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Microsoft Word is a word processing program. We use it to create documents such as
letters and reports. In this workshop, we will learn to format documents., page layouts, text
formatting, Inserting images, Creating, modifying, and filling tables, Page navigation,
Grammar check, borders and shading, Headers and Footers, and more...
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Change Text Color in Word

In this chapter, we will discuss how to change text colors in Word. We will also understand how to
mark text which should look like it was marked with a highlighter pen. In addition, we will learn how
to apply different effects on portions of text.

Change Font Colors

The text that we type comes in black by default; you can always change the color of the font to a
color of your choice. It is very simple to change the text color by following two simple steps —

Home tab Font Color Button Changed Font Color
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If you click at the left portion of the Font Color button, the selected color gets applied to the text
automatically; you need to click over the small triangle to display a list of colors.

Home tab

If you do not find a color of your choice,

you can use the More Colors option to
display the color pallet box which allows
you to select a color from a range of colors.
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marked with a highlighter pen. Usually we highlight a text using yellow color. It is very simple to
highlight a portion of text with a color by following two simple steps

Step 1 — Select the portion of text that needs to be highlighted with color. You can use any of the text
selection method to select the portion of text.

Step 2 — Click the Text Highlight Color button triangle to display a list of colors. Try to move your
mouse pointer over different colors and you will see the text color changes automatically. You can
select any of the colors available by simply clicking over it.

If you click at the left portion of the Text Highlight Color button, then the selected color gets
applied to the portion of text automatically; you need to click over the small triangle to display a list
of colors.

Apply Text Effects

Microsoft word provides a list of text effect which add to the beauty of your document, especially to
the cover page or the headings of the document. This is very simple to apply various text effects by
following two simple steps —

Home tab Text Effect Button Text with Effect
| | : Step 1 — Select the portion of text
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You can select any of the text effect available by simply clicking over it.

Text Alignments in Word

In this chapter, we will discuss text alignments in Word. There are four types of paragraph alignment available
in Microsoft Word — left-aligned, center-aligned, right aligned, and justified.



Left-Aligned Text

Home tab AlignText Left Button Left Aligned Paragraph

|
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aligned evenly along the left margin. Here is a
simple procedure to make a paragraph text
left-aligned.

Step 1— Click anywhere on the paragraph
you want to align and click the Align Text
Left button available on the Home tab or
simply press the Ctrl + L keys.

Center Aligned Text

: : e A paragraph's text will be said center aligned if
& BT AT : it is in the center of the left and right margins.
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paragraph text center aligned.

Step 1 — Click anywhere on the paragraph you
want to align and click the Center button
available on the Home tab or simply press
the Ctrl + E keys.

. Right-Aligned Text

A paragraph's text is right-aligned when it is
aligned evenly along the right margin. Here is a
simple procedure to make a paragraph text right-
aligned.

Step 1 — Click anywhere on the paragraph you
want to align and click the Align Text
Right button available on the Home tab or
simply press the Ctrl + R keys.




Justified Text

Home tab Justify Button Justified Paragraph

A paragraph's text is justified when it is
aligned evenly along both the left and the
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When you click the Justify button, it
displays four options, justify, justify low, justify high and justify medium. You need to select only the
justify option. The difference between these options is that low justify creates little space between
two words, medium creates a more space than low justify and high creates maximum space between
two words to justify the text.

Working With Pictures

To insert a picture from a file:

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

2 LME GROV

Luxury Apartments

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

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

3. The Insert Picture dialog box will appear. File Home [N Design  Llayout  References
Navigate to the folder where your image is B Cover Page - EEE El ﬁj Cismaad |
. D Blank Page 1l Chart 1
located, then select the image and  page Break  Table Plc‘tugs Onllne Shapes o Screenshot - @1
. ~ Pictures =
Cth Insert' Pages Tables |llustrations
L From File !

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

4. The image will appear in the document.

@ Tell me more



Resize an image

To resize an image, click and drag one
of the corner sizing handles. The
image will change size while keeping

the same proportions. If you want to
stretch it horizontally or vertically, you %ﬁ I-‘ M E GR 0 V E

can use the side sizing handles.
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Changing text wrapping settings

When you insert a picture from a file, you may notice that it's difficult to move it exactly where you
want. This is because the text wrapping for the image is set to In Line with Text. You'll need to
change the text wrapping setting if you want to move the image freely, or if you just want the text to
wrap around the image in a more natural way.

To wrap text around an image:
Bring Forward * & Align -
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el 1. Select the image you want to wrap
Picture Styles Amange

o : ERRERRLEERY. text around. The Format tab will appear on
| the right side of the Ribbon.

2. On the Format tab, click the Wrap
Text command in the Arrange group. Then

select the desired text wrapping option. In
our example, we'll select In Front of

1000 Lake Syb

0
£ Text so we can freely move it without
|_ ME GROV[° affecting the text. Alternatively, you can
Luxury Apartments ] . i
New Online Resident select More Layout Options to fine tune
the layout.

Portal
Residents are raving about Buena Vida Online, the new web portal for residents of 3, The text W]ll Wrap around the

image. You can now move the image if you want. Just click and drag it to the
desired location. As you move it, alignment guides will appear to help you align the
image on the page.
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Using a predefined text wrapping setting

Predefined text wrapping allows you to quickly move the image to a specific location on the page. The
text will automatically wrap around the object so it's still easy to read.

Inserting online pictures

If you don't have the picture you want on your computer, you can find a picture online to add to your
document. Word offers two options for finding online pictures.

BACK TO SITES ° OneDrive: You can insert an
OneDrive - Personal image stored on your OneDrive. You can

All folders ¥ Pictures

also link other online accounts with your
Microsoft account, such as Facebook and
Flickr.

rﬁ)

Breakfast

2502 x 1944 1 item selected. Insert Cancel

<BACK TO SITES

B Bing Image Search
118 search results for email

=@ @’
 Bing Image Search: You can use this option u @ @ @ @ Qg @

to search the Internet for images. By default,

email

are images licensed und Please review the specific license for any image you
comply with it Show all web results

Bing only shows images that are licensed
under Creative Commons, which means

1 item selected. Insert Cancel




you can use them for your own projects. However, you should click the link to the
image's website to see if there are any restrictions on how it can be used.

To insert an online picture:
1. Place the insertion point where you want the image to appear.
2. Select the Insert tab, then click the Online Pictures command.
3. The Insert Pictures dialog box will appear.

4. Choose Bing Image Search or your OneDrive. In our example, we'll use Bing Image
Search.

5. Press the Enter key. Your search results will appear in the box.

6. Select the desired image, then click Insert.

7. The image will appear in the document.
When adding images, to your own projects, it's important to make sure you have the legal rights to use
them.

Class Assignment 1

1. Open a new Document.

2. Create a Business Letter
A “Corporate Stripe” is a set of documents that have the company logo, fonts, and styles. This exercise
allows you to practice formatting text and pictures while you create a business letter.

Your company name and address should already be there.
Computers Are Us
555 Main Street
Brighton, M1 48116
(810) 555-1212
Type a sample business letter:
Dear Sir,
Thank you for your order, yesterday. We will be shipping your parts by FedX ground.

Sincerely,

Your Name

9



3. Select All of the text and use the Font options to format the type:
Tahoma, 12 point, bold, centered, and dark red

4. Select the first line of type and make it 14 point.

NEXT

5. Insert a Picture from ClipArt or Online Pictures into the document.
e Search for a photo or cartoon of a computer
e Select two or three images and Download them

6. Use one of the pictures for a company logo

7. Resize the picture

8. Center it above the Company name and address

9. Change the text wrapping of the picture to Square.

10. Drag the picture to the right side of the bottom paragraph.

11. Place your insertion point next to the heading.

12. Use the Online Pictures command - type what you are looking for into the search.
13. Insert the picture.

14. If needed, use the corner sizing handle to resize the picture so everything fits.

15. Change the text wrapping to Square and drag the picture where desired

Save as Class Assignment 1

Indent Paragraphs in Word

In this chapter, we will discuss the how to indent paragraphs in Word. As you know the margin
settings determine the blank space that appears on each side of a paragraph. You can indent
paragraphs in your document from the left margin, the right margin, or both the margins. This chapter
will teach you how to indent your paragraphs with or without the first line of the paragraphs.
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Left Indentation

Left indentation means to move the left edge of the paragraph inward towards the center of the
paragraph. Let us use the following steps to create left indentation.

Home tab Decrease Indent Button
! Button Step 1 — Click anywhere on the paragraph
() o = um = Mic =@ M . .
[i{—eq ng Iniert  Page Layout Dmacr::fmm ":nf:‘im R dd-In - 2@ you want  to lndent left and Cth
ailirgs f Leview View A s .
S5 4 can o nlEE-TORE AL Mo the Increase Indent button available on
P“ﬁ 2 B I U -ahkex x %!Efi.' = oick: e [ERS h H b . 1 h C 1 +
A T S| P BT R ool the Home tab or simply press the Ctr
%uogm, s ;, = s”:, e St’ ===z Mkeys. You can click multiple times to
'_; On the Insert tab, the galleriesinclude items that are designed to coordinate ; create deeper lndentatlon'
Leftindent _ with the overall look of your document. You can use these galleriestoinsert —

tables, headers, footers, lists, cover pages, and other document building
; blocks. When you create pictures, charts, or diagrams, they also coordinate
with your current document look.

Step 2 — You can remove left indentation
by clicking the Decrease Indent button

| You can easily change the formatting of selected text in the document text by choosing a available on Home tab or Slmply
| look for the selected text from the Quick Styles gallery on the Home tab. You can also format Ct l + Sh.ft‘l‘ M k Y 1 k
-| text directly by using the other controls on the Home tab. Most controls offer a choice of * pl‘eSS r 1 eys' ou can clic

{j using the look from the current theme or using a format that you specify directly. :’ multlple til’l’lCS to remove deeper
q [ = v . .

ageiott | Werssies | enpwnus) et | @u@am um 0@ indentation.

You can also use the Paragraph Dialog Box to set left and right indentations.

Right Indentation

Right indentation means to move the right edge of the paragraph inward towards the center of the
paragraph. Let us use the following steps to create right indentation.

Page Layout tab

Increase Right Indent Spinner

T AT T == Step 1 — Click anywhere on the paragraph you want to
= n.m;j e Ssen w9 indent and then click on the Increase Right Indent
==t @l = sie- FAa- Wragedolor-  EE254cm 3 taom = s . . .
e G (M0 g o | Do et | B5376m  iom spinner available on the Page Layout tab. You can click
s s on the  spinner multiple times to create deeper
[ On the Insert tab, the galleries include items thit are designed to -

Left Indent _coordinate with the overall look of your documpnt. You canuse  Right Indent —|
e

these galleries to insert tables, headers, footerd lists, cover i

pages, and other document building blocks. WHen you create

indentation. You can use the Left Indent spinners as
well to set left indentation from the same place.

pictures, charts, or diagrams, they also coordingte with your |
- current document look.

-l You can easily change the formatting of selected text in the doc)
| look for the selected text from the Quick Styles gallery on the Hj
| text directly by using the other controls on the Home tab. Most
-l using the look from the current theme or using a format that yd

biment text by choosing a
pme tab. You can also format
controls offer a choice of

u specify directly.

“0omd

Step 2 — You can remove right indentation by clicking
the Decrease Right Indent spinner in the opposite
direction.

Pagedotd | Words 185 | 5 Englsn s | dnsent |

= 10% (=) [} ).

IEFES

Decrease Right Indent Spinner

You can also use the Paragraph Dialog Box to set the left and the right indentations. We will see
this dialog box in the next section.
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Create Bullets in Word

Microsoft word provides bullets and numbers to put a list of items in a nice order. This chapter will
teach you simple steps to create either the bulleted or the numbered lists in simple steps.

Create a List from Existing Text

This is very simple to convert a list of lines into a bulleted or numbered list. Following are the simple
steps to create either bulleted list or numbered list.

Home tab Bullet Button . .
NumberingButton Step 1 — Select a list of text to which you want
Wida-ors " Document -picofortwerd 0 [ol@ S to assign bullets or numbers. You can use any of
Home Insert Page Layout Referenges Mailings Review View Add-Ins [~ 9 . .
= Y == the text selection method to select the portion of
% Calibri Booy 1 = i & e& sl
-._j Gy | Recenty Used Busets Tl - t=. i
me g | (V][ | 4) ¢ | o e e | TEXCT.
Clipboard s | | meset tbesey Paragragh Styles
™ e el | I K| | = o emmm e e e Step 2 — Click the Bullet Button triangle to
(I :_"_‘_:._ Ij_| display a list of bullets you want to assign to the
2 o ~1 list. You can select any of the bullet style
| o available by simply clicking over it.
: v Or_a_;;gé_s Home tab Bnue:az:::beﬁngn“m“
3 v Bananas |l
- v Apples o [Ed=-]o= 3 Word e
; D: Home Insert Page Layout Referenges Mailings Review View aAdd.lns & _e
1 ; (R e sV e A (s
Page:lofl | Words:88 | (5| English sy | |[Blzna s um o) 0 o ot 2| w2 : e 8l | | Que cnense Editing,
Clipboard 1= 2 Styles
List of Bullet styles 3] 5 i~ Numbering tibrary O O TN KRN PR XR0ES )
Home tab Bullet Button 0 3 " o
Numbering Button L Mene |2 2) =
_ _ - 3- - i?“
W -lu o Doc icrofoft Word [ - . = .
Home Insert Page Layout Referenges Maifings Review View Add-Ins & ‘e _: :| : :1)
| = 4 conon ooy ‘m - [ _"‘: v ‘&, % # : ; z':a: .
F‘lﬂe @ BLI-dxx| BTSN uick Change Editing i T 3. B : ;:‘7 -]
- F A B-AA (AL (Y & Lif S%’l;!' St | - - PR re——————— 4
Clipboard /s Font " Patagraph Styles ] 1 Ll
.@J "ll-_.":-ll-:i‘:-':-n-s'-w-aIn-?-w-s---s-|-1D‘-|-u-‘-u:-ll-1s"\:_:1| ! "._7.| ,'
| T On the Insert tab, the galleries include items that are designed to coordinate with th ! R ) e
il look of your document. You can use these galleriesto insert tables, headers, footere ™ |
Wl - cover pages, and other document building blocks. When you create pictures, chartsa
|  disgrams, they slso coordinate with your current document look. i List of Numbering Styles
I e | Step 3 — If you are willing to create a list with
1 ° | numbers, then click the Numbering
: You can eafily change the formatting of selected text in the document text by choos || . .
| I look for the selected text from the Quick Styles gallery on the Home tab. You canal:® | BUtton trlangle IHStead Of the bullet button to
: b text directly by using the other controls on the Home tab. Most controls offer a cho 5 || dlsp]ay a hSt Of numbers you Want t() 3551gn to the
4 [ I ] r
I Page:1ofa | Werdd188 | 5 EnglishuS) | EnRas uxo—U—F) . . .
—— list. You can select any of the numbering style

Bulleted Listcreated as you type

Create a List as You Type

available by simply clicking over it.

You can create a bulleted list as you type. Word will automatically format it according to your text.
Following are the simple steps to create bulleted list as you type.
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Step 1 — Type *, and then either press the SPACEBAR or press the TAB key, and then type the rest

of what you want in the first item of the bulleted list.

Step 2 — When you are done with typing, press Enter to add the item in the list automatically and go

to add next item in the list.

Step 3 — Repeat Step 2 for each list item.

You can create a numbered list as you type. Word will automatically format it according to your text.

Home tab Bullet Button
Numbering Button

r.@l R 'b, = R — ot Microolt Word £E|@§1
Hame Insert Page Layout Referenges Mailings Review View Add-Ins & e

“*_,] % Calibri [Body) - - E=-ERE EE & % 2

I;;sl: il PR KL TG “6 EI' - :é. Quick Change Editing

v F| AR A M| KW -“'!" S-m- 4T Styles ~ Styles ~
Clipboard 1. Font - Paragraph Styles
ﬁ-‘h -:'r'l"-!.~|">.-r'€-'l|'?'I.'S-I-IB-IlOILll: I"@

On the Insert tab, the galleries include items that are designed to coordinate with th* |
look of your document. You can use these galleries to insert tables, headers, footers ™ I
cover pages, and other document building blocks. When you create pictures, chartsEEI
. diagrams, they also coordinate with your current document lock.

1. This is one.

b N
2.

look for the selected text from the Quick Styles gallery on the Home tab. You can al: *
text directly by using the other controls on the Home tab. Most controls offer a cho
‘ i I I bl |
Pageilofl | Words o (O

J You can ea{iiy change the formatting of selected text in the document text by choos »

190 | 5 Engiish(UsS) | [EEEEL R e

Numbered List created as you type

You can create sub-lists. These sub-lists are called multi-lists.

Tab key to put items in sub-list. You can try it yourself.

Set Line Spacing in Word

Following are the simple steps to
create numbered list as you type.

Step 1 — Type 1, and then either press
the SPACEBAR or press
the TAB key, and then type the rest of
what you want in the first item of the
numbered list.

Step 2 — When you are done with
typing, press Enter to add the item in
the list automatically and go to add
next item in the list.

Step 3 — Repeat Step 2 for each list
item.

It is simple to create sublists; press the

In this chapter, let us discuss how to set line spacing in Word. A line spacing is the distance between

Home tab

two lines in a Microsoft Word document.
You can increase or decrease this distance
as per your requirement by following a few

Line and Paragraph spacing Button

simple steps. This chapter will explain how

to

set the distance between two lines.

1 ]
Page1ara | wosasss | o5

LinespacingI

Enghsn Asd | Insent | =]

On the Insert tab, the galleriesinclude items that are desig

look of your document. You can use these galleries to inse:
cover pages, and other documant building blocks. Whan yi —
diagrams, they also coordinate with your current documen
You can easily change the formatting of selected text in th
took for the selected text from the Quick Styles gallery on 1

text directly by using the other controls on the Home tab. |
using the look from the cucrent theme or using a format t

To change the averall lock of your document, choose new |
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Spacing between Lines

Following are the simple steps to adjust spacing between two lines of the document.

Step 1 — Select the paragraph or paragraphs for which you want to define spacing. You can use any

of the text selection method to select the paragraph(s).

Step 2 — Click the Line and Paragraph Spacing Button triangle to display a list of options to adjust
space between the lines. You can select any of the option available by simply clicking over it.

Borders and Shades in Word

In this chapter, we will discuss how to work on
borders and shades in Word. Microsoft Word allows
you to place a border on any or all of the four sides of
selected text, paragraphs, and pages. You can also add
different shades to the space occupied by the selected
text, paragraphs, and pages. This chapter will teach
you how to add any of the borders (left, right, top or
bottom) around a text or paragraph or a page and how

Home tab Border Options Border Button
|
@-uq-¢-, Document] - [ESNE)
Home | et Fagelayout | References £ Q‘
==K Colibe Body) -in RS ERRTl b 2
--—'];1 BZ U-dexx 4 ETEE
Pt o A% A AW (]| &
c T gettem Border -
= Top Border i 2 = (R ',—15—,—;‘?3
| Ontheinserttab thegi | e s | dasigned to coordinate with the overall g
1-| look of your document. | Biant Border pInsert tables, headers, footers, lists, A
|-|  cover pages, and other| w0 saraer hen you create pictures, charts, or
|~ disgrams, they alsocooy B 2 Borders jument look.
| Outyide Borders I -1

0
¥ou can easily change th E
lock for the selected tex
text directly by using th
using the look from the,

To change the overall Ic
Layout tab. To change t 5=

Insige Borders
Inside Horizontal Sorder

Inside Wertical Bosder

Horigontal Line

in the decument text by choosing &
ryon the Home tab. You can also format
» tab. Most controls offer a choice of
[at that you specify directly.

new Theme elements on the Page
k Style gallery, use the Change Curremt

Quick Style Set commar, 54  Draw Tabte (d the Quick Styles gallery provide reset :
to add different shadows to them. £ M| i DS nt—— :
‘mnou | Worcs 5385 | . Engiuh Sy | ;sm_. __._:_IE'.[‘J:: 3m ui = \a_:,\
Add Borders tO Text Border and Shading option
Following are the simple steps to add border to any text or paragraph.
. Home tab Applied Border Border Button
Step 1 — Select the portion of text or paragraph | EI
: CIFEE TG Documentl - Microdbft Werd Py =5 |
to which you want to add border. You can use i ol oo ragrs -@
. = ibri - - R 5
any of the text selection method to select the | 37 37570 il w o Al A
o T A A AW [eln & -@sig . s?:::k- g::\‘gs g
paragraph(s). apsons ‘ |
E}“‘E‘ TR E B0 O OB S I VT LI TSI | KL IA '":-J'l‘i“ﬁﬁf
. . b o
Step 2 — Click the Border Button to display a J =

list of options to put a border around the
selected text or paragraph. You can select any
of the option available by simply clicking over
it.

Step 3 — Try to add different borders like left,

On the Insert tab, the galleries include items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building blocks. When you create pictures, charts, or
diagrams, they also coordinate with your current document look.

|
PageLof2 | Words 326 | <3 Englsh U] | insedt |

You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by using the other controls on the Home tab. Most controls offer a choice of
using the look from the current theme or using a format that you specify directly.

[Eoass a0

-0 om 4

right top or bottom by selecting different options from the border options.

Step 4 — To delete the existing border, simply select the No Border option from the border options.
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Note — You can add a horizontal line by selecting the Horizontal Line option from the border
options. Otherwise type --- (three hyphens) and press ENTER. A single, light horizontal line will be

created between the left and the right margins.
Add Borders to Page

You can add borders of your choice to word pages
by following the steps given below.

Step 1 — Click the Border Button to display a list
of options to put a border. Select the Border and
Shading option available at the bottom of the list of
options as shown in the above screenshot. This will
display a Border and Shading dialog box. This
dialog box can be used to set borders and shading
around a selected text or page borders.

Step 2 — Click the Page Border tab which will
display a list of border settings, styles and options
whether this border should be applied to the whole
document or just one page or the first page.

Step 3— You can use the Preview section to

Home tab page Bordertab Border Button

[@:u e
Home Insert Fal

Faite

Clipbos

Page:1

11,

| | Preview Section

elayout  References

& Calibri Body) m -l E
D BZU-kAdx & EEFIE
NS Y A P LTRSS S TR |

— mpits, e B0 W Ve

s ] e ]
foskeff| =

el |~
You can
look for f] | |
text dire
using thef| | =

To chang
Layout

Quick Sty
comman|

] iginal

Quikk Change Editing
Styles * Stless | 7

T

hoosing a
in also format
cheice of
s

he Page
pge Current
provide reset

E-ACaE |

k-

of1 | words 5385 | S Englah sy | nsent |

[@gzan uwE—0

Border Setting  Border Styles Bordel

Application Options

disable or enable left, right, top or bottom borders of the page. Follow the instruction given in the

preview section itself.

Step 4 — You can customize your border by setting its color, width by using different art available

under the style section.

Home tab Ppage Bordertab

B e = T — — [l )] - -
CIEL ¢r, Documentl - Microsoft Ward o= 5 e | R - R R
Home | lmsert  Pabelayout  References  Mailings  Review  View  Adddng =S weme | bt Pgelmoct  Befnener e e
o = T X o v
i & jomsmsn u - E-E-w R Af M ” | ) 5 cmemom -1 - & e =S8 3 XL TAR |
= ) . oA (e . | bme w2 B 3
Pl Bl s | e i Pl ol B gedex @ ¥ A EEAM G H-0-
- F A E-A-A AN Py B 8T st e | * ot 1 o 3
Sensad e pe——r Xy’ ] . : L ERY MO B M I+ (i i L
i RN} i :
T Lo e ] |
|| Onthels ; [ he overal a ]
| b, lists, i
Jor |
| Ontha Insert tab, the galleries include items that are desigred to coordinate with the overall
-3 Ioek of your docoment. You can use these galleries to insert tablas, headers, footers, lists,
ging a 4 cover puges, and other document bullding blocks. When you create pictuces, charts, or
[s0 format B diagrams, they also coordinate with yeur eutrant document look.
|
fice of I You can easily ehange the formarting of selected text bn the document text by choosing &
| losok for the sebected teat from the Quick Styles gallory on the Home tab. You can slso format
M text directly by using the other controls on the Home tab, Most controls offer a choice of
Page | usinyg the ook from the current theme or usleg a format that you specify directly,
Caresg - l To changa the overalllook of your document, thoose new Theme elements on the Page
vide reset s i Layout tab, To change the locks avallable in the Quick Style gallery, use the Change Current
il o | Qudck Style St command, Both the Themes gallery and the Quick Styles gallery pravide reset
s - commands. so that you can always restore the look of your document 1o the orlginal v
I it -4 contalned in your curtent template| H
C = | H
| 7wges 2| ot 326 | 55 tngesn 5 | uen | [FEE 2 8 um ) e

You can have similar or even better borders as given below.
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Add Shades to Text

The following steps will help you understand how to add shades on a selected portion of text or a

Hometat  Shadingtab gorderBition paragraph(s).

| _ w Section _ )

F;_‘f"'ﬂi”' —— .. === Step 1- Click the Border Button to display a list
B e A M » of options to put a border. Select the Border and
Paste & = = : Py Qu\(k‘ cmngf [GIEU‘E . . . .
R it o] Al Shading option available at the bottom of the list of
0 oo et | R . . .
| | e s | 7 | swesest | options as shown in the above screenshot. This will
| lookefyl| ™ - g \ s B . . . .
1 B = s display a Border and Shading dialog box. This
i Y‘“ - — ' ' - 4| dialog box can be used to set borders and shading
‘; ou can . ng a .

o gl 4 a iottamit around a selected portion of text or page borders.

2 text dire chaoice of

| using the Iy

Tochang Agpiy e the Page

: :;‘:::.(; ~w"y 5 :x:::::ﬂ : Home tab Applied Shading

5 I Fe [ | |fival o |

B P e i — (i) (i) | . ¥ W9 ,h = Documentl - Microsoft Word [ B e
(Lfe Lo I_"‘Wl- & \ﬁ U TR . |mEzas oo 0 — @ E n Home | lnset  Pagdlajout  References  Mallings  Review  View  AddIns & O_

Shading Style, Color Shade Application Options . j} "') (:mfm?_* x ;‘11‘\‘; I’i.;g—:; 2 E:::".t 1& % "

T e . = % Quitk Change Editing
e PR A A A [ B D8 T sigtes styless | -
Clipboatd ra Font - Patagraph ! Stiles
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&
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Step 2 — Click the Shading tab; this tab will |
display  the options to select fill,
color and style and whether this border should |
be applied to a paragraph or a portion of text.

You can easily change the formatting of selected text in the document text by choosing a
- look for the selected text from the Quick Styles gallery on the Home tab. You can also format

')-I. 2 -0+ 1+ |« IESTEEE

. . : v text directly by using the other controls on the Home tab. Most controls offer a choice of :
Step 3 - You can use the PreVleW section to = using the look from the current theme or using a format that you specify directly. :
. 4 | " T I
have an idea about the expected result. Once | Proei otz | Wores 38 | &g s | e | T R Tom—; @'J—ad

you are done, click the OK button to apply the result.

Adjust Page Margins in Word

W D70 vl S e e Do b

o | et Pagelamout  References

Vew  Addd

In this chapter, we will discuss how to adjust D ———

page margins in Word. Margins are the space
between the edge of the paper and the text. You

| Aagbcco | AsBbecoe AaBBC: &\ B
Thasora besangt |, Shsae (8tng

St

mmmr |
(=

can adjust the right, left, top, and bottom margins | lmmrgm

of your document. By default, Word sets all | Gut et et el el ot o ‘
. . . 5 cover pages, and other document bullding blocks. When you croate pictures, charts, o

margins left, right, top, and bottom to 1 inch. ey s corrae i you ot e ok

= You caneasly change the formatiing of selacted text in the docment text by chaooring 3
“|lf €3 lcck fox the selected text from the Quick Styles gallery.on the Home toh. You can also format E———
Left Margin st diactly by using the ather controls on the Moma tab, Mait controls offer s chotte of Right Margin

In the screenshot given below, I have shown top, | g ke i 0 ot o ey e
. . . . | To change the overall lock of your document, choose new Theme elements on the Page

left and rlght marg]ns) lf y()u Wlll type the o Layouat tab. To change the looks avallable in the Quick Style gallery, use the Change Current
: pmsssedustonsignilintsimiap. o baoum ppl

complete page, word will leave 1-inch bottom | Cotaed o s ampnte

1 : ! B

margin as well. ; B

:-o;'f;;:m&_m,é Enhon 5 | nser | - [BmE e s )
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Adjust Margins

The following steps will help you understand how to set margins for an open document.

Step 1 — Open the document the margins of which need to be set. If you want the margins to be
applied only to a selected part of a document, select that particular part.

Step 2 — Click the Page Layout tab, and click the Margins button in the Page Setup group. This will
display a list of options to be selected but you have to click the Custom Margins option available at

the bottom.

You can also select any of the predefined margins from the list, but using custom margins option you
will have more control on all the settings.

Margin Button  Margins tab

Page Dialog Box

I
Applyto option

one edge for the binding, enter that amount in

the Gutter text box, and select the side the gutter is
on with the Gutter Position drop-down list. After
setting all the desired values for all the margins,
click the OK button to apply the margins.

Header and Footer in Word

@’Hﬂ-(’i Documentl - MicrosoftWied Tl
y
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T Tochange the ovy on the Page 1
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- Quick Style Setcq gallery provide reset ,!
| -~  commands so thal the original Hl

-l contained inyour|| —}—— : I
|4 1 : - | — 2 l
| Pageitotl | Words:53485 | 5 | English U5 | Insert | IEFEFEER e ="

Step 3— You will have to display a Page
Dialog Box as shown below where you can set
top, left, right and bottom margins under
the Margins Tab. Select the Apply to: option
to apply the margin on selected text or
complete document.

Step 4 — If you are going to bind the document
and want to add an extra amount of space on

Margin Button

Page Layout tab

™
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Right:  5.08 em br using a format that you specify directly.

ment, choose new Theme elements on the Page
Fmom Jlein the Quick Style gallery, use the Change Current
\mes gallery and the Quick Styles gallery provide reset
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Custom Margins Option

In this chapter, we will discuss how to add header and footer in Word. Headers and footers are parts
of a document that contain special information such as page numbers and the total number of pages,
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the document title, company logo, any photo, etc. The header appears at the top of every page, and
the footer appears at the bottom of every page.

Inserttab Header & Footer Buttons

T :.__.-1- | P ) Add Header and Footer

Home Insert Fage Layout References Maitings Review View Add.Ins (=1 9

5B 1 B0 @D B (e §tad- A i Quick Parts.~ g' 2 || The following steps will help you
— soter ~ h Waordart =
| e | S Joerumber - gone owece e o || understand how to add header and
— e - =| footer in a Word document.
— - I B . YOO T XVl S R SO T )
o .

i On the insert s ‘mt aredaslgn-ed to coordinate with the MEFE:' Step 1 - Clle the Insert tab, al’ld
o1 look of your { — e \eries to insert tables, headers, footers, lists, |7/ CliCk either the Header bllttOIl or
*| cover pages, |, cks. When you create pictures, charts, or X

| diagrams, the ke | bnt decument look. W the Footer button that which needs to
; You can easil st e ed text in the document text by choosing a be added ﬁrSt- Assume you are going
‘| look for the s Y e e s gallery on the Home tab. You can also form: ™ to add Header. When you CliCk
+f textdirectyl _ . + Home tab. Most controls offer a choice of ; ’ . . .
‘| using the loo| —— -3 format that you specify directly. .|| the Header button it will display a
1 BE s e ' ] >

list of built-in Headers from where

Page:1of1 | Words 1" ;

4 Bozas uxo— U —@
= = = y

Edit Header option  Built-inHeader styles

Step 2 — Once you select any of
the headers, it will be applied to
the document in editable mode
and the text in your document
will appear dimmed, Header
and Footer buttons appear on
the Ribbon and a Close Header
and Footer button will also
appear at the top-right corner.

Step 3 — Finally, you can type
your information whatever you
want to have in your document
header and once you are done,
click Close Header and
Footer to come out of the header
insertion mode. You will see the
final result as follows.

You can follow a similar
procedure to add footer in your
document.
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you can choose any of the headers by
simply clicking on it.

Header & Footer Buttons
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Insert Page Breaks in Word

In this chapter, we will discuss how to insert page breaks in Word. Microsoft Word automatically
starts a new page when the current page fills with text but you can insert a page break to force Word
to start text on a new page. You can insert a page break using either the mouse or the keyboard.

Insert Page Breaks

Page Break Button
Insert tab The following steps will help
S Document - Microioh Werd l=/@Ws you insert page breaks in a
Home Insert Fage Layout References Mailings Review e Add-lns -] g_ W d d
Page = 3 ? B [T B tmactist E 3 vieader - A 4 QuiccParts ~ @i TT Equation = or Ocument'
Fage T‘;; ;"—“I E{iLI ::'I) il crent poasd 4 Foater = : Awerasa s F 12 wmbvot-
ragrea | e DT OB R Cacennat= | v | &) Pagetiumbers | pere 5 DwepCapr Ml Step 1 — Bring your insertion
| Pages Tabien lliustrations Header & Fooler Tt Symiady _l
'F%}IE'—rr— RN CARE SRS SRR Yl KR EAEN N RN KRN THORY Y XM E  KNEN: XA 2 {210 L1 A ) pOlnt lmmedlately befOre the
-|  Onthe insert tab, the galleriesinclude items that are designed to coordinate with the overall ? h h
__| look of your document. You can use these galleries to insert tables, headers, footers, lists, [: teXt t at as tO appear on a new
;‘ cover pages, and other document building blocks. When you create pictures, charts, or e age
- diagrams, they also coordinate with your current document look, p g :
:| Fou can easily change the formatting of sefected text In the document text by cheesing a Step 2 _ Clle the Insert tab’
2| #eck for the selected text from the Quick Styles gallery on the Home tab. You can also format -
- lext directly by using the other controls on the Home tab. Most contrals offer a choice of L and Click the Page
:[_| sing the look from the current theme or using a format that you specify directly. : . .
] e F— & || Break button available in the
| age: Wesds 125 English U5 | Inses [EEEY TlC e — |
1j01 | Woos 185 | 5 | I oeEs | ums k| Pages group.

Insertion Point
Word inserts a page break and moves all text after the page break onto a new page. You can also use

the Ctrl + Enter keys to create a page break at the pointed location.

Page Break
W aofo = Do Moot werd T [ o |
_ htme | Mitext | Peyetajout. | Riferencer’ | Mgt | Rednw | View! ADENS P )
Delete a Page Break 8} CoverPape - j [Baall EIE ) smartan a, [ Heater - u al Quiek Parts - |- TL Equation * )
L Blank Fape 25| ] el 4 wl cnant iy | Footer = Mwerdan - F L2 symbol -
Rragebapr | ot PNE O R O soeenshot= | v | ) PageNumber - | aer- AZDrop Cepe -

Pagei Tabies Blustrations Hesder & Footer Test Symbais

B S A B R N EO A TR RS K BRI T 1 58 Sk 50 | |
=]

On the Insert tab, the galleries include items that ig to with the overall

Just put the insertion point on the previous

page of the page break that needs to be ikl il o i
. . diagrams, they also coordinate with your current document look.

deleted. Press the Delete key multiple times

until both the pages get merged.

You can easily change the formatting of selected text in the document text by choosing a
lock for the selected text from the Quick Styles gallery on the Home tab. You can also format

Insert Blank Pages in Word st cicenthy brasing Shecciher confumlsor i Home s Mast ecygrole-cifer s shioion o8
using the look from the current theme or using a format that you speciiy directly.
3
:
o
:
< L = = I
Fage 1ot | Wordsi189 | G Engish sy | Enset | |{BpR 2 m 0% = L) {+} i

In this chapter, let us discuss how to insert blank pages in Word. A blank page is a page which does
not have any text or any other content over it. This chapter will also make you understand how to
delete a blank page from your Microsoft Word document.

19



Insert Blank Pages

Following are the simple steps to insert blank
page in a word document.

Step 1- insertion  point
immediately before the text where you want
to insert a blank page.

Bring your

Step 2 — Click the Insert tab, and click
the Blank Page button available in the Pages

group.

Word inserts a new blank page and moves all
the text after the page break onto a new page.

Delete Blank Pages

Blank Page Button
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On 1he Insert tab, the galleries include items that are designed to coordinate with the overall
look of your document. You can use these galleries to Insert tables, headers, footers, lists,
cover pages, and other document building blocks. When you ereate pietures, charts, or
diagrams, they also coordinate with your current document look,

Fou can easily change the formatting of sefected text In the document text by choosing 3

| Ak for the selected text from the Quick Styles gallery on the Home tab. You can also format
o lext directly by using the other controls on the Home tab. Most controls offer a choice of
sing the look from the current theme or using a format that you specify directly,

1| Wosas 185 | 5 npian s | s | [HaE2 8 un G
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Insertion Point

The following steps will help you delete blank page from a Word document.

Step 1 — Click the Home tab. Bring your cursor immediately before the Page Break mark available
on the blank page and press the Delete Key. This will delete the blank page

Page Orientation in Word

In this chapter, we will discuss page orientation in Word. Page Orientation is useful when you print
your pages. By default, Microsoft Word shows a page in portrait orientation and in this case the
width of the page is less than the height of the page; the page will be 8.5 inches % 11 inches.

You can change the page orientation from portrait
to landscape orientation. In such case, the width of the
page will be more than the height of the page and page

will be 11 inches x 8.5 inches.

Change Page Orientation
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The following steps will help you understand how to change the page orientation of a word

document.
Orientation Button
Option Menu Page Layout tab
- -
@ da-ofk ) ocoment - Microsot Wore [=] 5 |
f File Hame Insart Page Layaut Refetences Mailings Review View Add-Ins o e
[Ka n Ll (ByOrientation = v5= ] Watermark = Indent Spading o
n; """ (Al || i3 Weagecolor BBoem 5 lEopt o ]
con [} L o~ ] PageBorders B3 0em sliQmm : =
Thenes 3 | Page Background Paragraph
_@F-r_’-:l 'j landscape b= - 7R i i 1:%{-[3%-'.’%?@
' ]
-

diagrams, they also coordinate with your current document look.

On the Insert tab, the galleries include items that are designed to coordinate with the overall |-
look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building blacks. When you create pictures, charts, or

You can easily change the formatting of selected text in the document text by choosing a

Step 1— Open the Word document the
orientation of which needs to be changed. By
default, orientation be Portrait
Orientation as shown below.

will

Step 2 — Click the Page Layout tab, and click
the Orientation button available in the Page
Setup group. This will display an Option
Menu having both the options (Portrait &
Landscape) to be selected.

look for the selected text from the Quick Styles gallery on the Home tab. You can also format
: :;*::‘ffm:ﬁx::t‘;‘:ﬁ:”ux:"f::‘:"*‘:::’:‘q:j‘;:‘;‘:‘;’t;:*m"‘ ¢ Step 3 — Click any of the options you want to
@mm e T [EBpaas us J_ o ;— set to orientation. Because our page is already
in portrait orientation, we will click
the Landscape option to change my orientation to landscape orientation.
Create a Table in Word
In this chapter, we will discuss how to Toble utton
create a table in Word. A table is a |, .. [@&957] o —— )
structure of vertical columns and . :] ;13;3?4:%:“, ,_j':" - J:Qf” :ﬁ i
horizontal rows with a cell at every LT ™ R T Gen | T ORE (5 o e
intersection. Each cell can contain text or || DooC [F_I B i "‘j
graphics, and you can format the table in ; : '
any way you want. Usually the top row in “:4::‘1!7 ; ; : |
the table is kept as a table header and can  J-E-H0E ! ! | !
be wused to put some informative |& e
instruction. § ey
Create a Table ” ‘
| g zots | oo Lo Enginmisy | sossrt | ' (S am 00 u L:,

The following steps will help you understand how to create a table in a Word document.

Step 1 — Click the Insert tab followed by the Table button. This will display a simple grid as shown
below. When you move your mouse over the grid cells, it makes a table in the table that appears in
the document. You can make your table having the desired number of rows and columns.
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Step 2 — Click the square representing the lower-right corner of your table, which will create an
actual table in your document and Word goes in the table design mode. The table design mode has

many options to work with as shown below.

Table Style Options Table Styles Table Styles Button
I | . .

CIEEECE Docurhent] - Micosaft Word " l=i@ss) Step 3 — This is an optional step that can
e, e, e o el @! be worked out if you want to have a
: eader Row ; irs umn = ing j .

Bl ottt [} ek oo ﬁ : yBSass fancy table. Click the Table Styles

[ Banded Rows [1 Banded Columns | [ 5= Botders .

PhieSuOsters Dhiens .| buttonto display a gallery of table

:u- =gs ' FE.! | IR R SN | | (SN IO IR | | B F ) n-:a--@---u»l-ﬂ“"

. ol styles. When you move your mouse over
q «| any of the styles, it shows real time
2 preview of your actual table.

[ .

- Step 4 — To select any of the styles, just
I vl click the built-in table style and you will
- oIl see that the selected style has been
4 [ ] ] » .

Pageiotl | Woiao | S Enghin s | et | [CEEE N o———c applied on your table.

Tible 51\"'9 Options Tatile Styles Table Style Options Galleryof Table Styles

CFEE Lig Docunfent] - Mictesoft Word [over T © jmi| (@ada-d= Docunfentl - Microsoft Word i el -

Homalyinsert Page Layout Refenfnces Mailings Review View Adddns | Design | layot & @ n Homalybred Fape Uajout - Referjnces Malllngs. Revicw View adding | Design el P |
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Table Style Gptions

Table Styles
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‘4 [ [ ] »
Page1of1 | Words | o Englsh(us) | Inset | (Bl @ 2 & 100% ——0 {3).

Table Style Option -

“« o w4

Delete a Table

Following are the simple steps to delete an existing table from a word document.

Step 1 — Click anywhere in the table you want to delete.

Step 2 — Click the Layout tab, and click the Delete Table option under the Delete Table Button to
delete the complete table from the document along with its content.
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Rows & Columns in Word

In this chapter, we will discuss how to work with rows and columns in Word. As discussed in the
previous chapter, a table is a structure of vertical columns and horizontal rows with a cell at every
intersection. A Word table can contain as many as 63 columns but the number of rows is unlimited.
This chapter will teach you how to add and delete rows and columns in a table.

Add a Row

Following are the simple steps to add rows in a table of a word document.

Row & Column group Layout tab .
Step 1 — Click a row where you want to
il - I= Peocument] - Microsoft Word f Tl |"_=_' @m L .
'E i ! b ‘ | , J' | add an additional row and then click
e Home Insert PageLA)um\lﬁﬂerenzes Mailings Review View Add-ns = Design tayout @ 0
kit setect- ] EE Bsenseow Srenecon Hlosam gt - the Layout tab; it will show the
e 2 | = gl | o | @i T y ’
B ooperties | o aore Ebinsertrignt | Slspmrobie | 5 AvtoFit - i) . follownlg screen.
Rows & Columns ) Merge Cell Size
(0 RS | O K TR 1 I TR KIS TR | 1 I PR KRR T '['-"—-:EBEJ
73
|| Step 2 — Now use the Row & Column
_|| group of buttons to add any row below
or 2|l above to the selected row. If you click
¥ . .
[— — ~_ 1 || the Insert Below button, it will add a
Pageloll | Words:3 | G EngishiUk) | mset | |[E/03 2 B 100% (=) 0 {F) .
row just below the selected row as
follows.
Row & Column group Layout tab
'[EF H9-0i= Pocumentl - Microsoft Word uF-.‘_-v:::__ | LE‘ @M
n Home Insert Page La;.'om\rﬂcfrunns Mailings Review View Add.Ins ' Design Layout | & e
I Select - & insert Betow  EMergecens il 048em 2 HF = L
[l View Gridiines D—Z“J :. S e ten | @lsoncens | Sl37sem o e o!m
If you click the Insert Above button, it || Eresetes  * Al Smetnon  Goune  Hisuor - e
Table Rows & Columns . Merge Cell Size
will add a row just above the selected row. ||l oS e e e s e e
& &
BE c
Delete a Row [ [Rowi I
ks Row2
L b
. . - Row3 =)
The following steps will help you delete || :
¥ o
rows from a table of a Word document. T .
4 i m | »
. . | Pageidatt | Wordsi3 | <G Enqlishuk) | tnset | ([E@@ 3@ wos 0@ |
Step 1— Click a row which you want to :
Newlyadded row

delete from the table and then -click
the Layout tab; it will show the following screen.

Step 2 — Click the Layout tab, and then click the Delete Rows option under the Delete Table
Button to delete the selected row.
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Add a Column

The following steps will help you add
columns in a table of a Word document.

Step 1 — Click a column where you want to
add an additional column and then click
the Layout tab; it will show the following

screen.

Step 2 — Now use the Row & Column group
of buttons to add any column to the left or
right of the selected column. If you click
the Insert Left button, it will add a column just left to the selected column as follows.

Delete Rows option

Delete Table Button Layout tab
"

WHd9-0i= Documentl « Microsoft Word | Table T | [v_q&_@y
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Newlyadded row

If you click the Insert Right button, it will add a column just next to the selected column.
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Newly added column

Resize a Table in Word

Delete a Column

Following are the simple steps to delete
columns from a table of a word document.

Step 1 — Click a column which you want to
delete from the table and then click
the Layout tab; it will show the following
screen.

Step 2 — Click the Layout tab, and click
the Delete Column option under the Delete
Table Button to delete the selected column.

In this chapter, we will discuss how to resize a table in Word. Microsoft Word allows to resize a table
to make it smaller and bigger as per your requirement.

Resize a Table

The following steps will help you resize a table available in a Word document.
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Resize lcon

Step 1 — Bring your mouse pointer over the
table which you want to resize. As soon as
you bring your mouse pointer inside the
table, a small Cross Icon will appear at the
top-left corner and a small Resize Icon will
appear at the bottom-right corner of the table
as shown below.

Step 2 — Bring the mouse pointer over
the Resize Icon till it changes to a diagonal
doublesided arrow and this is the time when
you need to press the left mouse button and
keep holding the button while resizing the
table. Drag the table up to make it shorter or
down to make it larger. You can drag the

table diagonally to simultaneously change both the width and the height of the table.

Merging Cells in Word

In this chapter, we will discuss how to merge table cells in Word. Microsoft Word allows the merging
of two or more cells to create one large cell. You will frequently need to merge columns of the top
row to create the title of the table. You can merge cells either row-wise or column-wise, rather you
cannot merge cells diagonally. This chapter will teach you how to merge multiple rows or columns.

Merging Cells

The following steps will help you merge
table cells in a Word document.

Step 1— Bring your mouse pointer
position inside the first cell that you want
to merge. Now press the Shift key and
click the cells around the cell which you
want to merge into the first cell. This will
highlight the cells which you click and
they will be ready to be merged.

Step 2 — Now click the Layout tab and then click the Merge Cells button which will merge

selected cells.
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After merging the cells, all the content of the
cells will be scrambled which you can fix

MergedCells

Merge Cells Button
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Step 1 — Bring your mouse pointer position anywhere in the row that should appear as the first row of

the new table.

Step 2 — Now click the Layout tab and then click the Split Table button which will split the table
into two tables and the selected row will become the

Lower Table  UpperTable
W90 Documentl - Microsoft Word ] B
n Home | Insen  Padelayout  References  Mailings  Review View  Adddns & @
5 4 Caliby (Body) “lu || E-E- | R & % "
:j 2| B U-aex{x* & EE38 |5 il Eating
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Clipboard 1= Fent Paragraph Styles
TR AN KA K ) SR SN 2N KU MR T C R T R I Y SI CRA 7
&
W -
[Column1 [ columns2 [ Column3 [ Columnd ] (=]
Image Photo Picture Movie
Song Dance Music Serial =
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5 ¥
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Page:iofl | Wordsile | Engisniuk) et |  ([EWE 2 B 100% (o) L) ()

first row of the lower table.

After splitting the table into two tables, you can
further divide it into two parts and you can continue
dividing the Word tables as long as a table has more
than one row.

Split Cells in Word

In this chapter, we will discuss how to split table cells in Word. Microsoft Word allows splitting a
cell into multiple cells. We will understand how to split a cell into multiple smaller sub-cells.
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Split a Cell
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Step 2 — Click the Border button to display a list of ;| .
options to put a border around the selected table. YOU  |[fueus s | it mar] _ Sessssc 0 o
can select any of the option available by simply clicking over it.
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Step 3 — Try to add and remove different borders
like left, right, top or bottom by selecting different

options from the border options.

Step 4 — You can apply border to any of the
selected row or column. You can try it yourself.

Step 5— To delete the existing border, simply
select the No Border option from the border

options.

Using Border Options
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You can add borders of your choice to word table by following the simple steps given below.

Step 1 — Click the Border button to display a list of options to put a border. Select the Border and
Shading option available at the bottom of the list of options as shown in the above screenshot. This
will display a Border and Shading dialog box. This dialog box can be used to set borders and

shading around a selected table.

Step 2 — Click the Border tab; this will
display a list of border settings, styles and
options whether this border should be
applied to the table or text or paragraph.

Step 3 — You can use the Preview section to
disable or enable left, right, top or bottom
borders of the selected table or row or
column. Follow the given instructions in the
preview section itself to design the border
you like.
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Border Settings Border Styles  Border Application Options

The following steps will help you add shades on a
selected table or its rows or columns.

Step 1 — Select a row or column where you want to
apply a shade of your choice.

Step 2 — Click the Border button to display a list of
options to put a border. Select the Border and
Shading option available at the bottom of the list of
options.  This display a Border and
Shading dialog box. This dialog box can be used to
set borders and shading around selected row(s) or

will




Class Assignment 2

List Exercise

Your friend has expressed an interest in learning how to sew. You have compiled a list of 3 Websites
you think she would find useful. But the list needs some spiffing up and re-formatting before it’s ready
to give to your friend.

1. Space list in order to make it more readable.

2. Change font so all entries have the same type face and size.

3. Add a heading to the list.

4. Download a picture of a sewing machine..

Table Exercise

1. Type your name.

2.  Make your name bold and italicized.
(Select your name >Home Tab = Font Group = Bold & Italic Buttons)

3. Change the font size of your name to 20 and the fontface to Forte.
(Home Tab = Font Group - Font Size & Font Buttons)

4. Make your name right-aligned and then deselect your name.
(Home Tab = Paragraph Group = Align Text Right Button)

5. At the end of the line with your name, insert a page break.
(Move insertion point to the end of your name = Insert Tab = Pages Group = Page Break
Button)

6. Change all the margins to 1.2 inches.
(Page Layout Tab = Page Setup Group = Margins Button = Custom Margins = Margins Tab 2>
Margins Section = Assign 1.2” to each margin = Click OK)

7. Move the insertion point to the very end of the document and press .

(] +[Ena}> press{enter)

8. Insert a table with 2 columns and 5rows.
(Insert Tab=>Tables Group—=>Tables Button=>Mouse over the live preview and click to commit)

29



10.

11.

12.

13.

14.

15.

16.

17.

18.

Merge the two cells in the top row.
(Select top row—>Table Tools Contextual Tab—>Layout Tab—>Merge Group—>Merge Cells Button)

Type the word “Schedule” in the top row.

Give the cell an alignment of “bottom center”.
(Table Tools Contextual Tab—> Layout Tab—>Alignment Group—>Align Bottom Center Button)

Add three rows to the bottom of the table.
(Right-click on the bottom row=>Insert menu = Insert rows below—>Repeat this process two
more times)

Enter the days of the week in the first column of rows two through eight. Make use of the
autocomplete prompt.

(Click inside of the first cell 2 Type the letters “Mond” > Press 9 Repeat for other days)
Move the insertion point below the table.

Insert a piece of clip art related to sports.
(Insert Tab=>lllustrations Group—>Clip Art Button=>Type “sports” into the seach pane—=>Click on
a picture)

Format the clip art so you can freely move it around the page.
(Select the picture = Picture Tools Contextual Tab=>Format Tab—=>Arrange Group—=>Wrap Text
Button—>1In Front of Text)

Move the picture so that it is overlapping with the right side of the table.
t

(Locate the move cursor by on the picture > Click and drag it)

Run the spellchecker and correct all misspelled words.
(Review Tab = Proofing Group = Spelling & Grammar button)

Save your work

Flyer Exercise
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1. Make the headline for the flyer
2. Format the headline big, bold, centered and dark red
A. Enter two blank lines after the headline

B. Type your text

C. Make a bulleted List
3. Create a table
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Add pictures

Insert Pictures from online pictures

For each picture, change the text wrapping to be tight

Format Borders and Shading

Before you add borders and shading, notice what you have selected on your document. If the
picture is selected, then you will be adding borders to it. If you have text selected, then the
border will be added to your word(s). To add Borders and Shading to an entire page, make
certain you have NOTHING selected!

Save your work
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