[+ Bitmap text when fonts may nat be embedded

ﬁ Encrypt the docwment with a passsnord

oK Cancel

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 file if you need a plain text version of your document.
1. Click the File tab to access Backstage view.

2. Click Export, then select Change File Type.

3. Select a file type, then click Save As.

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.

Richson Technoserv Opc Pvt. Ltd. 13 MS - Word



il S EX

- = 9 + Neao ¢ Menoed s Dacs v o ¢ et 4 [ =]
Caganue + B e ke = o
E }{ p{:} t ™ @FChencl Command Tres
Al Limwia 2 Tasmn EBudsing Ketrmat Fhar

+] Dadurents

o M

= Pichurei

L. Create PDF/XPS Document B i
Fie poane - FKmoma "’/ W

5 = Sort ey Dypels W DB0aTvetn e
a Change File Type L

1= Wered Fione agx - Bod s by

Saam Theamibe

= Hide Frdsers Tach = L 3 Cancal

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

ety of file types.

Sharing documents

Word 2013 makes it easy to share and collaborate on documents 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 are actually giving others access S h dare
to the exact same file. This lets you and |
Resume Invite People

Bdercad Flores's SigDrive « Documents Twpe names ar e-mail sddresses

document without having to keep track 2] [ [Canoan -
Share

the people you share with edit the same

of multiple versions.

*In order to share a document, it must | L

e Invite: People

first be saved to your OneDrive.
D Get a Sharing Link
To share a document

1. Click the File tab to access Backstage

Require user to sign in before accessing document.
{ . Post 1o Social Networks
view, then click Share. a®

s
2. The Share pane will appear. Ermail -

L= Present Online

Bl PostiaBlog

Text Basics

If you are new to Microsoft Word, you will 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.

Using the insertion point to add text
The insertion point is the blinking vertical line in your document. It indicates where you can enter text on the page.
You can use the insertion point in a variety of ways:
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Blank document: When a new blank document opens, the insertion point is located in the top-left corner of the page.
If you want, you can begin typing from this location.

PAGE LAYOUT REFEREMLES MAILINGS REVIEW VIE

A AT Hav |8 iS5 i NS | EaE E"»' ] Press Release
5 P [ Eawar
¥ [A-F-pA-SB===|1=- S-E- 2
. 555-88
Font Ir Paragraph s Addi ng spaces: werfd T Tindermiafional oeg
L ¥ 1 2 3 Press the 42013

spacebar to add GLOBAL HONPROFIT TO RETIRE |
spaces after a
word or in be-

tween text.

New paragraph line: Press Enter on your keyboard to move the insertion point
to the next paragraph line.

Manual placement: After you have started typing, you can use the mouse

Press Release to move the insertion point to a specific place in your document. Simply
£ =N W . . . .
e Tt R il click the location in the text where you want to place it.
Call Phone 415-585-8801
Email: Greg WeaverdT Tintemational.ong The event will take placs on March 2| 2013 from 6:30 - %00 pm. Highlights will include:
at; Febouxye 14, 2043 The San Francisco Quintessential Quarls
PRESIDENT OF GLOBAL NONPROFIT TO RETIRE I Al Wegan Catering by & Moss Mus!

| A pefermance by the Moment of Melody Children's Chalr

*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 will 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 NONFROFIT TO RETIRE IN APRIL

Lenair Wallace, the president of Tall Trees International Nongrofit {TT1), announced
sty thal she will be retifing in Apel, She began as a researches and in the matter al a
few years, worked her way up fo serve aspresident, Mes. Wallace has been with Tall Trees
since ks earty days a3 a resource Tor local arboretums. From aversasing mulch donatons,
organizing local and intesnational tree planting projscts, 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.

Richson Technoserv Opc Pvt. Ltd. 15 MS - Word



PRESIDENT OF GLOBAL

Lenoir Walkace, the president of Tall Tre
westenday ifa she will be: tatifing in Aphirs? =" erola
few years, worked her way up 10 SEMve 35 [rewwanaeS. WWallace has been with Tall Trees
since iis earty days a5 a resource for local arboretums. From oversesing mulch donatsons.
ofganizing local and international tree planting projecis. and educating e glooal

*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:

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

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

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

*/f 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.

FRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN AFRIL

Lenair Wallace, the president of Tall Trees International Monprofit (TTI), announced
yeslerday that she will be retiring in April. She began as a researmm[},m in fhe matier of a

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

= 3. Place the insertion point where you want the text to appear.
HORE IMNSERT DESIGM

e, N . A
L Aral =112 =1 A A
—l i i PRESIDENT OF GLOSAL NONPROFIT TO RETIRE IN APRIL
Paste ﬁ B I E = 3B Kz & -'_';‘—' > Lenor Walaos Lhe presideant of Tal Tress intématonal Mompeold (T, announces
o weslarctay 1RAl s will B resning i Apnl. Sne Dogan &3 8 reseancher and in e mater ol a
Terahf Ve TR, WednTHoEnd G WY LD 00 SR BE Dresient. Ms, Wallaoe has Deen wiin [Sinoe its
Clipboard = Font earty days 26 3 eSOUnce 1 lcal arbencasTs, From gversening mugch donafons,
prganizing kxcal and intemational teee Flanting profeds, and sducaling e gickal
L Fd (Ctri=0) CofTETInity, WS Wakaoe has been prvotal i the growth and success of TT1and he
opy (Lir weikdwide Neath of iees, Afler 10 yaas of aevice, NEr Connbubens 1 dendiskey Nave
-y 5 o nean nssaurable. Har tamisy and SLa Wish 10 Pegognins Red many yean of dedcaied
Puta copy of the selection on the senice Iy esting 3 farewed dnner & e San Francisce Fadix Ganiens i
Clipboard so you can paste it
somewhere else,

4. Click the Paste command on the Home tab.

To cut and paste text

1. Select the text you want to cut.

2. Click the Cut command on the Home tab. You can also right-click the selected text and select Cut.
3. Place your insertion point where you want the text to appear.

4. Click the Paste command on the Home tab. The text will appear.
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*You can access the cut, copy, and paste commands by using keyboard shortcuts. Press Ctrl+X to cut, Ctrl+C to copy,

and Ctrl+V to paste.

IMSERT
il

B Arial 112
[y
Paste B I U »abe x,

as i
i %
Clipba

Paste [Ctri+V)

Add content on the Clipbeard to
your document,

DES

X’

d3id Fa Ferit

!

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

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.

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 International Monprofit (TTI), announced
yesterday that 2he will be retiring in April. krs. Wallace has been with TTI since its eagly
days as a resaurce far local arboretums. She began as a researcher and in 1he malter of a
few years, worked her way up 1o sense as presic
organizing local and infemational tree planting projecss, @nd educating the global
community, Mrs. \Wallace has been pivotal in fhe grow
worldwide health of trees, Afler 19 years of senvice, her contnbutions to dendrology have
been immeasurable. Her famaly and siaff wish to recogmize her many vears of dedicated
sendice by nosting a farewell dinner at the San Francisco Radix Gardens.

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

*/f text does not appear in the exact lo-
L jrrorp oversaeing mulch donations, cation you want, you can press the Enter
nd success of TT and the key on your keyboard to move the text to

a new line.

Find and Replace

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

words or phrases using Replace.

To find text

In our example, we have written an academic paper and will use the Find command to locate all references to a

particular author's last name.

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

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

3. Type the text you want to find in the field at the top of the navigation pane.
In our example, we will type the author's last name. s Lo

iz

E B Q¥ s
FILE HOME ENSERT DESIGM
C Times 114 = & A

| &
1=
Paste
.'5 o | B

=
k
»
*
§

fiphoard &

MNavigation e

Fitzgerald| X v
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? B - 5 X%

e Fle -
Z4c REfilace

intense Q... |3 o i
4. If the text is found in the document, P Select
it will be highlighted in yellow, and a fa Editing "
preview of the results will appear in Find (Ctri+F)
Find text or other content in the

the navigation pane.
5. If the text appears more than once,

docurment

choose a review option to review

each instance. When an instance of the text is selected, it will highlight in
gray:

Arrows: Use the arrows to move through the results one at a time.

Results previews: Select a result preview to jump directly to the location of
a specific result in your document.
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6. When you are finished, click the X to close the
navigation pane. The highlighting will disappear.

| =
Mavigation &3
= i
. 1 Clnge
Fitzgeraid X =|
Result 3 af 10 | i
HEADIMGS PAGES RESULTS

1. 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.

N O

8
9

L
Navigation v - To replace text:
: P At times, you may discover that you have made a
|>garch document ' b the marrs| mistake repeatedly throughout your document—
Options.., | such as misspelling a person's name—or that you
HEADINGS PAGES RESLIL 71 .
# Advanced Find, need to exchange a particular word or phrase for
3t Replace st| another. You can use Word's Find and Replace fea-
Text, comments, pictures.., Word ¢l 5 ~ " q| tureto quickly make revisions. In our example, we
A ol : 3 Lo lg. . . )
just abaut anything in your docum will use Find and Replace to change the title of a
Fimd: 1 . L .
Use the search box fortext orthe | —— magazine so it is abbreviated.
magnifying glass for everything elsi “=  LapNICs .-| 1. Fromthe Home tab, click the Replace command.
B Tables 2. The Find and Replace dialog box will appear.
T Equations dl 3, Type the text you want to find in the Find what:
ag* Footpotes/Endnotes | field.
4. Type the text you want to replace it with in the
[ Comments L . . . .
Replace with: field. Then click Find Next.
? EH ~ 8 X — :
Find and Replace 8 x §
Find Feplaie GoTo
i Find ~ B -
Bl 1 = Fira what: Sewerss Ravinm d |
- | | BYe Replace
mtense .. | |- !-.Egi‘f' )
ot Aeplace with: |sR |
! aiting L
Replace (Ctrl+H) — _
Search for text you'd like o change More 72 Bephsce Replace A1 -E-'"dﬁ;“ ozl
and replace it with something else, b . 2

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

. Review the text to make sure you want to replace it.

. Word will jump to the next instance of the text. If you want to replace it, select one of the replace options:

Replace will replace individual instances of text. In our example, we'll choose this option.
Replace All will replace every instance of the text throughout the document.

. The selected text will be replaced.
. When you have done, click X to close the dialog box.

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

Richson Technoserv Opc Pvt. Ltd.
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Formatting Text

L]
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.
1. Select the text you want to modify.

2. On the Home tab, click the drop-down arrow next to the Font

box. A menu of font styles will appear.

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. IMSERT

FILE HIOKE
ey W

Daste :I"; O Comic Sanz S
: O Consalas
Chptoard -.-- ﬂ‘ Constantia

{! Cooper Black

{} COPPERFPLA

L

& Cosbel
2 f} Caidiw Hlan
{F cadaupo

DESIGH  PAGEL

Calibrl ®l1: <A A  Ad-

GoTHIC Bol
O CoPPERPLATE GOTHIC LI

AYOUT  REFE

4. The font will change in the document.

FILE HOME | INSERT  DESIGHW  PAGE LAYOUT
e a - #
5 Calibri (Body) - {12 - & A A3 - £y
Paste B I U -ak X, X - . A -
lipbeard & Fort =
L " 1
'r
TEAM BLHLDING RETREAT
Dawson Park
Meed to get park’s address
I Friday, April 5, BAM — 3P0

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

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

2. Select the desired font size formatting option:
Font size drop-down arrow: On the Home tab, click the Font size drop-down arrow. A menu of font sizes will appear.
When you move the mouse over the various font sizes, a live preview of the font size will appear in the document.

ﬁ HOME | [MEERT DESEEH PAGE LAYOUT
LT I
AL CooperBlck ~(ff = A" & Aa-
|I-'.| s 1 Sy T B i g L3
B I U == - .

% Foomat D prdei

E

REFEREMLES

SAAILRGY

Paracs i

Davevson Park
Nead 1o get park’satdness
Friday, April 5, Baki — 38001

RE

| TEAMBUI

Cangas, door prizes, free lurich,
scavengar hunt, volleyball, trust
ardd our first 3 parson-dlepgeds

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.

AT
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Grow and shrink font commands: Click the Grow Font or Shrink Font commands to change the font size.

HOME [MSERT DESIGM PAGE LAYC

A A pa-

CooperBlack ~|32 |

3. The font size will change in the

- document.
B I U -aex, x A-%-A-
Fant "
TO Change the font Color FILE HOME IMEERT DESIGHM PAGE LAYDUT REFEREMCES PAAILIMGS REWIEWY WIE
1. Select the text you want to B b ocpurBlack <|28 A 4 Aa- | S.E-E- EmE 8 st
modify. Paste .I-.,- BIU-sx, % A -¥- Al =E=== 1= By« FF T Marmal
2. On the Home tab, click the T
Clioboard. Forit . Automnatic =
Font Color drop-down arrow. The | : T . i
Font Color menu appears. HE mEE mm
3. Move the mouse over the vari- I ]
ous font colors. A live preview of ! I ﬁ I I l I ' I..‘a
the color will appear in the docu- Siardard Coliea Green, Accent B, Darker 259
ment. EE EEEEN
TEA #r Maore Colors. ING RETI
4. Select the font color you want et =
. H @ Geadient '
to use. The font color will change :

in the document.

*Your color choices are not 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.

‘Colors

|

{standard || Custom ok |

Lolars: Camiel

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

Richson Technoserv Opc Pvt. Ltd.

To highlight text

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

1. Select the text you want to highlight.

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

Canoes, door prizes, free lunch,
scavenger hunt, volleyball, trust walk,

FILE HOME INSERT DESIGH PAGE LAYOUT REFEREMCES

e i . [ L B St
=] CoaperBlack -[28 - A A Aa- G - -is - io- &

Paste B I O -aeex x 6-38 sE=== =

aragraph

ard Fant

//‘ =] NoCalor

lipbo

L
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3. Select the desired highlight color. The selected text will then be highlighted in the document.
*To remove highlighting, select the highlighted text, then click the Text Highlight Color drop-down arrow. Select No

Color from the drop-down menu.

T =

*/f 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

. A 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

Mo Color The Bold, Italic, and Underline commands can be used to help draw attention to
Stop Highli - important words or phrases.
Mo Color 1. Select the text you want to modify.

2. On the Home tab, click the Bold (B), Italic (/), or Underline ( U ) command in the

Font group. In our example, we will click Bold.

m HOME | INSERT  DESIGM — PAGE LAYCUT

Make your text bold.

Friday, April 5, 8AM — 3P0

'” NEEU LU EEL PalTK 5 dUUress

L Ty
[5 Calibri (Body) =12 + A A Aa- A
) :
:"f_ﬂ': ” El.[.}l’ U -abex x' A-¥-A-
Clipboard T Fant I
- Bold (Ctrl+B) £

To change the text case

3. The selected text will be modified in the document.

FILE HOME  TMSERT  DESISN  PAGE LAYVOUT

i

Calibri (Body) =-[12 - A A Aa- &
B :m - v oy ab .
e & B I U -akx x Q-F-4A

Clipboard T Farit ]

Dawson Park
! Meed to get park’s address
l Friclay, April 5, 840 — 3PM

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

text.
1. Select the text you want to modify.

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.

FILE HOME IMSERT DESIGN  PAGE LavOuT REFEREMCES

= = = oy & i :

G g Cafibri (Body) -[12 - A A HAa-

Paste ; B I U - a'x ¥ N ! Jenlence Case
v ] A=

“lighaard Fant

I Dawson Park
Mead to get park's ado
} Friday, April 5, Eass — 3PM

PAGE LAYOUT REFEREMCES MAILINGS
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I
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] Paragraph
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4. The text case will be changed in the document.

To change text alignment

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

1. Select the text you want to modify.

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

Align Text Left: This aligns all selected text to the left mar-
gin. The Align Text Left command is the most common align-
ment and is selected by default when a new document is
created.

Center: This aligns text an equal distance from the left and
right margins.
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Align Text Right: This aligns all selected text to the right margin.

Justify: Justified text is equal on both sides. It lines up equally to the right and left margins. Many newspapers and
magazines use full justification.

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

Symbols | Specisd Characters

Sym bOIS Farlr (narmed tad) H: Subtel: Latan-1 Supplement v
Sometimes you may find that you need to add a Niolalolalol x|aglolululoly|elela
Symbol to your text, such as the Copyright alalalalale|c|e alalilililila
symbol ©. Word offers a collection of symbols Alolelela|o|+|e|ulalalaly|ply A

f I th ti d =

rzfrth(:eurrency, anguages, mathematics, an 3 E 3 ﬂﬂ_g‘t aleled Ic CC‘. DE E‘_,

Recentiy used symbols:

€< [¥[e[e[*x[#[<[=]-[*[<[u[a[e

To insert a symbol
1. Place the insertion point in the location where you want to insert a symbol.

& 5 [ 7 &

MTOW 1S going to be baautiful - 73F and sunnyl

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

s 2} [ Header - A [ - |_|:" = JL Equation -
-rl-.ilf;j- Ll | TI " l | =
| e [l Footer= A = r..'l L1 Symbol~
Online | Links  Comment Ted
Video " #l Page Number = poy- = ®m ™ & 3
Media Comments Header & Footer Texd L-G" .
3 4 5 & Dl:!'_i'l?': :;i-._n. P
_ _ ) pooro = 0O £
ar tomorrow is going to be beautiful - 73F and sunny!
E ¥ 3+ £
I () More Symbols.
4. The symbol will appear in your document.
1 4 5 A 3 7 -

WTOW 1S going to be beautiful : 73°F Aand sunny!

*If you don not see the symbol you are looking for, click More Symbols... to open the Symbol dialog box. Locate and
select the desired symbol, then click Insert.
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Page Layout

One formatting aspect you will
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 orien-
tation, margins, and size.

To change page orientation
1. Select the Page Layout
tab.

2. Click the Orientation
command in the Page Setup

group.

IMargins

[ y Dirientation = = Breaks - Indent Spacing
I~ X
[ sme= S i0Line Mumbers= 3= 0 s liz(opt
== Calurmns = |:|'E- vah::’-u': on = =& 013 o fi g pt
Page Setup Paragraph
Change Page Drientation 4 .
;3 V2 YOUF pages a3 porirail or S
lang@scape layout,
=]
ﬁ Tell me more

[SERLSES e B LRI S =y )

SPECIRL THANLS The Brighton
Rl s M it P
SPECIAL THANKS The: Brighian Players L by el o
e ket o T B T I prntl“
K prosct ...“
Nidwts i
Wi Wt FRODUCTIN STAFF nd J
Aristophanes” L e I
PRODETIONSTAFF
TR T
g The ;he
e e Wl rogs
LIRS L L s Frﬂgs g
Landscape Portrait
TNSERT DESIGM PAGE LAYOUT REFEREMCES

3. A drop-down menu will appear. Click either Portrait or Landscape to change the page orientation.

la rging

5
L

HOME  INSERT  DESIGN  PAGELAYOUT | REFEREMCES

% Orientation = | = Ereaks = Indent Spacing

Ling BMlumbers = += 0" N ':_-_-_ [i] pt

| Partrait o = rg )
— II:_.'|1!'. enation = =+ 013" - i 2 pt
'—':1 7 [ Faragraph
| =—| .....-J-r1|'|4.- ! : o
b

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.

1. Select the Page Layout tab, then click the Margins command.

2. A drop-down menu will appear. Click the predefined margin size you want.
3. The margins of the document will be changed.
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HEME INSERT DESIGM PAGE LAYOQUT
. ﬁ HOME  MSERT  DESIGH
'i l Crientation = *— Breaks = Indent g O [ Brientation - = Buesks »
=R I saza (M Line Mumbers= = |07 Mol 10352 3 ine Humbers -
Margtns ¥ a = = Columns® B Hyphanation=
R == Columns~ bt Hyphenation - =+ 013 PR
b J Page Setuf Paragra :‘,'" :I -::.- i
Adjust Margms 2 Hoamal
Br
Set the margin sizes for the entire Tt Rig
document or the current section 8
Marrow
” . Tom 04 Bottoere 04" 1
Chogse from seversl 1L | Lefe v Rights 015
MIrmon _."'I:‘:T!!'I'I_'I";l:rlif-ll"'\_':':-_ or HANKS Lc.
customize your own Mhoderate y
T 1 [ Brtteere |
rlware |
ﬂ Tell me more
Linda’s Market

To use custom margins
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.

2. The Page Setup dialog box will appear.

3. Adjust the values for each margin, then click OK. Mirrored i .
) EI'=j Topm 1 Bottormn: 1
Page Setup i) ﬂ :LI:I Inside; 1.25" Qutside:1" i
LTI Faper Layout
o Office 2003 Default T
Tom 75 S mettes 75 : Top: 1 Bottorm: 1
Ty SCn H 1 Scn
Lot a5 & Bight 0.5 - Leit: 1.25 Right: 1.25" 3
Gtk ] = Gukler posiisn Lelr "v'_'
Ciidrlation Custorm Margins.., % 3
Al
Parlrail Lamdicaps Page size
Pages . . .
! By default, the page size of a new document is 8.5 inches by 11
Muiple pages: Hamal W X . X .
inches. Depending on your project, you may need to adjust your
R document's page size. It is important to note that before modify-
— ing the default page size, you should check to see which page
= sizes your printer can accommodate.
= ﬁ HOME  THSERT  DESIGM | PAGELAYOUT | REFERENCES
i; | It y Orientation = = Breaks - Indent Spacing
fppdito: |Whale document | E=E O sie 1 Line Mumbers = | #= 07 S|i=0pt
Marging ﬁk = ) - s PP
82t s Bedaahs o & Tecd o == Coluing = be |"-L-an-‘\.d". on = = 013 . | = Spt
. . Fage Sefup Para graph =
- Choose Page Size .
Choose a paper size Tor yaur
decument.

To change the page size

Word has a variety of predefined page sizes to choose from.
1. Select the Page Layout tab, then click the Size command.
2. A drop-down menu will appear. The current page size is highlighted. Click the desired predefined page size.
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To use a custom page size

Word also allows you to customize the page size in the Page Setup dialog box.
1. From the Page Layout tab, click Size. Select More Paper Sizes... from the drop-down menu.

2. The Page Setup dialog box will appear.
3. Adjust the values for Width and Height, then click OK.
Page Setug 22 “ *Alternatively, you can open the Page Setup dialog box by navigating
Margns | Pades | Layost | to the Page Layout tab and clicking the small arrow in the bottom-
h"”; = right corner of the Page Setup group.
Hﬂ::: b : HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILIREGE ]
Faper tquce T (s Onentaticn+ = Breaks = Indent Sgacing
(it Pt Fars ey P Fans e I e Lot S B b S D)
~ | e Setup I
=l ' it T ifg o
Fresiz | Chivck gt b Fll st ot pace
— SPECIALTHA} o :
ié Sulliven's Hardw . C
Lindes Market =
iapipte: | [Bd Tvciion 7] e
S-H:F:Emur_ (el [:}__ Larrel
Printing Documents
Once you have created your docu-
ment, you may want to print it P rl'nt
to view and share your work
offline. It is easy to preview and = | >
print a document in Word using s
the Print pane.
Primtes ikt
To access the Print pane p Lemadeldes . :
1. Select the File tab. Backstage e — e
view will appear. Settings ;?::gs
*You can also access the Print it .
pane by pressing Ctrl+P on your i =
keyboard. A [T - _?.I.I.I...{:I:J‘.". L E'EI ﬂﬂﬂ}s
To print a document 122 123 = :”‘:,m:_
1. Navigate to the Print pane and j  Londdsinpc Onienbation - —— iyt
select the desired printer. Lette . = e
2. Enter the number of copies =2 .
you want to print. s ’
3. Select any additional settings LPuge Per Shert .
if needed. Pt Sl 1 el ¥ % =~ +
4. Click Print. (See image)
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Custom printing
Sometimes you may find it unnecessary to print your entire document, in .
which case custom printing may be more suited for your needs. Whether you P rl ﬁt

are printing several individual pages or a range of pages, Word allows you to

specify exactly which pages you had like to print. (=
. Print
To custom print a document ch
If you had like to print individual pages or page ranges, you will need to sepa- s
rate each entry with a comma (1, 3, 5-7, or 10-14 for example). rrinter
1. Navigate to the Print pane. =) i‘i'_""[_"""“"“"f @ -
2. In the Pages: field, enter the pages you want to print. Printer Propestics
3. Click Print. T o
SEMiRgS Settings @
"'I '—'-:“U".'?p':"'. s marho Er : d g Print All Pages g
il e = hi whatle thing
Pages: |28, 11|
Fages

Indents and Tabs

Indenting text adds structure to your document by allowing you to separate information. Whether you had 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 is also possible to indent every line except for the first line, which is
known as a hanging indent.

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.

ank you so much for the time that you took vesterday to intervie
ssistant position. It was great to meet you and learn more about v
Vesta Insurance. On ny tour of vour building, vou 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.

"""_b" i 1 3 s

(%

=== [Thank you so much for the time that you took yesterday to 1
Administrative Assistant position. It was great to meet you and lear
administrative needs at Vesta Insurance. On my tour of your buildi
important it is that your Administrative Assistant not only be the w
the company, but also an integrated member of the staff willing 1o 1
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*|f you can not see the ruler, select the View tab, then click the check box next to Ruler.

DESIGN PAGE LAYOUT REFEREMCES  MAILINGS REVIEW | VIEW
| "é Ruler Q S B cBNewWindow [ -
i Gridlines —E [F = Arrange All
Zoom 0% Swity
Mavigation Pane G2 Bl Split Winda
Show Zoom Window
Indent markers
INSERT DESIGM BAGE LAYCOUT REF|

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 [~ : 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)

i (Body) ~J11 | & &7 | Aa- | B =TS

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 will click, hold, and drag the left indent
marker. A live preview of the indent will appear in the document.

=
L

fury

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

[Executive Assistant Il CHICAI |~
;Rev Development Group, June
;Suppor{ed the Vice Presiden
‘Resources Officer. Developec
m éadminiﬂ’rrative staff, and delin
E"m date. Maintained company
553,{:0#} annually by implemer

1 2 3 4

Executive Assistant Il CHICAGOD, IL

Rew Development Group. June 2007 - Present

Suppaorted the Vice President and Chief Human
Resources Officer. Developed new hire onentation for
administrative siaff. and delivered to 25 new employees
to date, Maintained company website, Saved over
£3.000 annually by implementing new travel and per
diamn system.

diem system,

To indent using the Indent commands

REFEREMCES IAILIMNGS REMIEW VIEW

AaBbCecl  AaBbCcDo AaBbC

Heading 1 TNermal = T Mo Sp

Styles

Paragraph

If you want to indent multiple lines of text or all PAGE LAYOUT
lines of a paragraph, you can use the Indent com- g ok
mands.

. W A -
1. Select the text you want to indent.
2. On the Home tab, click the desired Indent W
command:

Increase Indent: This increases the indent by increments of 1/2 inch. In our example, we will increase the indent.

Decrease Indent: This decreases the indent by increments of 1/2 inch.
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3. The text will indent.

*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

= Indent pacing
umbers~ | 3= 0.7 = 0pt

nation~ | =£|0" I} k= opt

4 kB4R

M Paragraph (1
£ Indent Left 2

Choose how far to move the
paragraph away from the left

rmargin.
To change the margins for the " el
whaole document, click the Margins
button,
Tabs
Using tabs gives you more control over : | ' ! i
the placement of text. By default, every LA ! CATIOMN
time you press the Tab key, the insertion Microsoft Office Specialist MICROSOFT QFFICE 2010
’ Microsoft Certification 2008
point will move 1/2 inch to the right. =
Adding tab stops to the Ruler allows you Bachelor of Arts BUSINESS ADMINISTRATION
. University of llineis Springfie 997 - 20071
to change the size of the tabs, and Word nharsity o (linstzSpcingrale 2 :
even allows you to apply more than one Associate Degree OFFICE ADMINISTRATION
tab stop to a single line. For example, on Lincaln Land Community College 1995 — 1997
a resume you could left align the begin-
ning of a line and right align the end of
the line by adding a 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 mouse over the tab se-

Types of tab stops include

Left Tab [ : Left-aligns the text at the tab stop.

Center Tab [, : Centers the text around the tab stop.

Right Tab | | : Right-aligns the text at the tab stop.

Decimal Tab | . : Aligns decimal numbers using the decimal point.
Bar Tab [, : Draws a vertical line on the document.

lector to see the name of the ac-
tive tab stop.

First Line Indent [ : Inserts the indent marker on the ruler and indents the first
e line of text in a paragraph.

Hanging Indent |, : Inserts the hanging indent marker,and indents all lines other
than the first line.
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*Although Bar Tab, First Line Indent, and Hanging Indent appear on the tab selector, they are not technically tabs.

To add tab stops

1. Select the paragraph or paragraphs you want to add tab stops to. If you
do not select any paragraphs, the tab stops will apply to the current para-

graph and any new paragraphs you type below it.

2. Click the tab selector until the tab stop you want to use appears. In our

example, we will select Decimal Tab.

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

many tab stops as you want.

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 ——

Decimal Tab

Application De

L. i

Application Development
Mainframe Suppor:
Server Maintenance:

.....

Budgeted Salary /Fringes: 35.37
IT Secwrity: 16,270

Auvdio/Visual Transmission: £ 2

Wide Area Nehwork: 5 405 |
l.ﬁcﬂl Afl:ﬂ Hmﬂfk: I e
Personaol Computer/Printer: 5.2%

Removing tab stops

It is a good idea to remove any tab stops you are not using so they do not get in the way. To remove a tab stop, click

and drag it off of the Ruler.

PAGE LAYOUT REFEREMCES
P | R | S 3
=== | =~
¥
Y - .E' | gy s } E'.L q
Ta Paragraph (P
2 3 &

MAILINGS

REVIEW

AaBbCcd AoB

Strong O

5E

*Word can display hidden formatting symbols such as the spacebar (.. ), paragraph ( ), 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.
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Line and Paragraph Spacing

As you design your document and make formatting decisions, you will need to consider line and paragraph spacing.

You can increase spacing to improve readability or reduce it to fit more text on the page.

About line spacing

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.

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.

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.

Tech-savvy, solutions-oriented
f:-J'CIfEBSiC-I"IEIF with expenence
in all aspects of office
management, administration,

and support.

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

4. The line spacing will change in the document.

Fine tuning line spacing

Your line spacing options are not 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 will then have a
few additional options you can use to customize spacing:

Exactly

Windows & Mac
Microsoft Office
Apple IWork
SharePoint
Salesforce
CuickBooks
Lotus Motes

At least

Adobe InDesign
Adobe Photoshop

Multiple
This option lets you type the number of lines of spacing
you want. For example, choosing Multiple and chang-
ing the spacing to 1.2 will make the text slightly more
spread out than single-spaced text. If you want the
lines to be closer together, you can choose a smaller
value like 0.9.
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 para-
graphs. 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, head-
ings, and subheadings.
To format paragraph spacing
In our example, we will increase the space before a para-
graph to separate it from a heading. This will make our
document easier to read.

Richson Technoserv Opc Pvt. Ltd.

PAGE LAYOUT REFEREMCES MBILIMGS REVIEWY ’
.| A e 8y
Ad = zi Y| maebocoe
F-p- S ===|E-15H-H- 1 Mormal
Para I:&‘
20 # I 1 1.13
415 Bichop 5 J
Chicago, IL 6
Line Spacing Options,
£ Add Space Before Paragraph

oreented Executive Assit - Add Space After Paragraph

Rew Nevelanem

IPRF T T o B8 B F P T

use 15-point spacing.

When you choose this option, the line spacing is measured in points,
just like font sizes. Generally, the spacing should be slightly larger than
the font size. For example, if you are using 12-point text, you could

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

Paragraph:

Indents and Spaang

General

+ W

Ling and Page Breaks

Alignmend: Left v
Quthing lewel: | Body Text W | el
Indentation
Lefi: o = Specialk By
Bight i ¥ inone| W F
_ Blirrof andemls
Cpacing
Eafare: 0pt ¥ Lie spacing: ak
After Bpt s Muiltiple w| (15 12
| Con't add space bebween pala sengie
b 1.5 lines
Double
A
Previgw I_t__le?ﬂ
Multiple ¢
sl e = -l s lur e nad g - e e
T w el - - e el - e -
o e ar e
Tabs... et As Default aK Cancel
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1. Select the paragraph or paragraphs you want to format.
2. On the Home tab, click the Line and Paragraph Spacing command. Hover the mouse over Add Space Before
Paragraph or Remove Space After Paragraph from the drop-down menu. A live preview of the paragraph spacing

will appear in the document.
3. Select the paragraph spacing you want to use. In our example, we Will select Add Space Before Paragraph.

PAGE LAYOUT

5

I_t.l'_ﬁl_

IENNE PA

AEFEREMCES

" B
fa- O = -i— =i EE

MAILINGS

3. The paragraph spacing will change in the document.

*From the drop-down menu, you can also select Line Spac-
ing Options to open the Paragraph dialog box. From here,
you can control how much space there is before and after

REVIEW WIEWY

AaBhCeDe AaBbCel

T Morma THa Spas

the paragraph.

Paragraph:

+ W

Indents and Spadng  Ling and Page Breaks

1.0 General
Executive As Line Spacing Oatians Alignment: | Left ¥
ek Rev Develoom j .- e ) - o
it = Add Space Before I'-'I-';'“rrL'-a_ Butling lewel: | Body Test W allansed b
2 Suppoted the = add space After Paragraph RESOUICES
[ Officer. Devel e rrew nirer oo o aoanindstrative Indentition
staff and deliverad to 25 new emplovess 1o date. = B
Lefi: o . Specialk By
Bight i ¥ inone| W F
Lists (Bullet & Numbering) I irror ingents
. . Cpacing
Bulleted and numbered lists can be used in your docu-
. . . Eeafare: & ol ¥ Line spacing: ak
ments to outline, arrange, and emphasize text. In this . - -
Alter &l o Multiple AR =

lesson, you will learn how to modify existing bullets,
insert new bulleted and numbered lists, select sym-
bols as bullets, and format multilevel lists.

To create a bulleted list

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

appear.

|1 Bon't acd space between paragraphs af the same style

Agenda

Call 1o arder

Mew member infroducton
Tresmarer’ s report

Mews and events
Commumications

Mew TT) Facebook page
Commumity Service
Fuireraising

Chair's report

3

Preview
Tabs... et As Default aK Cancel
[
DESIGM PAGE LAYOUT REFEREMCES MAILIMNGS
JA A | e | MECRE " T ==
=== =, | A
2| o, oAb, , |- " q
X = F A \.* _ _ - __-:'L 1-[ T Mo
nt I Paragraph I

3. Move the mouse over the various bullet styles. A live preview of the
bullet style will appear in the document. Select the bullet style you want to
use.
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& Treasurer's report
® Mews and events

* Communications

* Community Service
i

* Fundraising

* Chair'sreport

GERT RES AGE LAYGL REFEREMCES HAL INGS
15 Koa A i | =
Rircewlly Usad Bollati
L o= s % X b F
ol LA e | B
Apenda
Bulled Libr sty
*  Call v order
< Harm [ ]
* New member introdu D |

* Mew TTI Facebeokpa | O L] v »

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

oV Agenda

® Call 1o order

# New member introduction

» o | ® Treasurer s report
7 ® MNews and events
v i S
* Communications
| # New TTI Facebook page
| ’
[l L] Commumt_r Service
- * Fundraizsing

# Chair’s report

Options for working with lists
1. To remove numbers or bullets from a list, select the list and click the Bulleted or Numbered list command.

2. When you are editing a list, you can press Enter to start a new line, and the new line will automatically have a
bullet or number. When you have reached the end of your list, press Enter twice to return to normal formatting.
3. By dragging the indent markers on the ruler, you can customize the indenting of your list and the distance be-
tween the text and the bullet or number.

'
Agenda

*  Call to grder

)
®  Tressurer's report
®  Newsand events
- Communications
L] Mew TTI Faoebaak
*  Commnmity Servics
*  Pundrasing
& Chair's repore

- New member JII.LFUL::I.I.A'.'UD\.II.

pege

To create a numbered list

When you need to organize text into a numbered list, Word offers several
numbering options. You can format your list with numbers, letters, or
Roman numerals.

1.Select the text you want to format as a list.
2. On the Home tab, click the drop-down arrow next to the Numbering
command. A menu of numbering styles will appear.

HOME | NGERT  OFSKGN  DAGELAYOUT  SEFERENCES  MALNGS RV
dArial ':I.? ™ -1 = el - = e

B I U -asow x4 = Riecenthy Lised My Foarraty

DESIGH PAGE LAYOUT tEFEREMCES E il Sl e W | B R

- 5 s Fort : > :

e | ThiELE &= - c

1
2 = = ?: AaBb Farewsll dinner preparatic Mosbeing Ly
= = (=
T Maor 1. Boak venue iSan Frz i i
i~ | A A &y E‘l q 2. Contact verdors — 2
3. Book Zan Diego Cuil - 3 3
&= 301 ) 4 Book Moment of el .
g Pajagiaph 5. Send mvilatiors |'f
6 Approve lecalion set | 4 Mimbmrasy
7 Arrange seating plac 1 B o)
& Setup paduim i C -
. . Dorpment Momber oty
3. Move the mouse over the various numbering styles. A
1
live preview of the numbering style will appear in the docu- z

ment. Select the numbering style you want to use.
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4. The text will format as a numbered list.

3 1 3 E! ]

Farewell dinner preparation

Book venue (Zan Francisco Radlx Gardens)
Contact vendars

Book San Diego Quintessential Quartet
Book Moment of Melody Children's Choir
send invitations

Approve location set up

Arrange seating placards

Set up podium

A

To restart a numbered list

If you want to restart the numbering of a list, Word has a Restart
at 1 option. It can be applied to numeric and alphabetical lists.
1. Right-click the list item you want to restart the numbering for,
then select Restart at 1 from the menu that appears.

2. The list numbering will restart.

Customizing bullets

Customizing the look of the bullets in your list can help you em-
phasize 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.

To use a symbol as a bullet

1. Select an existing list you want to format.

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

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

4. The Symbol dialog box will appear.

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

6. Select the desired symbol, then click OK.

Richson Technoserv Opc Pvt. Ltd.

Farewell dinner preparation

Book venue {San Francisco Radix Gardens)
Contact vendars

Book San Diego Qumdessential Cuariet
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7. The symbol will appear in the Preview section of the Define New Bullet dialog box. Click OK.

8. The symbol will appear in the list.

To change the bullet color

. The Font dialog box will appear. Click the Font Color drop-down box. A menu of font colors will appear.

7. The bullet color will appear in the Preview section of
the Define New Bullet dialog box. Click OK.
8. The bullet color will change in the list.

To use a picture as a bullet

1. Select an existing list you want to format.

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

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

4. The Insert Pictures dialog box will appear. From here,
you can 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 will click Browse to locate a picture
stored on our computer.

1. Select an existing list you want to format.
2. On the Home tab, click the drop-down arrow next to the Bullets command.
3. Select Define New Bullet... from the drop-down menu.
4. The Define New Bullet dialog box will appear. Click the Font button.
5
6. Select the desired color, then click OK.
Font 2
Font Advanged
Fonl: Fart style: Saze
Wingdings
.'."-:l::lmlr Scrapk -~ FEEI;IIJIHT I]- FY |
Veinda Italic 5
Wiebdings Eeid 10
Wide Latin Ecld italic 1
A 13 L
Font {olor Lirdheriing Emhyle: Undefine calarn
Automatic _vl (] Mo Celor w
By . & 1aki
(% Theme Cotors all caps
[ m mEm HE =] & caps
C =] Hidden
£ I ,
e B
T T
] Standard Uolors .
[ EEEE
¥ '_'.E' Lh- - 5;
[=].8 Cancel

(see image below)

Also insert from:

noo

Erowes

fr

&

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

7. The image will appear in the Preview section of the De-
fine New Bullet dialog box. Click OK.

8. The image will appear in the list.

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

Multilevel lists

= insert Pictore: Be=
& Ubiies o Fitees o 7T -
Dequnine = e Tedie < @
GocgeDree - @ -
s Froeed pleer 'lgf'
W Phona S |
& Salton Ehue Leat [
M Comgus A
"':'h
‘I"l‘l.
i Lirana = ;
H Deapusicils Fall Trie 1 FullTiesd
s I
ma Friuran
B et - |
Film e | 2l ol T 5
Teudi = I":“L Cancd

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.

Agenda

4 Call to order
4 Mew member introduction
+ Treasurer's Teport
4 Mews and events
o Annecuncement of Chair's retiremnent
®  Farewell dinner March 29
O Dak Park dedication
O International Arboristz Assodation
< Communications
4 Mew TTI Facebool page
% Community Service
O J. Pelham Urban Garden
O Volunteer service dav — Grove
Memorial

o Montrose Arboretum education P't’DjI:'L't

To create a multilevel list
1. Place the insertion point at the beginning of the line
you want to move.

Agenda

+ Call to order

< MNew member introduction

% Treasurer's report

'} N{ W Jrlv.‘l. eveTils

< Announcement of Chair's retivernent

2. Press the Tab key to increase the indent level of the
line. The line will move to the right.
(See image below)

<]

Agenda

< Call to order
< New member introduction
< Treasurer’'s report

< News and events

w—_ C lhmouncemcnt of Chair’s retirement

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:

il

To increase the indent by
more than one level, place the
insertion point at the beginning of

Richson Technoserv Opc Pvt. Ltd.

the line and press
the Tab key until the desired level
is reached.
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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.

*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 REVIEW YIEW
v | M P Rt SR '
Aa = €3 Pl T | papbcadc A
aky . A EB=== = .S TMormal TH
[P Paragraph Ta

*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.

IMSERT QESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
16 =-|A A Aa- & BN R == RSN R i
I p " -4 'E' E'!: T2 Y Corrent List E
Font r Parag | |
: 1
Agenda 5 o
< Call to order List Librs 1}
< New member introduction ﬂ,
<% Treasurer’s report i [EL_ 4
“ News and events iih I
o Amnouncement of Chair's L 4 t‘f
* Farewell dinner | i
o Oak Park dedication . e N P e
o International Arborists As = . (@) Haz 1,41 Feesdn
< Communications
o New TTI Facebook page Chapter 1 He:
A Heading | | | Hastieg 2
1.1
& Change List Leve >
Define Mew Multilevel List..,
Define Mew List Style..
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Hyperlinks

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

Understanding hyperlinks in Word

Hyperlinks have two basic parts: the address (URL) of the webpage and the display text. For example, the address
could be http://www.richsonindia.org, and the display text could be Computer Organisation. When you create a
hyperlink in Word, you will be able to choose both the address and the display text.

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

web address. THIGE I i Bl SNV D W TV E Ak, v
many years to come.

Sincerely,

INSURANCE GROUP
Heciar Wl WA VR STAINSUINANCE COMT
Claims and Processing Manager 2101-8 West Michigan Ave - Chicago, IL 60601

Vesta Insurance Group 312.555.8008

hwhitnall@vestainsurance.com

http:/www.vestinsurancegroup.com
*To follow a hyperlink in Word, hold the Ctrl key and Cirl+Click to follow fink

click on the hyperlink. Wi vestainsurance com
2101-B Wed_Michigan Ave - Chicago, IL 60801
312.555.8998

bcceptance Form that we ask you to fill out and return to our officg
your acceptance form, we will activats your coverage. if you do no
" please visit our online Support CenteSnc's let us know.

To format text with a hyperlink
1. Select the text you want to
format as a hyperlink.

ct us it we can be of any service. We're hapoy to answer any guesti
ce Group also has an online customer service webpage, Vesta Care

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

HOME INSERT DESHGM PAGE LAYOLIT REFEREMCES MAILINGS REVIEW VIEW
B Cover Page - I_l | I e ;T"| Srmartin ’ . &:‘ Hypeslink
': Blank F::__:l: l:-:l i ) 1 I Chart ¢ i F-' Boakmals
i Table Pictures Online Shapes Appsfor  Online Comment
t— Page Break . Pictures 4 Hereenshot = Office~ Videg oo Cross-reference
Pages Tables lustratisns Apps hMedia Lieks Comments

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.
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Link ta:

18]
Exlsting File
or Web Page

Flace in This
Diocument

Create MHew
Document

E-mail
Address

Text to display: EuJ:II;'Dr‘tEt;tcr
Look in: Vesta Insurance [w] 12 ia
[ ~&sta Insurance Acceptance Letter
Current T
Falder 0= Vesta Insurance Acceptance Letber
ﬂ‘ Vesta Insurance Letterhead
Browsed
Pages
Recent
Files
Addrass hitg: Swaarw vestainsurande, ComSuppont T

Target Frame..,

ScreenTip...

Bookmark..,

Cancel

6. The text will then be formatted

as a hyperlink.

&cceptance Form that we ask you to fill out and return to our office
your acceptance form, we will activate your coverage. if you do no
k. please visit our online Support Center and let us know.

ct us if we can be of any service. We're happy to answer any questi
ce Group also has an onling customer service webpage, Vesta Care

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

price form, we will ac

n e of any sandce. !
= has an online custy =
asked guestions,

£
a
Qi

Cug
VEs

EFTION

e &.ﬁr: ik

Fant..

our anling Support l=rmear nnrd bne sir s

Paste Options

'_D-_J' el e
& L LA
b i £ = -
w. \We look forward B, EditHyperlink..

Open Hygerdink

oy Hyparlink

ﬁ]g Tranglate

Caanch veith Bana
Search wath 8

7 Mewr Comment

copy, or remove it.

*After you create a hyperlink, you should test it. If you have linked to a website,
your web browser should automatically open and display the site. If it does
not work, check the hyperlink address for misspellings.

*A/ternative/y, you can open the Insert Hyperlink dialog box by right-clicking
the selected text and selecting Hyperlink... from the menu that appears. Once
you have inserted a hyperlink, you can right-click the hyperlink to edit, open,

oren, we will activate ..
hnling SUppart ':ent‘“x‘“"

Cul

o wem Lo mnas

of any service. We'n By
an onling custamer &,

Copy

Faste Cptions
1 questions i o i
=)

&t L LA
e lock forward 1o pr 4

Font..
=% Paragragh.

|E Define
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Breaks

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 page before
reaching the end of a page. You might use a page break if you
are writing a paper that has a title page or a bibliography to
ensure it starts on a new page. In our example, our chart is
split between two pages. We will add a page break so the
chart will be all on one page.

1. Place the insertion point where you want to create the
break. In our example, we will place it at the beginning of our

Chents Quarer 4

Lbnker Carowas Puabslie Seleal | 10000

chart.

2. On the Insert tab, click the Page Break command. Alternatively, you can press Ctrl+Enter on your keyboard.

FILE HOME IMSERT DESIGM PAGEL
& Cover Page - 1 |7 _| T A
3 Blank Page R
e Table Pictures Online Shapes
+—Page Ba‘eak & Pictures =~ @4
Pages Tables lliustrations

Insert a Page Break (Ctrl+Return)

End the current page here and
maove to the next page,

ﬁ Tell me more

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.

>|‘By default, breaks are hidden. If you want to show the
breaks in your document, click the Show/Hide command.

Section breaks

Section breaks create a barrier between parts of a docu-
ment, 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 l
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).

Richson Technoserv Opc Pvt. Ltd.

Section Breaks

Li | _N_:*:-cllpm_]r- .
., neert & 2ection break and clart the new
| 1 section on the nest page.
Lontmuous
] nsert a section break and start the new
1 section on the same page.

Even Page
nsert & section break and start the new

| section on the next even-numbered page.

Odd Page
nsert a sectien break and start the new
| section on the next odd-numbered page.
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To insert a section break ‘ : : ' ' z
In our example, we will add a
section break to separate a

CLIENTS CVERVIEW
paragraph from a two-column

. L. The compony hos odded 13 raw chants 10 s resher betweean December 2012
list. This will allow us to change and Januany 2013,

the formatting of the paragraph =

MEW CLIERMTE

so it no longer appears format- » Boncroff Freparatary « Peterson's Praciion
ted as a column. Acsdemy Lendssaping
. . . v Condy Coolers and Shakes = Shepard, Smith. & Woile
1. Place the insertion point lee Cream Pator s Tike's Breckios and Gl
where you want to create the ¢ Frahoime Daimation Rescus s Yakange M ehpol
»  Fly by Day Events

break. In our example, we will s GeneralT. sonderns Hgh "'B ist above, four chentsors

. L sichion schocols, fhres cm? r!c-r'!-:rr:ur'-'ts. and st
place it at the beginning of the G NSl R are snall to medium-szed
paragraph we want to separate o Julia A, Clark Middie schoo businesses, Hew colegones of

business chents we sanve nclnds:
landecaping, event ghonning, low
firms, and sdling houses,

v Liflle Jumpess Equesidan
squad
2. On the Page Layout tab, click » Mason-Bowers Edifing and

Froofreadin
the Breaks command, then R
select the desired section break from the drop-down menu that appears. In our example, we will select Continuous
so our paragraph remains on the same page as the columns.

from column formatting.

3. Asection break will appear in the document.

! 5 1 1 i 4 s : 7 m HOWE  RSEET  [ESSH

b btz = 5 B =

Serm - Page Bresn

GLIENTS GVERVIEW Lot s
Eho compory has ackdad 13 nedw chenls bo s rosher bebwoen Docdmbar 2002 =
G ooy 014

HEW CLIEWTE

s Bancid Prepoiony & il Jempen Daueiiion
Acadamy S

& Sordy Coshen ord Shobe & Maspn-Bawens Edfing and
Com Creom Forar “roafmaging

* Fiehoune Domofon Foscun = . Paloman's Freoson

w  Fly by Doy Evants tanchcardg

o Camaenl T. Soncan High v Shapard, Smith, L Wole
S e Tika's Brecikfont orvd Gl

« 'Wokanda Mddie Echool

|t tha &t dbewa, tour chianl ora Ertirvasy Clieet wa Sanel inchoadal
igneok, Ihiae oo ran-pralls, and i landizoging, eveel plarring, low
earm el o Fess i Forre and e=deSing houses

baniraasss Haw calegors of

m HOME IMSERT DESIGM PAGE LAYOUT

-i: l?: Crientation= "= Breaks - Indent 5p
r‘-:_ [ Size - Line Numbers- 3= |0° >33
Aarging L - =
3 = Columns~= b Hyphenation=  SF[0° - |
. ri— = Paragraphy
4. The text before and after the section break can now be 5 |; Cne ; :
formatted separately. Apply the formatting options you want. L

In our example, we will apply one-column formatting to the
paragraph so itis no longer formatted as columns.

i NTS OVERVIEW

£ company hos odded 13 new
|-T bt January 2013,

5. The text will be formatted in the document.

T CLIEMTS
Bancraft Preparatary
Academy
Candy Cogters and Shakeq

Right

== More Columns..
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i i : : ) . ’ ! ' Other types of breaks

When you want to format the appearance
of columns or modify text wrapping around
an image, Word offers additional break op-
tions that can help.

cormpony has added 13 new chends to its roster bebaesn Decamiar 2012
argd Soemiory 20EE.

HEW CLIENTS
v Bancroft Frepanaiony = Uitthe Jumpen Equestion LSERT DESIGM | PAGELAYOUT | REFEREMCES
Aoadenry Gguad
»  Candy Cooters ond Shokes = Moson-Bowan Bdiing ond = Emlksl,' Indent Spacing
Ige Cream Parior Proalreccing o -,EL
+ Frenouse Domalian Rescua ¥ Palamon's PFrecision 300 RIRaki
s Fly oy Doy Evenls Larahooping Fage
# OSenaral 1. sanders High # shepord, Smith, & Wotfe ¥ HMar t at which cne page end
johad »  Tilie's BrackioH ond Gl 3
& Homes and Hopa Charly »  WoEsendo Middla Sohool
» Jufio &, Clotk Micdia 5chool —ry,  Column
naic e
= beeak wil

b" e §i abone, Jour Clignls ore Whook, iree one nor-profits, and &ix ore wmal
o rmadivmesnad businesses. Maw cofegones of busines chants we serve incleda:

. ] i - 1 Text Wrapping
landicaping. event plarning, low firra. and ediling houses. t 1 ik

Separats test
pages, such s

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.

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.

To delete a break
By default, breaks are hidden. If you want to delete a break, you will first need to show the breaks in your document.
1. On the Home tab, click the Show/Hide command.

REFEREMCES BAILIMNGS REWIEW VIEWY

i -

ﬁf“—f;n Zs ﬂ;} ACBHC, AsBbCcL

L v v W Maemal Mo Spaceyg | Heading 1 | Headingd <

iiaios . Shyfes
3 ShowfHide T{Ctrl«*)
@ By | BRE.024

hScroenftOfice® | 2hew paragraph marks
ededen {aematting

Thrs 15 especiafly us=ful for

advanced layout tasks

ﬂ Tedl mie more

2. Locate the break you want to delete. Place the insertion point at the beginning of the break you want to delete.

E g E &

Controi-Colfego Syshomd 6 DA 2000 0

Fage Dreak 1

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

m HOME IMSERT DESIGHN PAGE LANOUT
L'y Onentatian= &= Broaks - |t
Sometimes the information you include in your document is best = e i Line Mumbers= | S=Lefy  |0°
. . . Margins "_' 5 f ey
displayed in columns. Not only can columns help improve read- - Columns= & Hyphenation= =% Right: |0
o . . 1 m
ability, but some types of documents—like newspaper articles, [| cine
L 1 =
newsletters, and flyers—are often written in column format. Word
' i = e Important Cg
also allows you to adjust your columns by adding column breaks. [

To add columns to a document
1. Select the text you want to format. il Ml
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.

4. The text will format into columns.

City of Orlando
Police Dept.: 3231:555:17
Antmal Contral: 331,555
Water/Sewage: 321555
General: 321.555.7266

Leasing Office
Phaone: 3215555463
Fax: 321,555 5464
Email; info@iime.grwea!

Important Contact Info

City of Orlando Fax: 321.555.5464

Police Dept:: 321.555.1728 Email: info@limegroveapts.com
Animial Controd: 321,555.8915

Water/Sewage: 321.555.0142

_____

General:321.555,7266

Office Hours
Monidey-Friday 9:00-5:00
Saturday 10:00-5:00
Leasing Office Sunday 1:00-5:00

Phone: 321.555.5463

*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 IMSERT DESIGM PAGE LAYOUT

2l

Cne [\} ;
Two | m pD rta n‘t (:.D r Humber of columns: |5 :I:}

T A ey
Col#  Widthe Spacing:
I A - &0 |08 i

*Your column choices are not limited to the drop-down i
menu that appears. Select More Columns... at the bot- =
tom of the menu to access the Columns dialog box. Click
the arrows next to the Number of columns: to adjust
the number of columns.

v Equat column widih

APy tor | Selected sections | &

oK Cancel

T L% Orientation ~ % Breaks - ndent 3 7 |
. > ot Columns - “
= | Se i Line Mumbers - #=[0° &
Margins o P
- 25 Columns=  of Hyphenation= =0 * s
Paragrap iE | EE

Ledt Hight

[_] Line bebween

fart nesy cobamn
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>"/f 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.

1 E——

!m: ortant Contact Infd

City of Orlando
Police Dept.: 321.555.1728
Animal Control; 321.555.8915

Water/Sewage: 321.555.6142

Adding column breaks

Once you have 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 col-
umn break.

To add a column break
In our example below, we will add a column break that will move text

General: 321.555.72606

to the beginning of the next column.

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

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

3. Select Column from the menu.
(Seeimage in front of you)

4. The text will move to the beginning
of the column. In our example, it moved
to the beginning of the next column.

| lE%SlI‘IE Office Sunday 1:00-5:00

Important Contact Info

City of Orlando Fax: 321.555.5454

Police Dept.: 321.555.1728 Emadl: info@limegroveapts.com

animal Contral: 321.555.8915
e-321.555.6142

General: 321.555.7 266

Office Hours

F.’:“.:_Ln'_.'-i f ':;|.,’|-_.' EHE S

\Water/Sewa
Satomaay T0G00-5:00

Phcne: 321.555.5463

HOME MSERT DESIGH PAGE LAYOUT REFEREMCES

=t My Orientaton = (&= Hreaks = nident Spacirsg
R ) e s Fage Breaks
Margins __
£ Calumis = F'_-\.‘\’._IE'
Page Sebi Lt Mark the point st which one pege ends
: | vl Lhe e page begine
Column I
Indicate that the bed following the column
bereak will i the nest colimn [‘:}
Text Wrapping
Separate test sround obgects on web

Sectioi Boeais

piged, such d2 gaptiam ted Trom body test

Next Page

Headers, Footers and Page Numbers

The header is a section of the document that appears in the top margin, while the footer is a section of the docu-

ment 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 will double-click the

top margin.
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2. The header or footer will
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open, and a Design tab will - i
appear on the right side of the
Ribbon. The insertion point
will appear in the header or

footer.
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5. The header or footer text ! ! : : 1 5 §
will appear.

Andrew Lytle at The Sewanee Review
Arop the Cusnbeland Flateay at the Unsversy of the South = Sewanee, Tennesser, 15

thve office of The Sowamee Reviow. Founded n 1887, the Sawense Roview (58 Bas pever missed

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

1. Select the Insert tab, then click the Header or Footer command. In our example, we willll click the Header
command.

|MZERT DESIGN PAGE LAYOUT REFEREMCES PASILINGS FEVIEW WIEW
Bi CoverPage- = 3 T Snmntht -~ B Hyperlink Header =
™ Brask Page : = v 1l Chast " = [* Bockmaik ; 3 Footer =
X Table  Picures Onfine Shapes Apps for  Onling 3 Commend
f— Page Bresk . Pietures = v Soreemshot=  Bijea-  widep 35 Cross-reference *| Page Murmber -
Fages Tapie uiration hpp Media Comeenky Header & Foolr
REVIEWY VIEW
Heagar = B - I--" = 0 Equatean =
Comment 2
lon [Light}
2. Inthe menu that appears, select the desired preset 1
header or footer. In our example, we will select a
Sermnaghenn
header.
ranee Favh
Fofthe 500 oy 5.
fhe Sowvaie
W ¥ 1
rabhshed gil
A5 3 EEF.EH 1.'"“5{:
uth. In the i
L -
ik Whisp
iTH R e T
. ;W e Haead ¥
3. The header or footer will appear. Preset headers and L oetod
footers contain placeholders for information such as the sEicto ol B T
title or date; they are known as Content Control fields. fieadis £
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4. To edit a Content Control field, click it and type the desired information.

5. When you are finished, click Close Header and Footer. Alternatively, you can press the Esc key.

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

Editing headers and footers
After you close the header or footer, it will still be visible, but it will be locked. Simply double-click a header or footer
to unlock it, which will allow you to edit it.

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:

Hide the first-page header and footer lemic Paper - Word HEADER & FOOTER TOOLS
For some documents, you may not want MAILINGS  REVIEW  VIEW DESIGN

the first page to show the header and

footer, like if you have a cover page and revious Different First Page 4|03 - |
want to start the page numbering on the lest Different Odd & Even Pages wt|0.5" e
second page. If you want to hide the first (V] Show Diociment Taik B

page header and footer, check the box on Options Bociiion

next to Different First Page.

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.
Remove the footer: If you want to remove all information contained in the footer, click the Footer command and
select Remove Footer from the menu that appears.

To insert the date or time into a header or footer

Sometimesi it is 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 will always be able to tell
which version is the most recent.

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

i L 3

William Fisher
|

Header | Andrew Lyvtle at I'he Sewarnee Hevien
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2. The Design tab will appear. Click the Date & Time command.

iy

*3 Imcedt Mavigagicn Cptian

L]

Insert Date and Time

Qi Y Ad The CUrnent S c

time

o R iz Academic Paper- Ward HEADER d FOOTE
INSERT DESIGM PAGE LAYIRIT HEFEREMCES SIS REVIEW WIEW DESIGR
b ritig 3 | —iy Previous Different First Page
= L] | : L
7 i T " & s Mest Different Odd & Even Pages
Date & Document Quick Pittures  Online Goto
k= | Times, Info-  Pams- Pictures Faoter L hend Dicument Test
7

3. The Date and Time dialog box

will appear. Select the desired
‘H1 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 do not

=
Ein

want the date to change, leave this option unchecked.
5. Click OK.
6. The date will appear in the header.

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 p

To add page numbers to a document
In our example, we will add page numbering to our document's footer.

age numbering.

1. Double-click anywhere on the header or footer to unlock it. If you do not already have a header or footer, you can

double-click near the top or bottom of the

MSERT DESIGN  FAGE LAYDUT  REFEREMIES WLINGE  REVEW VEW DESaaH

L Chack Parts -

PO - -y

(X

Choar

Handar

Diatn & Dzcument
n ks ik Cindines Pty

..... Henils . ard fFouatir

Faolei

page. The Design tab will appear on the right side of the Ribbon.

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

3. Page numbering will appear.
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 op-

5. When you are finished, press the Esc key. The page numbering will be
formatted.

*A/ternative/y, 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 re-
moved and replaced with the page number.

To restart page numbering

Word allows you to restart page numbering on any page of your docu-
ment. 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 will
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.
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2. Select the Page Layout tab, then click the Breaks command. Select Next Page from the drop-down menu that
appears.

3. A section break will be added to the document.

4. Double-click the header or footer that contains the page number you want to restart.

(™

§ [ §

Footer -Sadtian 2- Same a5 Previous

27

&

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

FILE HOME  INSERT DESIGM  PAGE LAYOUT REFEREMCES MAILINGS REVIEV]
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B Top of Page b Insert Mavigation

[F] Bottom of Page k 1 B i 2
[ Page Margins v mdrew. “Forward to A Novel, A Novella, and Four 5fo
[#] Current Position J " . SRy

1 L Parts. Baton Ronge: TLEU sz 1066 103-20

"?—i Format Page Numbers...
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{"» Bemove Page Numbers

| Footer-Section 2-

27

6. A dialog box will appear. Click the Start at: button. By default, it will start at 1. If you want, you can change the
number.

7. Click OK.

Page Number Format ? 8. The page numbering will restart.
Humbertormat: 3, 2, 3, . o
[ intlude chapter number # ' . 1

Chapler starts with styfe; | Head

Llie Yeparalod [hyplhien

Examples 1-1, 1-A Ul

Faaler Settion 2 L ——
Fage numbering 1 B
ekl Cantinue from ngeans secion
&) Startat |1 F
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kgt

Richson Technoserv Opc Pvt. Ltd.

49

MS - Word



Pictures and Text Wrapping

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 will insert a picture
saved locally on our computer.

1. Place the insertion point where you want the image to 2. Select the Insert tab on the Ribbon, then click

appear. the Pictures command.
. ' : 2 ! “ HOME  INSERT  DESIGM  PAGE LAW
; . B | = AR | I ) T SmartA

Pool Re-Opening & Celebration B O S O

Pages  Table Pictures Oaline Shapes

= - Lo o £ Screenshot v
@n s Saturday, April 7, 1o celebrate the grand re-opening d [:}F""'":' -
Tatiles Higtiral h

pealt e

L Froam File
Features include a resart-style poal deck, prvate cabanas, g et amplter
and much more. We can’t walt for vou 1o see the transformd g AL | By

conmectad {0

Thie celebration will last from dawn “til dusk. [After that, it's € Vel me more 1ay
lemonade, slushies; and other cool treats will be served frony poall

3. The Insert Picture dialog box will appear. Select the desired image file, then click Insert.
o Insest Picture B

T 2 My Picbums ¢ Lims Groreg Pighumes LR Seargh Limvé Gy P T <]
Orgeroe = Hea foldar =1 - i T
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£ Google Diroe
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» Decumenks

...i' Bdusic
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4. The image will appear in the document.

: . : *To resize animage, click

Pool Re-Opening & Celebration | and drag one of the cor- Pool Re-Opening & Celebration
ner sizing handles . . :
The image will change
size while keeping the
same proportions. If you

want to stretch it hori-

g s Saburday, Aol 7, 4]

zontally or vertically, you

Features mchude a resori-styie pool dedk private mabanas, o Features inclice 3 resortTyle pool dedk, private cabanas

can use the side sizing i much more W cn't wait far you to e the transformy

handles:—- .
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Changing text wrapping settings

When you insert an image, you may notice that it is 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 will usually need to choose a
different text wrapping setting. The text wrapping for an image is set to In Line with Text. You will 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.

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

o BB = 3 Lime Growve Mewsleter - Word FICTURE TOOLS
OME IMEERT DESHGH FAGE LAYOGUT REFEREN{CES MAILINGS REVIEW WIEW FORMAT
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Adjust Fictiane Styles Ta Arange sixe
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New Online Resident Portal

Hesidents are raving about Buena Vida Onling, the
new web portal for residents of Lime Grove Apartments and other Buena Vida

communities,

2. On the Format tab, click the Wrap = Lime Grove Mewstetter - Ward PICTURE TOOLS
Text command in the Arrange group. DESIGN  PAGELAYOUT  REFEREMCES  MAILINGE  REVIEW  \IEW FORMAT
A drop-down menu will appear. o & F‘| Baing Forwar = @t
. By Lall . 5 ¥y
3. Hover the mouse over the various :‘1 Quick Rosition Wrap | & " .'1. Crop 35
. . . =] = oA e I T . Teak = [l Selection Pane - e
text-wrapping options. A live pre- e ik :
Picluire Stples & & Inlinewth Tex Sxte L
view of the text wrapping will appear 5 1 & S q 5 g
! i ; LIATE
in the document. When you have found 5 Tight
the text-wrapping option you want to New Online 5 n.r-.-d-;_% al
use, click it. Alternatively, you can se- & Topand Bottom ut Buena Vida Online; the new

Behingd Tt

lect More Layout Options... to fine
tune the layout.

|f Front af Test

4. The text will wrap around the im-

age. You can now move the image if
you want. Just click, hold, and drag it

‘/6frr|rr'.u|||'.l,' MEWE,
and other important
ot 1can also use the portal to
. . CArealso use 8 POrte i
to the desired location. As you move Set as Default Layout

it, alignment guides will appear to = Pay your rent online

o

help you align the image on the page.

>"All“ernatively, you can access text-wrapping options by selecting the image and clicking the Layout Options button
that appears.
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*If the alignment guides do not appear, select the Page Layout tab,
then click the Align command. Select Use Alignment Guides from the

drop-down menu that appears.
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To use a predefined text wrapping setting
Predefined text wrapping allows you to move the
image to a specific location on the page.

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

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

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.
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Formatting Pictures

There are a variety of ways to format pic-
. y orways to I PI | ReFERENCES  MAILNGS  REVIEW  VIEW FORMAT
tures in your document. Depending on how =
the images are used and where they are :_ .1 Bring Ferward = |& - |:| | % [ll2.26" <]
placed, you can use Word's picture tools to | , L2 5end Backward = | preves i :
Wrap _ ) ~ Crop tE=| 5 2qu -
personalize and modify them in interest- | Ta = 0l Selection Pane T =i | VR
ing ways. Arrange Slze F]
Z 3 Crop
To Crop an image — Crap your picture to remove any
When you crop an image, a part of the pic- | U unwanted areas iy
ture is removed. Cropping may be helpful the grand re-opening of our newly

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.

2. On the Format tab, click the Crop command.

3. Cropping handles will appear around the image. Click, hold, and drag a handle to crop the image.

1 2 | Ll 5 L]

n us Saturday, April 7, to celebrate the

nd re-opening of our neswvly renovated

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

= LLOTE W TarsE TTOTTT dai 0]

lemonade, slushies, and other cool treats will be served from 1:00-2:00 P

4. Click the Crop command again. The image will be cropped.
*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.

2. Click the Crop drop-down arrow. Hover the mouse over Crop to Shape, then select the desired shape from the drop-
down menu that appears.
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3. The image will appear formatted as the shape.

To add a border to a picture
1. Select the picture you want
to add a border to, then click

the Format tab.

2. Click the Picture Border
command. Adrop-down menu

will appear.

3. From here, you can select a

. . A Standard Co}

color, weight (thickness), and =T - :‘ s M’: —— 1y

whether or not the line is reno No Outline

dashed. T
. : - S ] e More Outline Colors... |

4. The border will appear e j Feany™ e
| ; = Weight ¥ '
around the image. privig— ~-9 Ili
=== Daghes N
and - = mlci

=

L] ] 5

Join us Saturday, April 7, tocelebrate the

| -ﬁ grand re-opening of our newly renovated
I

poeol !

m mERR W A =4
= - e — i o

[T e it

Featuras include a resort-style pool deck,
private cabanas, gourmet grilling area, and
much maore, We can’t wait for you to see the

transformation!

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

NG5 REVIEWY VIEW FORMAT

[# pi .
=g vy s e = | Picture Border
:E il il g | ™| Theme Colors

Picture Styles
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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

Il Color =

IMZERT DESIGH PAGE LAYCUT REFEREMCES MIALLIMGE REVIEW VIEW FOREKAT
Comections = :l': Compress Pictunes I — F— e [ | a
- r . o, ' X
F}l:':l-aﬂge Ficture el .-H. ol sl el = |
_-;' Apirstic Effects <} ¥ Reset Prcture = L ;II—,
Adjust Packure Styles

When you are 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:

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.
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Color: This command is located in the Adjust group. From here, you can adjust the image's saturation (how vivid the
colors are), tone (the temperature of the image from cool to warm), and coloring (changing the overall color of the
image).
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Artistic Effects: This command is located in the Adjust group. From here, you can add artistic effects such as pastels,
watercolors, and glowing edges.
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Compressing pictures

If you intend to email a document that contains pictures, you will 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

1. Select the picture you want to compress, then click the Format tab.

2. Click the Compress Pictures command.

Compress Pictures

Compress pictures in the document
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3. A dialog box will appear. Place a check
mark next to Delete cropped areas of pic-
tures. You can also choose whether to ap-
ply the settings to this picture only or to all
pictures in the document.

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

5. Click OK.
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Removing the background from an image
Removing the background from an image can give it a cleaner appearance. If you are 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 back-
ground and then removes these areas from the image.

1. Select the desired image, then click the Format tab.

2. Click the Remove Background command.

3. Word will try to guess which part of the image to remove and mark the background with a magenta fill. It will also
place a box with selection handles around the image.

FILE HOME INSERT DESIGMN

E] Corrections = :|;|:
il

Color = =
REFH'DUED\? el
Background =3 Artistic Effects > 4 -
Adjust

Remove Background

Autornatically remove unwanted
portions of the picture,

If needed, use marks to indicate
areas to keep or remove from the
picture,

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

g:;.

5. At this point, you may need to help Word to Keep

.il!. BACKGROUMND REMOWAL

Mark Areas Mark Areas

to Remewe

VIEW FORPAAT

ela @ v
Elciete

Discard Al Keap
telark Changes Changes

decide which parts of the image are in the fore-
ground and which parts are in the background.
You can do this by using the Mark Areas to Keep
and Mark Areas to Remove commands:

If Word has marked part of the foreground ma-
genta, click Mark Areas to Keep and draw a line
in that region of the image.

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.

7. When you are satisfied with the image, click
Keep Changes.
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Clase

| FILE BACKGROUMD REMOWVAL VIEW
o © Q v
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Refine Close
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Olose Background Removal and Keep Changes

Close Background Removal and keep al

FORMAT

8. The background will be removed. You can adjust the image at any time by clicking the Remove Background

command again.

Shapes

You can add a variety of shapes to your document, including
arrows, callouts, squares, stars, and flowchart shapes. Want
to set your name and address apart from the rest of your re-
sume? 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 ap-
peal and clarity.

To insert a shape

1. Select the Insert tab, then click the Shapes command. A
drop-down menu of shapes will appear.

2. Select the desired shape.

3. Click, hold, and drag in the desired location to add the shape
to your document.
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*/f you want, you can
enter text in a shape.

hd
=
[N
[
k)
e
(]

When the shape appears
in your document, you
can begin typing. You
can then use the for-
matting options on the
Home tab to change the
font, font size, or color
of the text.

To resize a shape

2. Click, hold, and drag the sizing handles until the shape
1. Select the shape you want to resize. Sizing handles

is the desired size. You can use the corner sizing handles

will appear to change the shape's height and width at the same time.
. our Memorial z = z
Click the shape ;Barhecuilzhls year, gur Mem:}ngl
and sizing handies V' Barbecuel3md Slaw.

*Some shapes also have one or more yellow handles

that can be used to modify the shape. For example, with *To rotate the shape, click, hold, and drag the rotation
star shapes you can adjust the length of the points. handle.

Barbecue. This year, our Memaorial

¢ Barbecue. This year, our Memorial
Barbecue and Slaw. ' Barbecue and Slaw.

:I'Dm 12:00—-4:00. Come I‘I:Ul'lgt"g.-'! ﬁ,.um 12:00—4:00. Come h

2

1"‘::.-—- . W

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
will right-click the cloud.
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3. The order of the shapes will change.

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

4 g &

2y Bring Forward
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=]

Send to Back

Hyperlink...

| Imsert Caption...

Virap Text

Set as Default Shape

More Layout Options...

Format 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.

*If you have many shapes placed on top of each other, it may be p
difficult to select an individual shape. The Selection Pane allows feoy | ooy

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

To change to a different shape
1. Select the shape you want to change. The Format tab will appear.

2. On the Format tab, click the Edit Shape command. In the menu that appears, hover the mouse over Change
Shape and select the desired shape.

3. The new shape will appear.
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To change the shape style
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Choosing a shape style allows you to apply preset colors and effects to quickly change the appearance of your

shape.

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

*/f 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 to make the outline transparent, select No Outline.
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4. The shape 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.
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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.

2. On the Format tab, click the Shape Effects drop-down arrow. In the menu that appears, hover the mouse over

Shadow and select the shadow you want to use.
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3. The shape will appear with the selected shadow.

*To adjust the shadow color, size, distance and more, select Shadow Options from the drop-down menu. The For-
mat Shape pane will appear on the right side of the Word window, allowing you to customize the shadow.

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.
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To add 3-D Rotation:
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 3-

D Rotation and select the desired 3-D effect.
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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.

SHALHIS
EDILLCTIOH
wow
ST IDGIS
-1 e AT

4 3-0 ROTAIEN

To add a bevel
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.
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3. The shape will appear in the selected bevel effect.

*/f you want, you can customize the bevel effect. Select 3-D Options... from the drop-down menu. The Format Shape
pane will appear on the right side of the Word window. From here, you can modify the width, height, and depth of a
bevel. You can also change the shape's material to give it a metal, plastic, or translucent appearance, as well as choose
the lighting type to change how the shape is illuminated.
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Text Boxes and WordArt

Text boxes can be useful for drawing at- o [ R oo mietLann s e -
tention to specific text. They can also [~ | - | & H L

. Ordis vl i ok m  Commers Fost 4 S
be helpful when you need to move text [/ Feu friee S ol ol Bl g™ oo P

around in your document. Word allows
you to format text boxes and the text
within them as WordArt.

Oracae & Tancd Bocs

To insert a text box
1. Select the Insert tab, then click the Text Box command in the Text group.
2. A drop-down menu will appear. Select Draw Text Box.

el Qidck Purty - -_-E'f':'“"'-:'_ ine- = JT Equation - 3. Click, hold, and drag to create the text box.
Ten A Weoediin - o (gt i Time L} Symbaol -
ey Boor gt
e ==
r E _I_ I_
4. The insertion point will appear inside the text box. You can now
- = type to create text inside the text box.
‘ Luigi's Pizza| | =
rar - i
_ 'l"--- 1 Brwes from Officec [ ‘ i
| el et B |
L 1
Dirat & Text Bax
bl 5. If you want, you can select the text and then change the font,
i color, and size by using the commands on the Home tab.

6. Click anywhere outside of the text box to return to your document. . ey > . “ o
*You can also select one of the built-in text boxes that have predefined ‘ Lu lg, S ‘P' Zza‘ I
colors, fonts, positions, and sizes. If you choose this option, the text box ,
will appear automatically, so you will not need to draw it. ‘ i

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

2. From the Format tab, click the Edit Shape command.
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3. Hover the mouse over Change Shape, then select the desired shape from the menu that appears.
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4. The text box will appear formatted as the shape.
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To change the fill color:

1. Select the text box you want to change.

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

3. Select the color you want to use. To view more color options, select More Fill Colors.

4. The text box will appear in the selected fill color.

*Ifyou 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.
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.
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3. Adrop-down menu of styles will appear. Select the style you want to use.
4. The text box will appear in the selected style.

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 text box you want to change.

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.

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

Creating WordArt

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 should not use WordArt in more formal documents like resumes and cover letters because it may
appear too casual.

To apply 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.

2. 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.

3. 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 to
convert text into WordArt even if it is not in a text box.

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

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

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.

*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.

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

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

4. 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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Arranging Objects

In Word, a page may have multiple objects, such as pic-

tures, 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 is
difficult to move them. This is because by default, pictures
are in line with the text. To arrange them, you will always
need to choose a different text-wrapping setting.

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.

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

*By default, Align Selected Objects will be selected,
which will allow objects to be aligned without moving
them to a different part of the page. If you want the
objects to move to the top or bottom of the page,
select Align to Page or Align to Margin before choos-

ing an alignment option.

>"If you prefer to align objects manually, select View Gridlines. This option snaps objects to a grid, making it easier for

you to align them with the mouse.

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 For-
mat tab will appear.

2.0nthe Format tab, click the Align com-
mand and select Distribute Horizontally
or Distribute Vertically from the drop-
down menu that appears.

Ordering and rotating objects

: 5

VIEW FORMAT
— lZ PFictupe Border -
|zt = | & Picture Effects ~

i '; Pietuine Lagout =

- =% T3 Bring Fommsed
01 Send Backward -~ | B

Posttion Wrap _

Tt~ Sl Sebechion Pare

Arsangs
]

=
Ny Liala
1 d
i -
“—h\.\?

-.\-"———"'-.

- R

B ol - =

I
3
o

2]
3
e

i

Distrdbute Hosmontally

L

Diesndute Y ertscally

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 will 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 will select Send Backward.

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.

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.

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.

*Ifyou 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.

To ungroup objects: o e = oen o

1. Select the grouped D shapeFil- S 2 Weengraned < [Fain-  gn0

object you want to [ EswesunJy PO Dt W A o
P Shape Effects = e e Tete Ol eletonPane  ES Grawp

ungroup. hine S A fest Hiranle
2. Fomthe Format tab, ' ! a : :
click the Group com-
mand and select
Ungroup.

3. The objects will be
ungrouped.
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Table

Introduction
A table is a grid of cells arranged in rows and columns. Tables are @ H
useful for various tasks such as presenting text information and nu-

o0

HOME IMSERT DESIGM PAGE LAYOUT

. B Caver Page - |"""'"' | 1] 1SmartArt
merical data. In Word, you can create a blank table, convert text to a T E23 B & ‘.(
|| Elank Page e e 1l Chant
table, and apply a variety of styles and formats to existing tables. Elpagetrak | g TP eenshia

Fages usiraleons

To insert a blank table "

1. Place your insertion point where you want the table to appear, then | -
select the Insert tab. @ el me migre
2. Click the Table command.

3. Adrop-down menu containing a grid of squares will appear. Hover the mouse over the grid to select the number of
columns and rows in the table.

[ = 'L A i e 4. Click the mouse, and the table will appear in the document.
h MOME  INsERT | DEsih Pagilavout | 5. You can now place the insertion point anywhere in the table to

Bi CoverPage- | F=== ] o) Tismetad add text.

il (i L N —

= Page Break P Pietures = fae SCreensh

Fages

*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

_ N 1 |.r In this example, each row of information contains an item name and
s price, separated by tabs. Word can convert this information into a
Efy Ewcel Spresdehee table, and it will use the tabs to separate the data into two columns.
[0 Cuick Tables [}
1. Select the text you want to convert. 2. From the Insert tab, click the Table command.

3. Select Convert Text to Table from the drop-down menu.

Befendn lfems. $H2E A4S
Fapar lams (Plales sleranm, tups) 3135145 M EInsert Table..
Rl Equepiment {Takbes, chairs, i) TTIs "‘: Oraw Table

Hanice Fes [18% of menu fems odaied) 3

TolafCosl  $1353 063

)
L

Coryesrt Tedtto Table E}

i

xiel spreaishes]

il

4. Adialog box will appear. Choose one of the options in the Separate text at: section. This is how Word knows what
text to put in each column.
(see image on next page)
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Tabls size
Mumger of golumns: 2
Number of rows 3

AutaFit bekaviar
() Fixed column width:  Auta
. AutaFit be conkents

"} AntoFit to window

Separate text at
! Paragraphs ! Commas
Qi Oomer
i

QK Cancel

ComvertTexttoTable. 7 “ 5. Click OK. The text appears in a table.

e |larms SE2D.45
Pagar lems (Plalas, sdvenwara, cups) 5135.15

| Renial Equpmant (Tablas. chairs,_ linens) | 5277.75
Senvice Faa (18% of manu items ordered) | 5132 33
Total Cest 5136368

Modifying tables
It is easy to modify the look and feel of any table after adding it to a docu-

ment. Word includes different options for customizing a table, including add-
ing rows or columns and changing the table style.

To add a row or column
1. Hover the mouse near the location where you want to add a row or col-
umn, then click the plus sign that appears.

L Menu tems . | 5828 45
T*{ Paper ltems (Plales, silverware, cups) $135.15

| Rental Equipment (Tablas, chairs, linens) §227 75

| Service Fee (18% of menu items orderad) $122 33

2. Anew row or column will appear in the table.

Menu ltems 38268 45

Paper ltems (Plades, silverware, cups) 313615

Fental Equipment (Tables, chairs, linens) 33T TH

Senvice Fes (18% of menu items ordered) F122.33

*Alternatively, you can right-click the table, then hover the mouse over Insert to see various row and column options.

To delete a row or column

Lrial -ilz | BN S . * . . . .
= : — .e..\- - P B 1. Place the insertion point in the row or column you want to delete.
ﬁpmu e g BB BIRE] 2. Right-click the mouse, then select Delete Cells... from the menu that
E ' lables, chairs, inens) | appears. 3. Adialog box will appear. Select Delete entire
E f menu items ardered) e . .
Pyt Op o | ;_;— row or Delete entire column, then click OK.
o 15 | | 4. The column or row will be deleted.
- ’ f5
3 q'n
By Toaedlel " _ mﬁﬂﬂ% : :
= , Y ; () shift cells Jeft
- Inseit Columes to the - () Shift cells up
gl Ci B3 |t Aws Ahova e T — :
e ) L: i i [_) Delete entire row
B Gk ! 5 (®)iDelete entire columni
. ] ['*;, Cancel

To apply a table style

1. Click anywhere on the
table, then click the Design tab
ontheright side of the Ribbon.

{ Cawgorny Amoun]

(W fems SAFEAS
[ Ecwgrans liems E315 50
| Pay ar leams (Flafas sbannailn, Clife) F35 15
[l Equeprrant {Taftms_chaks, bnis] FERAT]
| Sarvice Fes (0% of man deme ardared) 312233
[Tl 157915
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2. Locate the Table Styles group, then click the More drop-down arrow to see all available table styles.

3. Select the desired style.

PEERT  DESKGM  PAGELAYOUT  REFEREMCES  MAMUNGE  REVEW  VIBW | DESGHN
b Czlomn Sccecilrerrciiries et R
| ccoce lcecec :
asr Coduren ==
vrbed! Columis ) g el
I =
. . ) % o Mare
[Caleaoy R
e Ibams &
Bevilagallems X
Papar lkams (Plates, sivar#are, Cups) 51 tem
FRental Equipmend (Tabios, chisirs, linares) 5 o
Sarvice Fae {18% of meand ibems crdered) 51 i gy b
Totid 1 secomere

Calegory

Menu [tems

Beverage fems

Paper ltems (Plates, silverware, cups)
Rental Equipment { Tables, chairs, linens)
Service Fee (16% of menu items orderad)
Tatal

4. The selected table style will appear.

Amownt.
362845
331550
513515
5217 TR
512233
51670018

To modify table style options

Once you have 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.

HOME  MEERT  DESGH  PAGELAVOUT REFEREMNCES  MAILIMGE REEW VEW  DENGH
v :w.\--.l:l=-: i £ P Codunn .'_r =
 Fatal Fowy Lant Cokenn - g it g —]
arded Bt Banged Columns . Zrd '-.l::- _;"Pm-: gy
1 b Wyle Oslsan| Taie Stpie Saide
L] L3 |
Téril
3. The table style will be modified.
Menu tems 5023 45
Beverage [fems M550
Paper ltems (Plates, silverware, cups) 513515
Rental Equipment (Tables, chairs, linens) $277.75
_Sendlce Fee (185 of menu (tame ordered) 1122 33

Total

$1.679.18

]

>"Depending on which Table Style you are 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.

FA
Category Amount
Menu Items F828.45
_Beverage ltems 5 $315.50
ms (Plates, siverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) 527715
“Sarvice Fae (18% of menu items ordered) §122.33 I
Todtal $167018 . |
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2. From the Design tab, select the desired Line Style,
Line Weight, and Pen Color.

TABLE T30S ?
VIEW DESGH LAYQUT ]
= Zy =
. 2% pt =— .
Sheding . Boude —: orders
N Stydes b i Pen Calar -
Bordes
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3. Click the Borders drop-down arrow.

4. Select the desired border type from the menu that appears.

T E - 0O %

— t
| B T e, — Fy
Shardng  Doeds Sardes Hoede
' = i« i P Calor

T
L
1

anoma

annaa
anooy
N0

Panier

A
128 44
F315.50
1513515
5271 15 ol s
F1E2 33 Bl DvewTab

167018

Borders and Shading

5. The border will appear around the selected cells.

| Category Amaunt
henu lems EBEB23 45
| Boverage items 331550
Paper ltems (Plates, siverware, cups) $13515
Rental Equipment (Tables, dhairs, linens) £271 75
Semvice Fee (18% of menu items ordensd) $122 33
[ Total gi67018 |

Modifying a table using the Layout tab

When you select a table in Word 2013, the Layout tab appears under
Table Tools on the Ribbon. From the Layout tab, you can make a va-
riety of modifications to the table.

You can do more with Table by Clicking Border and Shading button
situated on right corner of Design Tab. As you will click on this button
a dialogue box will appear named ‘Border & Shading’.

Borders  Page Border  Shading

Setting: Style:

1 [ HNong

Preview

| [ Click on diagram below or
use buttons to apply borders

Width:

g' Custom v pt

m“i all ."_._._.._.._._.. L Ij

E il Lolor
i Automatic e

Apply to:
Table i

Borders Tab This tab provides you different types of border styles. You can fix the style, Color, and

width of table border.

Page Border Tab You can apply the page border by the help of this tab. We may also set the styles,

width and color of page border.

Shading Tab this option let you permission to fill the color of given cells.
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Chart

Achartisatool you can use to communi- HOME INEERT DENGH PAGE LAYOL FEFERENCES WAILINGS REVIEW VIEW

: : Bi Couver Pager el T g | poas L, Hypedink
cate data graphically. Including a chart | == e | EH | Lo leg =M oe D 4 o
in your document can allow your reader 4= Page Break -.:..m: Pictures ?U,_I::_I:I.:_ Si-:.l:es Spnartrt C|-F: S:uee-:-a;- o :-L;E.Is'cr \jhllg 1) Cros-eference

to see the meaning behind the numbers, Tl :
and it can make showing comparisons | Felay
and trends easier.

Inserting charts
Word uses a spreadsheet as a place-
holder for entering chart data, much like

ﬂ Tell me mere

Excel.

To insert a chart

1. Select the Insert tab, then click the Chart command in the lllustrations group.

2. Adialog box will appear. Select a category from the left pane, and review the charts that appear in the right pane.
3. Select the desired chart, then click OK. I Ut TIEN

B | S Charty

o Carvce

Checking Spelling and Grammar

Worried about making mistakes when you type? Do not be. Word provides you with several proofing features—
including the Spelling and Grammar tool—that can help you produce professional, error-free documents.

To run a Spelling and Grammar check
1. From the Review tab, click the Spelling & Grammar command.

m HORE MEERT LesGM PAGE LASTILT REFERE HCES MALIMGS REVIEW WIERY

ABC. i@ & L5 [ Mk |
M 5 L nl[AnMankup |
\/"- 4 . W
= b 8 i Shevar harkup ¥
Spetllirg &, Larguegs e ok Bicigd
- ] u - |
Grammar T v Comment Changes = Lt Reviewing Frrie : +

Spelling B Grammear [F7)

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.

3. Word will move through each error until you have reviewed all of them. After the last error has been reviewed, a
dialog box will appear confirming that the spelling and grammar check is complete. Click OK.
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inek
EGEeEan gl your document.

tgrene | | lgnaneall | | fde

wmegedingly

LI-._.n.;e Chasige All

| am exceedingly intevested in the Junler Marketing position with Top Tler Telephones, and
[ believe that my education and employment background are well saited for the positisn.

Working toward my degree, 1 was employed as a marketing assistant
company. in addition to assisting the company with
to halp the markat
commercial. T would Like to us
company acheive ue!wmm
country, | will compiete my de
sinployment in sarly [uns,

is used incorrectly in the letter. The correct word is dear.

Micrasoft Word El

REVIEWY VIEW
| Marku - | ]
3 v & B
v Markup = S— - 3 Spelling and grammar check complete, You're good to go!
Aocet " Camping Prodect
aewing Poane = &y i -
1] y Changes ETfAre # QK LE |
Spelling g

*/f no suggestions are given, you can manually type the correct spelling in

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.

The red line indicates a misspelled word.

The blue line indicates a grammatical error, including misused words.

*A misused word—also known as a con-
textual spelling error—occurs when a
word is spelled correctly but used incor-
rectly. For example, if you used the phrase
Deer Mr. Theodore at the beginning of a
letter, deer would be a contextual spell-
ing error. Deer is spelled correctly, but it

*In previous versions of Word, grammar errors were marked with a green line, while contextual spelling errors were

marked with a blue line.

To correct spelling errors

1. Right-click the underlined word. A menu will appear.
2. Select the correct spelling from the list of suggestions.
3. The corrected word will appear in the document.

*You can also choose to Ignore All instances of an underlined word or add it to

the dictionary.

To correct grammar errors

1. Right-click the underlined word or phrase. A menu will appear.
2. Select the correct spelling or phrase from the list of suggestions.
3. The corrected phrase will appear in the document.

Enclosed is & copy of my resume, which
Within the next week, | will contact yo
and I'll be happy to answer any questic
condederation.

corkldnratsom

';Fi.l:l.'.'q':-l'H_'.-'. )
confederation

Cosidnral M

|ame Flores

*You can also choose to Ignore an underlined word or phrase or go to the Spelling & Grammar pane for information

about the grammar rule.

Track Changes & Comments

Let us 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.
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Understanding Track Changes

When you turn on Track Changes, every change you make to the document will appear as a colored markup. If you
delete text, it would not disappear—instead, the text will be crossed out. If you add text, it will be underlined. This
allows you to see edits before making the changes permanent.

Lodhomedldiay ComenrnDear b Poaell;

Thank yau for taking the time to meet with me last Thorsday abaut the Sales Associate pasitian, |
enjoyed meeting with you and touring the facllity. | was very iImprassed with the layout of the
shoaraarm and wit e compitence of the staff at your-compamyCuality Surnis

chance to work in such a productive ard very supportive atmosphers

s | would love the

To turn on Track Changes
1. From the Review tab, click the Track Changes command.

MAILINGS | REVEW | VIEW 2. Track Changes will be turned on. From this point on, any changes you
R P A ke make to the document will appear as colored markups.
1 = Al Markup
o v
= Show Markup
Track

Lpry o - -
Changes = L] Reviewing Pane

FeWhem-HMMay-ConeerrDear Mr. Powell: i

Trackinig Ia

Comments

Sometimes you may want to add a comment to provide feedback instead of editing a document. While it is often
used in combination with Track Changes, you do not 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.

g e Batked about in our mesting, iy many "'EirEIJf sales exparience, both in commissioned floor sales
and in the role of Sales Suparvisor, would preatly benefit Cualtty Furnishings. In that time, | hava learned
many bechnigues that weuld drivie ssles and drsednorease costomar satisfaction ratings at Oieality
Furnishings,

2. From the Review tab, click the New Comment command.

QUT REFEREMCES MAILINGS REVIEW VIEW
'_ 1 ;‘e‘
1‘&_ ]
Mew elete Previol et 1 Track
Comment mments | Changes=
Comments

3. Type your comment. When you are done, you can close the comment box by pressing the Esc key or by clicking
anywhere outside the comment box.
*You can also respond to an existing comment. Just click the Reply button and type your response.

To delete comments

1. Select the comment you want to delete.

2. From the Review tab, click the Delete command.
3. The comment will be deleted.
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SmartArt Graphics

SmartArt allows you to communicate information with graph-
ics instead of just using text. There are a variety of styles to
choose from, which you can use to illustrate many different types
of ideas.

To insert a SmartArt graphic:

MIERT

B

Tahle

Tabile

DEHGM PAGE LaYOUT REFEHERNCES

| | T2 .
| - | & Ly T'| II o
Pictures Online Shapes Smarfn Chart  Scresnsho
Fictures - -

Niaskraklanms

1. Place the insertion point in the document where you want the SmartArt graphic to appear.

2. From the Insert tab, select the SmartArt command in the Illustrations group.
3. Adialog box will appear. Select a category on the left, choose the desired SmartArt graphic, then click OK.

List

i';_-i'i:.l--

Cyele
Higrarchy

Felstionship

Idatr

e
o
."E.'u
1
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&
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Itierarchy

Usa to show hierarchical retationshans
progressing from top to hottom.

Ok Canoe|

4. The SmartArt graphic will appear in your document.

To add text to a SmartArt graphic:
- 1. Select the SmartArt graphic. The SmartArt task pane will appear
I [Text] to the left. -
2 I : Type youst bt bere g
il I [Text]
I [Text] I [Text] g :

! A [Text] [Text]

I [Text] I [Text] I [Text] E I (Text] I mext] | | [Text]

2. Enter text next to each bullet in the task pane. The text will appear in the graphic and will resize to fit inside the

shape. 3. To add a new shape, press Enter. A new bullet will appear
e . in the task pane, and a new shape will appear in the graphic.
‘ﬂ-l"l* i e You can delete any bullets you're not using to remove the
- w— — shapes. '
+|_;I:Im| aet) [Tt} IW.T:.IT.I‘.':..... I EE‘.
® [Tex] I ’
I 1~ | | ™~
[Wazs] [Py [raact] i
= === ] I
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Changing the SmartArt organization
To add a shape

1. Select the SmartArt graphic, then click the Design tab on

the right side of the Ribbon.

2. Decide where you want the new shape to appear, and select an adjacent shape.

Type your text here ®

Hughe
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3. Click the Add Shape command in the Graphics group. A

drop-down menu will appear.

4. Select Add Shape Before or Add Shape After to add a
shape on the same level as the selected shape. Select Add
Shape Above or Add Shape Below to add a shape above or

below the selected shape.

5. The new shape will appear.
|m HOKE IMSERT DESIGM P _
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i Add Shape Below |:€
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Customizing SmartArt

After inserting SmartArt, there are several things you might want to change about its appearance. Whenever you
select a SmartArt graphic, the Design and Format tabs will appear on the right side of the Ribbon. From there, it is

easy to edit the style and layout of a SmartArt graphic.

To customize SmartArt

i). Word provides a variety of color schemes to use
with SmartArt. To change the colors, simply select the
SmartArt, click the Change Colors command, and
choose the desired colors from the drop-down menu.

"
=] ]
B EE
Kiocde
| Famired,
Presidan T
1
n - N Accont 1
il i
| (e
| Summarfisld, L e
B i Y MR Manap

ii) Word also includes several different SmartArt styles,
which allow you to quickly modify the look and feel of your
SmartArt. To change the style, select the desired style from

the SmartArt styles group.

REVEW VERY DESHE FOERAT

iii) You can add shape effects to your SmartArt, such as beveling and 3D rotation. Select the entire SmartArt 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.
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4. The selected layout will appear.

Styles

To change the SmartArt layout

If you don not like the way your information is organized
within a SmartArt graphic, you can always change its layout
to better fit your content.

1. Select the SmartArt graphic, then select the Design tab.
2. In the Layouts group, click the More drop-down arrow.

LERIGH PAGE LAYOLT REFEAERCES B G FEVEW VEW DEMGH
=
i.-‘

Change | |

| 5
[:C_. Eoloes

3. Select the desired layout, or click More Layouts... to see
even more SmartArt options.

DESIGH PAGE LAYOLT REFERENCES ARG PSGS REVEW WIEW DESIGH

f your text here ' = |,
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Astyle 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
1. Select the text you want to format.

2. In the Styles group on the Home tab, click the More drop-down arrow.

1 Morma 1 Mo Spac. Henading 1

Styles

AaBbCcD | AaBbCcD AaBRhi

aspboer AaB| B

?q.- HE;:id-'.f.-

He=ading 2 i Eafuct
[;} wh Select -
T

E
Editing

3. Select the desired style from the drop-down menu.
4. The text will appear in the selected style.

To apply a Style set

Westbrook-Parker 2013 Quarterly Report

ORENts Crervien

Meaw Clents

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 the Document Formatting group.
2. Choose the desired style set from the drop-down menu.

HOKE IMSERT DESIGM

PAGE LAYOUT REFEREMCES BAMILIMGE REVEEVW

Title
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Themes in MS-Word

Atheme 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.

To change the theme
1. From the Design tab, click the Themes command.

2. Select the desired theme from the drop-down menu.

3. The selected theme will appear.
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ii) 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 in-
dividually.

HOKE SERT  CESMGM AOE LAWOT  REFIREWCES  LSAL BN BEVIEW

¢ -
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e
Calibn Light

Calipn

To save a theme

Customizing themes

Let us say you really like the fonts from one theme, but
you had like to experiment with different color schemes.
Word allows you to mix and match the colors, fonts, and
effects from different themes to create a unique look for
your document. If it still does not look exactly right, you
can customize the theme colors, fonts, and effects from
the Design tab.

i) To change the theme colors, click the Colors command.
A drop-down menu will appear. Select the desired col-
ors or select Customize Colors... to customize each color
individually.

iii) To change the theme effects, click the Effects com-
mand. A drop-down menu will appear. Select the desired
effect from the menu.

S e

Once you have 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.
2. The Save dialog box will appear. Type a name for your theme, then click Save.

3. The theme will be saved. You can apply it to any document by selecting it from the available themes.
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Mail Merge is a useful tool that allows you
to produce multiple letters, labels, enve-
lopes, name tags, and more using infor-
mation stored in a list, database, or spread-

Mail Merge

sheet. When performing a Mail Merge, you Cozale

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

1. Open an existing Word document, or create a new one.

Envelapes Labels

MSERT DESIGN FAGE LAY CUT REFEREMCES MAILINGS
= 3k
Start Mail Select
Merga= | Recipicnts -
I_‘; | et 1 el
- 1 E | Pelessage g 3

W] Step-by-Step Mail Merge Wizard L\e

2. From the Mailings tab, click the Start Mail Merge command and select Step by Step Mail Merge Wizard from the

drop-down menu.

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.

Step 1: Choose the type
of document you want to
create. In our example, we
will select Letters. Then
click Next: Starting docu-
ment to move to Step 2.

Step 2: Select Use the
current document, then
click Next: Select recipi-
ents to move to Step 3.

Mail Merge ~ ~ X
Select decument type

What type of dacument ara
you working onf

& Letters
E-mall messages
Envelopes
Labels

Directony

Letters

Send letters Lo a graup af
people. You @n personalize
the fetter that each person
IECEIvVeEs

Click Hext to continue

Steplofb

=3 Mext: Starting dogu ”il:ll

Mail Merge G
Select starting document

How do you want to set up

ypir betters]
| ® Lisa the current documant I

Start Trom & template

Start from emsting document

Use the current document

SEart from the dodument
shiown here and usethe Mail
hlerge wizard to add
recipient infarmation,

Step 2ot B
= Mewt: Select recipient

& Previous: Select dooulment by
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Step 3: Now you will 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 exist-
ing list, then click Browse... to select the file.

Mail Merge il

Select recipients

I- Use an existing list I
Seleet from Outlook cantacs

Type o new list
Use an existing list

Use names and addresses
fram a file or 3 database

= ‘qﬂj

Step 3 of 6

4= Previous; Stating dacument

2. Locate your file and click Open. (See image on Next Page)

MS - Word



-.'1:—_: = f A ¢ Librares ¢ Dotuments s AdiWorks v Seech AdWorics B
Dhiganoe ~ Blees: Teldm = - 1 8
A Huene A B ) fla
o Libranies w T — 1 Title Last Mame  First Mame
L#] Deumantd e 2 M= Afbertson wathy
o Muic R Letter i Mr Brernnan Michael
B Pichares 4 M. Dawis ‘willlam
B videos 5 Ms Fewest Eliza
£ M, lonas Dan
B Campiter 7M. Post Bhalisss
050 W ot 3 | 1] k

Hew Source..

Filenamer | &ddres Lt

Descriptions  Modified Created

Em} 5H2013 Z1U1TPM 52013 211:11PM  TABLE

<

[ First row of data contains column headers

4. In the Mail Merge Recipients dialog box, you can check or uncheck each box to control which recipients are
included in the merge. By default, all recipients should be selected. When you are done, click OK.

Mail Merge 5 # B 5. From the Mail Merge task pane, click

This is the list of reciplents that will be wied in your merge. Use ihe options below to add 1o or change your list. Next: Write your letter to move to Step 4.
Uk the checkbeses 1o add of remove retipientt fram The marge. Wien your st is ready, dick 0%, i

Addrens Liaba | Mail ME‘I'gE‘ T

Mddregs Listxbix 3 g 1123 Men 5t
Addresy Liskal MO W Eh 3 Apt 120
Address Liskalox ! PO B 4351 Select recipients
BAddress Listxls s PO Bow 805 i Use an existing fist
Mddrasgs Listalee i 3 1202 Maplewond Sve
Address Listelne 3 00 Acme Ln, Apt 30 * Select from Ouitlock contacts
ddress Listxlse Chriz 5 436 Church &

£

Daka Source Refine recipient list Use an e:uEsl.in-g Tist
A

| Type & mew list

Agdrets Listxtin i ]

Currently, your recipients are
t e, selected from:

(% Yo dluplisates.. iSheetis] in “Address Listadse
(D Fnd reciphent,.

T valldate addresses,.

|-_| Select s different list...

[ Edit recipient fist...

Step 3 of 6
=3 Next Write your ekt

*If you do not have an existing address list, you can click the Type a new list

. . € Previous: Starting do
button and click Create. You can then type your address list.
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Step 4: Now you are ready to
write your letter. When it is
printed, each copy of the letter
will basically be the same; only
the recipient data (such as the
name and address) will be dif-
ferent. You will need to add
placeholders for the recipient
data so Mail Merge knows ex-
actly where to add the data.

To insert recipient data

1. Place the insertion point in
the document where you want
the information to appear.

A 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
Ot growth would not have been podsitle without loyal custamess lik
extend 1o you a 20% discount on your next order. 1t's our way of sayi
bugineds. We'll keep working hard to provide the best possibile custon -3 Maxt Freview your lattens
products, just as we've always done. Thanks again for choosing AdWe

Mail Merge X

Wiite your letter

it you have

10, wribe your 1et

To add rec

B i |t]
rithe docu

= Electronic

personaliz

Stepdolb

& Pravic

3

= Lrestng ine..

[ ]
e each recipient s

et al

pient informatian
er_glick a location

PostageE.

J4: Saladt Pl plenty

2. Choose one of the four placeholder options: Address block, Greeting line, Electronic postage, or More items.

- X

Mail Merge

Write your letter

It wou have not already done
L0, wirlte your [etter now,

To add recipient Infarmation
to your letter, chick a locatian
in the dotument, and then

click ane of the items belowr,

|, L
= Address block.,

1] -
|"' u!l.'\'."zlr:'_:llr'\:..h

[EY Electronic postage...

£

When you have Tinished
writing yaour lether, dick Mext,
Then you can preview and
personalize each recipient's
letter

Maore items

Stepdofb
= Mext: Freview your letters

& Previous Seled récipients

3. Depending on your selection, a dialog box may appear with various options. Select

the desired options and click OK.

Specsy addrest elements
S vt proipient s nama i dhis bermatk:
.|q',;5,h..ll. i T
Inshuy Eandali .
Tawtin O Randad i
Bir. fazh Randsll fr.
Wi, foysh O Rarcial¥ Ir
. Kashiiis PR b,

o Inpert oAy N

-"- Innert portal gddsess:

o Farmat addrens scondineg te1he jerhnabian coorinpmegnan

e e @ previesy from your redplent kst
I [ A

@ <]

Rls. Kathy Alberison
1524 Lakeview Cir
Feashires CRy, &4

Coirett Frablems

E ibemi in paur s bioo ank riting o sk of arde, uie
Baich Pields To sdently Bre comect addres elermands feom

e mading e

(=1 %

Rt Fedds..

Cancel

4. Aplaceholder will appear in your document (for example, «AddressBlock»).

mAcdiraiosks |

Bl ypire riviy Wivoms, 20LT friie i gt L2 h syssiar o dhirgg buesinaia. Do
geeum imm afing wiarhup aric  robint compusy with cver 300 smpk
T praw wold nol Bdvw bisie pons e withoal ol e men
swiend boyre.a TP discour anyour sed ardes. e o e o
Suninesi, W'l kempwarking hard 1o provids Se bl posbie cntar
Gty [t w1 we'en sl urpy done, Tharks sgen lor cenosing Svis

Samdalb
TR S
- Feviinn Sk ool

5. Repeat these steps each time you need to enter information from your data record. In our example, we will add a

Greeting line.
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6. When you are done, click Next: Preview your letters to move to Step 5.

Write your letter
It you have not alveady done

To add recipient Information
to your letter, click a location

click one of the items below.
= ment.
Bl address plock.

1 - .

|-_i Greeting line..,

|j Electranic postage...
Bl Mare items..

When you have finished
writing yaur letter, dick Mext,
Then you can preview and
personalize each recipient's
letter.

Step 4 of 6

=¥ Mext: Preview your fethers

€& Previous Seled recipients

10, wirite your lefter now, step 5.

letter to personalize it even further.

: *For some letters, you will only need to add an Address block and Greeting line.
Mail Me rge e Sometimes, however, you may want to place recipient data within the body of the

1. Preview the letters to make sure the information from the recipient list appears
in the dacument, and then correctly in the letter. You can use the left and right scroll arrows to view each docu-

Ms. Katly AlDernson
104 Lakeview Cir
Peachiree City, GA

Diear M. albertsan,

Cur growth wawkd nat hawe beenp

p
A you may ko, 2003 marks our 12th year of doing business. Oves merged letess or ek
indridus liHtes 1o =3d
grosvn frem a tiny startup into a rebust campany with owver 200 emple perigral comments,

extard toyou a 200 discaunt ancpour next order. s our way of sayl B et Complebs the mesge

] i

haif Merge i3

Preview your letiery
Cmie of the manged lzite
privteved ke, Ta prev
anotier letter oick one of
e foilgwins

¥ can Also chamge Four
récipierd Nl

[ it ercipiers ik,

Eximiide Thid e cadeil

masible without bayal custamers ki Shep S of 6

2. Click Next: Complete the merge to move to Step 6.

Mail Merge v

Step 6:
1. Click Print... to print the letters.

Preview your letters

One of the merged letters is
previewed here. To preview
another letter, click one of
the following:
Recipient: 1

< |

F} Find a recipient...

Make changes

You can also change your
recipient list:

[ Edit recipient list...
Exclude this recipient

When you have finished
previewing your letters, click
Mext. Then you can print the
merged letters or edit
individual letters to add
personal comments.

Step5of 6
= Next: Complete the merge

€ Previous: Write your Iette{tj

Mail Merge :

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

E:g.. Pring...
By Editﬁdwidual letters...

Stepbof b

& Previous! Preview your [etters

2. Adialog box will appear. Click All, then
X click OK.

() Cumrent record

| From: To:

QK L\-} Cangel

3. The Print dialog box will appear. Ad-
just the print settings if needed, then click
OK. The letters will be printed.
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Record Macro in MS-Word 2013

In Word, you can automate frequently used tasks by creating and running macros. A macro is a series of commands and
instructions that you group together as a single command to accomplish a task automatically.

How to create a Macro in Word 2013

1. Open a Word document.

2. Click on View tab.

3. Locate Macros in the top right corner of the Ribbon.
4. Click on Macros.

- Fanabbpdiaig Revien - Ward
HIkAE IMSERT DESKAH  PaysE LAYOUT REFEREMCES  MAILINGS REVIEW | | VIEW

| Coutfine Riler () % [El OnePage = 1 ]
.. o Oraft Gridlines N\ _'_'| [0 bauibiple Pages ¥
Read FREmt. Web Ioom  100% Mew  Amange Ipk
Aode Layeat Layoul Menagakion Pane *2F Page Wicht Window A
“ho Zoam Winolo Marros
5. Click on Record Macro. A Record Macro dialog pops up.
6. Enter appropriate Macro Name.
= |IE
D—_—I = Record Macro |_;:.Jﬁ
Switch Macros | :
Windows = = | ]
|l

s k
::
g |
o
-
3
3 =

Ery View Macros

|

{ ®3 Record r-:1e-:.rc...] m

Store madro ne
All Becuments Marmardotm) [=]

| Descrnption:

The Record Macro dialog pop up presents two [

options to create shortcut to launch the Macro
you will create

Button: you can create a button in the Quick Ac-
cess Toolbar to launch the Macro

[ ek || canca |

Keyboard: you can specify a keyboard sequence to launch the Macro. For example: Ctrl+Alt+M
(Note: Do not use keyboard sequence already defined by your Windows Operating system.)

7. Click on OK

Perform the steps to accomplish the task that needs to be created through Macro.

For instructional purposes, we are going to create a Macro to add a Table with 6 columns and 3 rows.
8. Click on Insert.

9. Click on Table.

Move your mouse to select 6 columns and 3 rows

10. Click to confirm the selection. — ;
11. When the table is created, go to View tab. L] :
Switcl Macros
12. Click on Macros. Windeows - v
13. Click on Stop Recording. By Miew Macres
14. Your Insert Table macro is now created. Click on B Stop Recording

View Macros to see the macro

15. Select the Macro and click on Run to execute the

Macro.
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Shortcuts Key in MS-Word 2013

To do this Press

Open adocument. Ctrl+O

Create a new document Ctrl+N

Save the document Ctrl+S

Close the document Ctrl+W

Cut the selected content to the Clipboard Ctrl+X

Copy the selected content to the Clipboard Ctrl+C

Paste the contents of the Clipboard Ctrl+Vv

Select all document content Ctrl+A

Apply bold formatting to text Ctrl+B

Apply italic formatting to text Ctrl+l

Apply underline formatting to text Ctrl+U

Decrease the font size by 1 point Ctrl+[

Increase the font size by 1 point Ctrl+]

Center the text Ctrl+E

Align the text to the left Ctrl+L

Align the text to the right Ctrl+R

Cancel a command Esc

Undo the previous action Ctrl+z

Redo the previous action, if possible Ctrl+Y

Adjust the zoom magnification Alt+W, Q, then tab in Zoom dialog
box to the value you want.

Split the document window Ctrl+Alt+S

Remove the document window split Alt+Shift+C or Ctrl+Alt+S

Close a task pane

To close a task pane using the keyboard

1. Press F6 until the task pane is selected.

2. Press Ctrl+Spacebar.

3. Use the arrow keys to select Close, and then press Enter.

Use the Access Keys for ribbon tabs
To go directly to a tab on the ribbon, press one of the following access keys. Additional tabs may
appear depending on your selection in the document.

To do this Press

Move to the Tell me or Search field on the Ribbon Alt+Q, then enter the search term
to search for assistance or Help content.

Open the File page to use Backstage view. Alt+F

Open the Home tab to use common formatting commands Alt+H

paragraph styles, and the Find tool.

Open the Insert tab to insert tables, pictures and shapes Alt+N

headers, or text boxes.
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Open the Design tab to use themes, colors, and effects, such as page borders.

Open the Layout tab to work with page margins, page orientation, indentation,

and spacing.

Open the References tab to add a table of contents, footnotes, or a table of citations.
Open the Mailings tab to manage Mail Merge tasks and to work with envelopes

and labels.

Open the Review tab to use Spell Check, set proofing languages,

and to track and review changes to your document.

Open the View tab to choose a document view or mode, such as Read Mode or
Outline view. You can also set the zoom magnification and manage multiple document
windows.

Select the active tab on the ribbon, and activate the access keys.

Move the focus to commands on the ribbon.

Move between command groupings on the ribbon.

Move among the items on the Ribbon.
Activate the selected button.

Open the list for the selected command.
Open the menu for the selected button.
When a menu or submenu is open, move to the next command.

Expand or collapse the ribbon.
Open the context menu.
Move to the submenu when a main menu is open or selected.

Navigate the document

To do this

Move the cursor to the end of the current line.

Move the cursor to the beginning the current line.

Move the cursor to the top of the screen.

Move the cursor to the bottom of the screen.

Move the cursor by scrolling the document view up by one screen.

Move the cursor by scrolling the document view down by one screen.

Move the cursor to the end of the document.

Move the cursor to the beginning of the document.

Move the cursor to the location of the previous revision.

Exit the floating shape navigation and return to the normal navigation.
Display the Navigation task pane, to search within the document content.
Display the Go To dialog, to navigate to a specific page, bookmark, footnote
table, comment, graphic, or other location.
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Alt+G
Alt+P

Alt+S
Alt+M

Alt+R

Alt+W

Alt or F10.
Tab key or
Shift+Tab
Ctrl+Left or
Right arrow
key

Arrow keys
Spacebar or
Enter
Down arrow
key
Alt+Down
arrow key
Down arrow
key

Ctrl+F1
Shift+F10
Left arrow
key

Press
End
Home

Ctrl+Alt+Page up
Ctrl+Alt+Page down

Page up
Page down
Ctrl+End
Ctrl+Home
Shift+F5
Esc

Ctrl+F

Ctrl+G
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Preview and print documents
To do this

Print the document.

Switch to print preview.

Move by one preview page when zoomed out.
Display the Replace dialog, to find and replace text,

specific formatting, or special items.
Insert a SmartArt graphic.
Insert a WordArt graphic.

Align and format paragraphs

To do this

Center the paragraph.

Justify the paragraph.

Align the paragraph to the left.

Align the paragraph to the right.

Indent the paragraph.

Remove a paragraph indent.

Create a hanging indent.

Remove a hanging indent.

Remove paragraph formatting.

Apply single spacing to the paragraph.
Apply double spacing to the paragraph.
Apply 1.5-line spacing to the paragraph.

Add or remove space before the paragraph.

Enable AutoFormat.

Apply the Normal style.

Apply the Heading 1 style.

Apply the Heading 2 style.

Apply the Heading 3 style.

Display the Apply Styles task pane.
Display the Styles task pane.

Format characters
To do this
Display the Font dialog.

Increase the font size.

Decrease the font size.

Switch the text between upper case, lower case, and title case.

Change the text to all upper case.
Hide the selected text.

Apply underline formatting to the words, but not the spaces.

Apply double-underline formatting.
Apply italics formatting.

Apply small caps formatting.

Apply subscript formatting.
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Press

Ctrl+P

Ctrl+Alt+l

Page up or Page down

Ctrl+H
Alt+N, M
Alt+N, W

Press

Ctrl+E

Ctrl+)

Ctrl+L

Ctrl+R
Ctrl+M
Ctrl+Shift+M
Ctrl+T
Ctrl+Shift+T
Ctrl+Q
Ctrl+1

Ctrl+2

Ctrl+5

Ctrl+0 (zero)
Ctrl+Alt+K
Ctrl+Shift+N
Ctri+Alt+1
Ctrl+Alt+2
Ctrl+Alt+3
Ctrl+Shift+S
Ctrl+Alt+Shift+S

Press

Ctrl+D

Ctrl+Shift+F
Ctrl+Shift+Right angle
bracket (>)
Ctrl+Shift+Left angle
bracket (<)

Shift+F3
Ctrl+Shift+A
Ctrl+Shift+H
Ctrl+Shift+W
Ctrl+Shift+D

Ctrl+l

Ctrl+Shift+K
Ctrl+Equal sign (=)
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Apply superscript formatting.
Remove manual character formatting.

Change the selected text to the Symbol font.

Insert special characters
To do this

Insert a line break.

Insert a page break.

Insert a column break.
Insert an em dash (—).

Insert an en dash (-).

Insert an optional hyphen.

Insert a nonbreaking hyphen.

Insert a nonbreaking space.

Insert a copyright symbol (©).

Insert a registered trademark symbol (®).
Insert a trademark symbol (™).

Insert an ellipsis (...)

Work with web content
To do this

Insert a hyperlink.

Go back one page.

Go forward one page.
Refresh the page.

Use function key shortcuts
Key

F1

F1 alone

Shift+F1

Ctrl+F1
Alt+F1
Alt+Shift+F1
F2

F2 alone

Shift+F2

Ctrl+F2

Alt+Shift+F2
Ctrl+Alt+F2

Richson Technoserv Opc Pvt. Ltd.

Ctrl+Shift+Plus sign (+)
Ctrl+Spacebar
Ctrl+Shift+Q

Press

Shift+Enter

Ctrl+Enter

Ctrl+Shift+Enter

Ctrl+Alt+Minus sign (on the numeric key
pad)

Ctrl+Minus sign (on the numeric keypad)
Ctrl+Hyphen (-)

Ctrl+Shift+Hyphen (-)
Ctrl+Shift+Spacebar

Ctrl+Alt+C

Ctrl+Alt+R

Ctrl+Alt+T

Ctrl+Alt+Period (.)

Press

Ctrl+K

Alt+Left arrow key
Alt+Right arrow key
F9

Description

displays the Word help task pane.

displays or hides context-sensitive help or the Reveal For
matting task pane.

displays or hides the ribbon.

moves to the next field.

moves to the previous field.

moves the selected text or graphic. Use the arrow keys to
place the cursor where you want to move the text or graphic,
and then press Enter to move, or press Esc to cancel.
copies the selected text or graphic. Use the arrow keys to
place the cursor where you want to copy the text or graphic,
and then press Enter to copy, or press Esc to cancel.
displays the print preview area on the Print tab in the Back
stage view.

saves the document.

displays the Open dialog.
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F3
Shift+F3

Ctrl+F3

Ctrl+Shift+F3
Alt+F3

F4

F4 alone
Shift+F4
Ctrl+F4
Alt+F4

F5

F5 alone
Shift+F5
Ctrl+Shift+F5
Alt+F5

F6

F6 alone
Shift+F6
Ctrl+F6
Ctrl+Shift+F6
Alt+F6

F7

F7 alone
Shift+F7
Ctrl+Shift+F7
Alt+F7

Alt+Shift+F7

F8
F8 alone

Shift+F8

Ctrl+Shift+F8

Alt+F8

switches the selected text between upper case, lower case, and
title case.

cuts the selected content to the Spike. You can cut multiple texts :
and graphics to the Spike, and paste them as a group to another
location.

pastes the contents of the Spike.

creates a new Building Block.

repeats the last command or action, if possible.
repeats the last Find or Go To action.

closes the current document.

closes Word.

displays the Go To dialog.

moves the cursor to the last change.
displays the Bookmark dialog.
restores the document window size.

switch between the document, task pane, status bar, and ribbon. In
a document that has been split, F6 includes the split panes when
switching between panes and the task pane.

switches between the document, ribbon, status bar, and task pane.
switches to the next document window when more than one docu
ment is open.

switches to the previous document window when more than one
document is open.

moves from an open dialog box back to the document, for dialog
boxes that support this behavior.

displays the Editor task pane to check spelling and grammar in the
document or the selected text.

displays the Thesaurus task pane.

updates the linked information in a Word source document.

finds the next spelling or grammatical error.

in Word 2013 and newer, displays the Translator task pane. In Word
2007 and 2010, displays the Research task pane.

extends the selection. For example, if a word is selected, the selec
tion size is extended to one sentence.

reduces the selection. For example, if a paragraph is selected, the
selection size is reduced to one sentence.

turns extend selection mode on and off. In the extend selection
mode, the arrow keys extend the selection.

displays the Macro dialog to create, run, edit, or delete a macro.
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F9

F9 alone
Shift+F9
Ctrl+F9
Ctrl+Shift+F9
Alt+F9
Alt+Shift+F9

F10

F10 alone
Shift+F10
Ctrl+F10
Alt+F10
Alt+Shift+F10

F11

F11 alone
Shift+F11
Ctrl+F11
Ctrl+Shift+F11
Alt+F11

F12

F12 alone
Shift+F12
Ctrl+F12
Ctrl+Shift+F12
Alt+Shift+F12

updates the selected fields.

switches between a field code and its result.

inserts an empty field.

unlinks the current field.

switches between all field codes and their results.

runs GOTOBUTTON or MACROBUTTON from a field displaying field
results.

turns KeyTips on or off.

displays the shortcut menu for the selected item.

maximizes or restores the document window size.

displays the Selection task pane.

displays the menu or message for available actions, for example,
for pasted text or an AutoCorrect change.

moves to the next field.

moves to the previous field.

locks the current field.

unlocks the current field.

opens the Microsoft Visual Basic for Applications editor, in which
you can create a macro using Visual Basic for Applications (VBA).

displays the Save As dialog.

saves the document.

displays the Open dialog.

displays the Print tab in the Backstage view.

selects the Table of Contents button in the Table of Contents con
tainer when the container is active.
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Model Practice Set

1. The process of removing unwanted part of an image is called

A. Hiding B. Bordering C. Cropping D. Cutting
2. To apply center alignment to a paragraph we can press-

A.Cal+S B.Ctrl + C C.Crl+C+A D.Ctrl + E
3. The space left between the margin and the start of a paragraph is called

A. Spacing B.Gutter C. Indentation D. Alignment
4. Textstyling feature of MS word is-

A. WordColor B. WordFont C. WordArt D. WordFill
5. Which items are placed at the end of a document

A. Footer B. Foot Note C. End Note D. Header

6. To change line height to 1.5 we use shortcut key

A. Cul+1 B. Ctrl + 2 C.Cal+3 D.Ctrl +5

7. A number of letter that appears little above the normal text is called

A. Superscript B. Subscript C. Supertext D.Toptext

8. We can insert a page number at

A. Header B. Footer C. Both A and B D. None

9. Which one can be used as watermark in a word document

A. Text B. Image C.Both A and B D. None

10. Which item appears dimly behid the main body text

A. Water Color B. Background C. Watermark D. Back Color
11. Which feature starts a new line whenever a word or sentence reached a border
A. Text Line B. New Line C. Text Wrapping D. Text Align
12. The direction of a rectangular page for viewing and printing is called

A. Orientation B. Direction C. Print Layout D. Preview
13. We can remove / hide border of a shape by selecting-

A. No Line B. No Outline C. White Line D. No Border
14. We can change the thickness of a line from __

A. Line width B. Line Height C. Line Thick D. Line Style
15. What item contains detailed information about something in the text ?

A. Footer B. Foot Note C. Header D. Head Note
16. Which item is printed at the bootom of each page

A. Header B. Foot Note C. Title D. Footer

17. Color and pattern used to fill a closed shape is called

A. Shape B. WordArt C. Fill Style D. Fill Back
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Model Practice Set

18. Where footnotes appear in a document

A. End of document B. Bottom of a Page C. End of Heading D. None

19. The Spelling And Grammar Tool

A. Indicates Grammatical Errors

B. Corrects Spelling Errors As You Type

C. Identifies Words With Capitalization Problems

D. All Of Above

20. Which is not a Font Style?

A. Bold B. Superscript C. Italic D. Regular

21. Landscape is?

A. A Font Style B. Page Orientation C. Paper Size D. Page Layout
22. The default Page Orientation of Word Document is

A. Landscape B. Long Sides C. Portrait D. Double Long Side
23. To Spell Check which function key you will press?

A. F5 B. F6 C.F7 D.F8

24. How many maximum number of Columns can be inserted in the Word Document ?

A. 45 B. 50 C. 55 D. 65

25. Which of the following is not option for changing the case of the text?

A. Indent Case B. Sentence Case C. Toggle Case D. Lower Case
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