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Chapter

Introduction to Microsoft Word

Microsoft Word is a powerful word processing program that allows you to enter text,
make changes to it, format it, record it and print it. You can use Word to produce
professional business letters, reports, job applications, personal resumes, curriculum
vitae, essays, class projects, etc.

Loading Microsoft Word

1 Load Microsoft Word and you should receive the following START screen.

2 Recently used documents can be
selected at the left of the window
or you can click on the OPEN or
SHARED icon to open a saved
document.

”,/”

Blank Document

3 Templates (prepared document
layouts) can be selected from the

main section of the screen or more
templates are available online.

| 4 Double click on the BLANK
DOCUMENT icon to start a blank

document.
B .
New Take a
tour
® Welcome to Word Take Notes

Recent

© Guided Computer Tutorials 2019 1-1
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Look at the following labelled Microsoft Word screen and refer to it until you are

5
familiar with all the components.

@ N1 § B 0= M Fizs3pm Q =

[J Comments

12 Share

View
AaBbCCDAES Bb( assoccoaec @

Home  Insert Dray Design  Layout References MRS Review
ColibriffBo.. v 12~ A AT Aav A IEviEviNGGE = T AaBbCcDdEe | AaBbCcDdEe  AaBbCcDi \
2 2 e = = I ormal No Spacing Headiing 1 Headinn.2 Subri Styles
2 = Pane
Quick Access Toolbar | Ribbon l

é Word File Edit , View Insert Format Tools Table Window Help
Documentl

Insertion Point
or Cursor

View Buttons Zoom Controls

Status Bar

+ 100%

& Focus Q=]

Pagelof1 Owords English (Australia)

The Microsoft Word Screen

The Microsoft Word screen has a number of different sections.

A The Menu Bar

The MENU BAR provides tools to save, open, print and close documents, as well as tools

to adjust completed files.

1 Click on the FILE heading in the MENU BAR.
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Tools

Table Wind{ 2 There are options to save, open,
print and close documents, as well

& Word Edit View Insert Format
New Document 3N
New from Template... {+ 3P

Home Insel  Open... By eferences as tools for completed files.
Open Recent B
Close _
Paste @ Save L =" 0‘ U~ i
Save as Rmplate...
Share

Always Open Read-Only
Reduce File Size...

Page Setup...
Print... #P

Properties...

3 Try some of the other MENU BAR headings to view the options available in those.

B The Quick Access Toolbar

Table Windaw Hain |

1 The QUICK ACCESSTOOLBAR is
above the RIBBON. It has buttons
to save or undo steps. You can also

add extra command buttons to it.

& Word File

Edit

View Insert Format Tools

Home Insert Draw Design Layout References

Calibri (Bo.. v 12~ A A" Aav B T v iZ

Paste B I Uva x, ¥ MA«~Lv A = =

Document1

Home Imsert Draw Design Layout R

Vv AutoMNtically Save

Calibri (Bo.. v 12 v A" A" ,Jﬁew 2 Click on the arrow at the right of
ome
e o | BT Uves x % | A-Bvsne the QUICK ACCESS TOOLBAR and a
kil list of commands will be displayed.
Send Document
v Undo Select commands that you may
g need, for example, the NEW and
Spelling & Grammar SAVE AS buttons.
Read Aloud
Draw Table

More Commands...

© Guided Computer Tutorials 2019 1-3
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C The Ribbon

The RIBBON across the top of the screen contains most of the Word commands in a
variety of command TABS.

Documentl

1 When you first load Microsoft Word
the HOME tab of the RIBBON is
open. Itis broken up into sections.

2 Click on each command TAB in turn to see what groups of commands they contain.

Home Tab: Contains the most common commands for formatting and
editing text.

Insert Tab: Contains commands for adding items to documents, for
example, pages, breaks, graphics, headers and footers, etc.

Draw Tab: Contains drawing tools primarily for touch screens.

Design Tab: Contains commands for page design, for example, page themes,
page colours, page borders, etc.

Layout Tab: Contains tools that control how pages look on the screen or
when printed. These include margins, columns, paper size, etc.

References Tab: Contains tools for highlighting or referring to sections of
a document. These include footnotes, table of contents,
bibliographies, etc,

Mailings Tab: Contains tools to carry out mail-merging of data into letters,
envelopes or labels.

Review Tab: Contains tools for checking documents. These include spell
checking and thesaurus.

View Tab: Contains tools to view documents on screen. These include
zoom and document view commands.

—
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2

Aligning Text

Microsoft Word allows you to do far more detailed formatting than just changing fonts,
font sizes and styles. For example, you can change the line spacing, the justification

of text and set tab stops. The HOME tab of the RIBBON and the Ruler at the top of the
screen are used to carry out the required formats.

Loading a Prepared Document

Sample documents have been prepared for you to save you the time of simply typing in
text. You need to load these documents from the WORD 2019 SUPPORT FILES folder.

Microsoft Word

@ Recent Folders
EEEEEE 1 If you are starting a new session,

il Orerrve - Persore! load Microsoft Word, select OPEN
- g in the START screen and select the
= location of the Support Files.

Recent

Shared

2 If you are continuing from a previous session, close any open documents then
display the FILE menu and select OPEN.

< oo~ = Chapter 2 s Q
Favorites Shared Folder
B racems e 3o
Chapter |} >
¥ Applications ::‘;‘BS : Ch:zt:; ; P
[Eﬁ Documents MS Graphics » Chapter 5 [
Chapter 6 L4
[ Desktop :‘:E:e, ! St 5 i
© pownloads PP2019 Support Files  » g:"":‘”‘:1 = ~
apter
Jf-‘jl b > | = chapter s 3 Select the WORD 2019 SUPPORT
Music Ty Chapter 15 .
et | — iz 16 FILES folder, open its CHAPTER 2
folder, select the CHAPTER 2 file and
Online Locations
select OPEN .
Options

© Guided Computer Tutorials 2019 2-1
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m Microsoft Word | 4 Select YES to open the file as a READ
The author would like you to open this as read-only,
ONLY file.

unless you need to make changes. Open as read-only?

B Chapter 2 - Read-Only — Saved to my Ma

Home Insert Draw Design Layout References  Mailings Review  View & Share

. (4

paste Styles
Pane

€ Read Only To save a copy of this document, click Duplicate. / Duplicate
3

5 The document will need to be saved
in your STORAGE folder. Click on
the DUPLICATE button in the READ
ONLY bar that is added to the top of
the document.

-

Save As: Chapter 2

Tags:

< m-~ | E Word Processing A Q

Shared Foldr 6 Access your STORAGE folder, open
ications llustrator C..pad screens » [ INNOLIAlaaac] »
e ey RS\ the WORD PROCESSING folder, leave

[H Documents St :
[ Desktop MP3 > the FILE NAME as CHAPTER 2 and
o Downloads MS Graphics > )
m gregbowden :‘:::e, : CIle On SAVE.
J1 Music PP2019 Sugporide »
R Il Storage »
Pictures = .
iCloud Word 2019 Support Files *»
~ youtube >
Online Locations File Format: Word Document (.docx) B
New Folder ooy

NOTE: By opening the file as a READ-ONLY file you will not be able to save any
changes to the file. You have to save a duplicate of the file.
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Aligning Text 2

Line Spacing

The document has two copies of the paragraph that you entered in Chapter 1. Let’s
change the amount of space between the lines of text.

1 At the moment the cursor is at the beginning of the first paragraph.

& Chapter 2

2 Click on the LINE AND PARAGRAPH
e e e e SPACING icon in the HOME tab of
o Dl g - the RIBBON.

¢ B I Uvas x ¥ AvLvAv

A word processing program al/

Microsoft Word has many pow

1 3 Select 1.5 from the drop down
list and the line spacing will be
increased to one and a half lines.

Line Spacing Opti
over the appearance of your documents. You can gisplayNge

of typestyles, use columns or add graphics, just to hentiol

A word processing program allows you to use a computer to ¢
Microsoft Word has many powerful features that give you eno
over the appearance of your documents. You can display the
of typestyles, use columns or add graphics, just to mention a few possibilities.

4 Click on the LINE SPACING icon
again and select 2.0 to increase the
space between the lines to double

line spacing.

@ Chapter 2

Home Insert Draw Design Layout References  Mailings Review  View
s o o
e Times vz v A A Aav P

Paste o B I Uva x, X AvPvAv

25
3.0

Microsoft Word has many pow  Line Spacing Options...  rmous control

A word processing program al/ mter text.

over the appearance of your documents. You can display the text in a variety

of typestyles, use columns or add graphics, just to mention a few possibilities.

5 Just the line spacing of the first
paragraph is set to a double line.

over the appearance of your documents. You can display t
of typestyles, use columns or add graphics, just to mention a f

NOTE: Only the first paragraph is changed as the cursor was in that paragraph.
If you wanted the spacing of both paragraphs altered, both paragraphs
would need to be highlighted.
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6 The LINE SPACING can also be changed using the PARAGRAPH dialogue box.

Home  Insert Draw Design

A
D v
Paste

Times v 12

¢ B I Uwva x x

7 Click on the LINE SPACING icon
again and select LINE SPACING
OPTIONS.

A Chapter 2

Layout  References  Mailings Review  View

v AR Aav B S =
A-2 A = E=E=EE By
10
15
V2.0

A word processing program all ‘nter text.

rmous control

Microsoft Word has many po Lme_Suacing Options...

over the appearance of your documents. You can display the text in a variety

General

Alignment:  Left

Indentation

Left: 0cm

Mirror Indents

Spacing
Before: 0 pt

After: 0 pt

A ward processin

Tabs... Set As Default

LA Line and Page Breaks

Outline Level: Body Text B

Right: 1.24cm 0

Automatically adjust right indent when document grid is defined

= Line spacing: Multiple H At |35 z

Don't add space between paragraphs of the same style
Snap to grid when document grid is defined

g program allows you to use &

powerful features that give you enommous

Paragraph

8 The INDENTS AND SPACING section
of the PARAGRAPH dialogue box is

opened. Set the LINE SPACING box
to MULTIPLE then click once on the
UP ARROW next to the AT box to set

the spacing to 3.5 LINES.
—

Special:  (none) H By:

\

9 Select OK and the spacing of the
first paragraph will be increased to
3.5 lines.

3¢ & computer to enter text. Microsolt Wosd has many

control over the appearance of your documents. You can

|

Cancel

NOTE: i

LINE SPACINGS are changed by increments of 0.5 lines each time
you click on the UP or DOWN arrows next to the AT box.

You can also display the PARAGRAPH dialogue box by displaying
the FORMAT menu and selecting PARAGRAPH.

2-4
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Spell Checking Documents

Microsoft Word has its own dictionary which can used to check the spelling of any
document that you enter. Using the spell checker utility is particularly useful in the
proofreading process. The utility will help you correct the spelling of words by providing
you with a list of words spelt similarly from the dictionary.

When you enter a word that is not in the Microsoft Word dictionary it is underlined with a
‘wavy’red line.

NOTE: i There are times when words are spelt correctly but are not in the
program’s dictionary, for example, names of places or people. In
these instances you simply tell the program to IGNORE the word if
it is spelt correctly, or enter the correction yourself if the spelling is
not correct.

ii There are other occasions when a typing error is made, but the word
that results is actually a word itself. For example, world/word,
the/then, glass/gloss, etc. In these instances the dictionary will not
pick up the mistake, but the grammar checker might; therefore,
careful proofreading of a document is always necessary after
running a spell check.

Loading a File Containing Spelling Mistakes

A document with numerous spelling mistakes has been prepared for you. It needs to be
opened from the WORD 2019 SUPPORT FILES.

1 Load Microsoft Word and click on OPEN or close the current file, display the FILE
menu and select OPEN.

2 Access the WORD 2019 SUPPORT FILES (refer to page 2-1 if you have forgotten how
to do this).

3 Double click on the CHAPTER 3 folder to open that folder, then double click on the
MISTAKES file to load the file.

4  Select YES to open the file as a READ ONLY document then select the DUPLICATE
icon and save the document in your WORD PROCESSING folder.
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Checking the Spelling of the Document

A Mistakes

View

w Insert Draw Design Layout References  Mailings Review
- wm vw v A& me n =-=-=. == 4 1 Notice that possible spelling errors
e 4 B I Uva x ¥ AvPvAv E=== 1= have been underlined in red.

A word ind program allows yy to use a computer to enter text. Microsoft
Word has many powerfull fetures, that give yu engrmus, power over the
appearence of your documents. You can display text in a variety of type styles
and sizes, use ¢olums or add graphics, just to mention a few pgsibiles.

W Mistakes

View

Review

Home Insert Draw Design Layout  References Mailings

Hp N D GG O
Spelling & = Read Check m —

Grammar - Aloud Accessibility Comment

r L) 3 2 1
Spelling & Grammar

2 Open the REVIEW tab of the RIBBON
and select the SPELLING AND
GRAMMAR icon.

Spelling and Grammar: English (US) 3 The ﬁI’St misspe"ed WOI’d iS
highlighted in red in the SPELLING
AND GRAMMAR dialogue box.

Not in Dictionary:
A word procesing prsram allows yu to use a computer to enter text.

lgnore All Add

S;:z::::: 4 Suggested words are provided in
case the correct word PROCESSING

is highlighted in the SUGGESTIONS

Change S Change All AutoCorrect frame SO C"Ck on CHANGE tO
I
replace the misspelt word.

Options... Cancel
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Spelling and Grammar: English (US)

Mot in Dictionary:

A word processing program allows yu W

5 The next misspelt word is
highlighted. ‘Yu’has been mistyped

gnore Once |

Suggestions:

Ignore Al Add

you
yd

Change

Change All ( AutoCorrect

twice in the passage. When this
word is corrected the second
occurrence can also be updated.

~

6 YOU has been correctly provided in
the SUGGESTIONS frame. Click on

Options... Undo Close

CHANGE ALL and all occurrences of
the misspelt word will be updated.

NOTE: i
toit.

The second ‘yu’ will not be changed until the spell checker comes

ii If you think that you may have misspelt or mistyped the same
word in a passage, use CHANGE ALL instead of clicking on the
suggestion.

Spelling and Grammar: English (US)

Not in Dictionary:

7 ‘powerfull’ should be the next

Microsoft Word has many powerfull fmmTSprer over

the appearence of your documents.

Suggestions:

powerful ~CE—

powerfully

Ignore All Add

highlighted error.

power full

Change Change All AutoCorrect

Options.. Cancel

>| 8 Change it to‘powerful. l
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Spelling and Grammar: English (US)
Not in Dictionary:

the appearence of your documents.

Ignore All Add

Suggestions:

features

Change Change All AutoCorrect

J 9 ‘fetures’ should be the next word

Microsoft Word has many powerful fetures that W

futures
fetuses
future's
fetors

highlighted.

10 ‘fetures’should be spelt ‘features’
which should be highlighted in the
SUGGESTIONS box. Click onitand

<

Options..

Cancel

select CHANGE.

11 Change‘enormus’to ‘enormous, ‘appearence’ to ‘appearance’and ‘coluns’ to

‘columns.

Manually Changing Words

There are times when the dictionary cannot suggest any words. ‘POSIBILIES’is an
example of this. In this case you need to enter the word manually.

Spelling and Grammar: English (US)

Not in Dictionary:

graphics, just to mention a few (

You can display text in a variety of type styles and sizes, use columns or add
ibil

1 ‘POSIBILIES’ does not have any

Ignore All Add

Suggestions:
possibilism
possibilist
possible
positives
possibilists

Change Change All AutoCorrect

Optiens... Undo

Close

correct suggestions from the
program.
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Moving Text

Chapter

It is important to be able to move text efficiently within a page, between pages and
between documents. In this chapter you will learn how to scroll through a document,
insert page breaks, copy, cut and paste text both within and between documents, and
use drag and drop techniques.

Cursor Movements

When you are using large documents (2 pages or more), it is very important to be able to
move through the file very quickly.

A

Loading a Sample Document

A sample document has been prepared for you which needs to be opened from the
WORD 2019 SUPPORT FILES.

1

Load Microsoft Word and click on OPEN or close the current file, display the FILE
menu and select OPEN.

Access the WORD 2019 SUPPORT FILES (refer to page 2-1 if you have forgotten how
to do this).

Double click on the CHAPTER 4 folder to open that folder, then double click on the
CHAPTER 4 file to load the file.

Select YES to open the file as a READ ONLY document then select DUPLICATE and
save the document in your WORD PROCESSING folder.

The document contains 10 copies of the paragraph you have used in previous
chapters.
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B The Scroll Bars

Al U e = i Chapter 4 Q~ Search in Document
Home Insert Draw Design Layout References Mailings Review  View 2 Share ] Comments
0~ Times via v A A Aav | B = v iZ v = ==Y y PR L1
Past I o Av v A === |1=v| &~ i
g BrU-e s A2 A [HEEE - 1 At the moment the cursor will be at
v 2

the beginning of the document.

|coPy 1
A word processing program allows you to use a computer to enter text.
The Microsoft Word program has many advanced features that give you

enormous power over the appearance of your documents. You can
display the text in a variety of typestyles and sizes, use columns or add

graphics, just to mention a few possibilities.

2 At the bottom of the screen
‘Page 1 of 3'is displayed in the
STATUS BAR telling you which page
is currently on the screen.

COPY 2

A word processing program allows you to use a

Page1of 3 572words  English (United States)

3 Drag the VERTICAL SCROLL BOX
at the top right of the screen to
about half way down the VERTICAL

A Chapter 4

Home Insert Draw Design Layout References  Mailings Review  View

e Times via v A A Aav B

Pote o (BT Uva x, ¥ AvZvAv = o
; — SCROLL BAR.
B COPY 5
N A word processing program allows you to use a computer o enter text.

The Microsoft Word program has many advanced features that give you

enormous power over the appearance of your documents. You can
display the text in a variety of typestyles and sizes, use columns or add
graphics, just to mention a few possibilities,

COPY 6

4 The screen now displays part of
page 2 and the STATUS BAR displays
PAGE 2 of 3.

A word processing program allows you to use’
The Microsoft Word program has

Page 2 of 3 <gEmeRIE Engiish (United States)
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5 Return the screen to the beginning of the document by dragging the VERTICAL
SCROLL BOX to the top of the VERTICAL SCROLL BAR.

6  You can also use the UP and DOWN arrows on the keyboard to scroll forwards or
backwards through the document.

NOTE: i The PAGE DOWN key on the keyboard can be used to scroll half
a page down at a time. Holding down the COMMAND key and
pressing the PAGE DOWN key scrolls the document to the next

page.

ii The PAGE UP key on the keyboard can be used to scroll half a page
up at a time. Holding down the COMMAND key and pressing the
PAGE UP key scrolls the document to the previous page.

Inserting Page Breaks

PAGE BREAKS can be used to move text to the top of the next page. They are used to
ensure that paragraphs or headings start at the top of a fresh page.

Qv Search in Documen @~

1 Use the SCROLL BOX to scroll to the
first part of COPY 5.

&l Chapter 4

=
o
z
o
2
3
=
=
El
=

(=]

0

7

2

S

H
-
P

< g

s =

i g
i

display the textin a variety‘(;f 1ypestylesvand sizes, use columns or add
graphics, just to mention a few possibilities.
COPY 5

A word processing program allows you to use a computer to enter text.
The Microsoft Word program has many advanced features that give you

=

| 2 Notice that a thick line is splitting
the paragraph from its heading. The
thick line is indicating the end of

page 1.

enormous power over the appearance of your docu
display the text in a variety of typestyles and sizes,
graphics, just to mention a few possibilities.

COPY 6
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NOTE: i If you were to print with the present setup, part of COPY 5 would
be on page 1 and the remainder on page 2.

The page break may be in a slightly different position depending
on the computer system you are using.

3 Itwould look far better to have the page break at the beginning of COPY 5.

4 Chapter 4

Home Insert Draw Design Layout References  Mailings  Review  View 2 Share  [J Commen ts

- 4 Click the mouse button with the
+  |-BEAM just to the left of the'C’in

|coPy s

A word processing program allows you to use a computer to enter text.
The Microsoft Word program has many advanced features that give you

~

O = 5 Open the INSERT tab of the RIBBON,
Home  Inser! Qi g1 References _ Walngs  Review  View click on the PAGES icon and select

I S e @ EM = = .. PAGE BREAK (on larger screens there
"‘B-Dis T AR may be a separate PAGE BREAK icon.

display the textin a variety.t;f lypestyles'and sizes, use g
graphics, just to mention a few possibilities.

Pages Table Pictures Shapes lcons 3D

Addig

6 The start of COPY 5 will be taken to
page 2 and a page break inserted
after COPY 4.

COPY 5

A word processing program allows you to use a computel N
The Microsoft Word program has many advanced features that give you

NOTE: i COMMAND+<return> can also be pressed to insert a page break.

Never use the <return> key to add blank lines to move text to the
next page. If you do this, when you add or remove lines to the
previous page the text on the next page will be moved.
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Chapter

Find and Replace

Words or phrases in a document can be found and replaced them with other words or
phases.

Loading a Sample Document

A sample document has been prepared for you which needs to be opened from the
WORD 2019 SUPPORT FILES.

1 Load Microsoft Word and click on OPEN or close the current file, display the FILE
menu and select OPEN.

2 Access the WORD 2019 SUPPORT FILES, double click on the CHAPTER 5 folder to
open that folder, then double click on the CHAPTER 5 file to load the file.

3 Select YES to open the file as a READ ONLY document then select DUPLICATE and
save the document in your WORD PROCESSING folder.

4 The file contains 6 copies of the paragraph you have used in previous chapters.

Finding Text

The FIND command allows you to locate specific words or phrases in a document. It is
particularly useful when working with long documents.

@ Word File o rmat Tools Table Window Help S W11 B L = s%m Wed10:54am Q

_ Undo Z B Chapter 5

- | (e B T .., 1 Display the EDIT menu, highlight

E = & E::E: Sp;cMial;..hp - Y;:x 7 R = v" - ,v ; 7‘ FIND and SEIECt REPLACE to open
the FIND AND REPLACE SIDEBAR.

T
]
3
o
o

Clear
Select All

Toggle Drawing
Emoji & Symbols ~#Space
processing program allows you to use a computer to enter text.

StarkDictation ™ rosoft Word program has many advanced features that give you
enormous power over the appearance of your documents. You can

2 You can also click on the icon to the

vy Sa— = left of the FIND box in the QUICK
eplace. &

ACCESS TOOLBAR and select LIST
MATCHES IN SIDEBAR.

¥ Share [J Comments
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3 Enter: you inthe SEARCH box
of the SIDEBAR pane and all the
occurrences of ‘you’are highlighted
including parts of words that
contain‘you’such as‘your..

A Chapter 5

Home Insert Draw Design Layout References Mailings Review View

=2l | T P

0= Dov v Emphasis

HERY

L\’Dv X Times v 14 v A K Aav A
B

Subtitle Title Styles
Pane

D = B Q

¥ FIND AND REPLACE

LEARNING WORD PROCESSING

COPY 1

A word processing program allows you to use a cgfiputer to enter text.
Replace All Replace The Microsoft Word program has many advanggl features that give you
enormous power over the appearance of your documents. You can
display the text in a variety of typestyles and sizes, use columns or add
graphics, just to mention a few possibilities.

MATCHES: Result 1 of 24
A word processing program allows you

1o use a computer to enter text. The
program has many advanced features

that give you enormous power over the ©
give you enormous power over the

appearance of your documents. You COPY 2
power over the appearance of your

2"::[:“::;;:‘"”:?:;5::I'IZZ'::;I“” . A word processing program allows you to use a computer to enter text.
to use a computer to enter text. The The Microsoft Word program has many advanced features that give you
program has many advanced features = enormous power over the appearance of your documents. You can

;': f:f::;:x:"g‘;;z‘:: suerthe display the text in a variety of typestyles and sizes, use columns or add
appearance of your documents. You i graphics, just to mention a few possibilities.

4 Each search result is listed in the
SIDEBAR pane. Click on the second

W Chapter 5

Home Insert Draw Design Layout References  Mailings Review  View

[y (e e Jwwaevise | Bz B2 |0 frame and the second highlight is
Feste B I Uva x, x AvP Ay E=== 1= v~
. o : — : selected.
= B Q
¥ FIND AND REPLACE I‘EARN[NG wORD PROCE E—
you M . COPY 1
£+  Find

) A word processing progiaga-#e®T you to use a computer to enter text.
N The Microgg efT program has many advanced features that give yo
gaerThus power over the appearance of your documents. You can
display the text in a variety of typestyles and sizes, use columns or add
graphics, just to mention a few possibilities.

Replace All Replace

MATCHES: Result 2 of 24
A word processing program allows you

to use a computer to ente g

program has many advancea isatures

COPY 2
give you enormous pcrer over the

appearance of your documents. You

power over the appearance of your
documents. You can display the text in

A word processing program allows you to use a computer to enter text.
The Microsoft Word program has many advanced features that give you

NOTE: The current found item is highlighted in OLIVE, the next or previous

found items are highlighted in YELLOW.
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Chapter

Margins and Indents

Page Margins

Page Margins are the space between the edge of the paper and where your text is
printed. They allow you to control where your text is printed on a page. All printers
require a certain amount of space from the edge of the paper to where the printing starts
and documents would not look very professional if they started very close to the edge of
the paper. The following diagram shows the position of the page margins.

Top I'\Targin
1
— Paper Edge
Left Margin — —— Right Margin
Paper Area
i
Bottom Margin

When your document is set to A4 paper, Microsoft Word sets the TOP, BOTTOM, LEFT and
RIGHT margins to 2.54 cm (1 inch). These settings can be adjusted as required, but it is
unwise to set margins below 1.5 cm. There are two ways to alter page margins, using the
LAYOUT tab of the RIBBON or by using the RULER.

Loading a Sample Document

A sample document has been prepared for you which needs to be loaded from the
WORD 2019 SUPPORT FILES.

1 Load Microsoft Word and click on OPEN or close the current file and select OPEN
from the FILE menu.

2 Access the WORD 2019 SUPPORT FILES, double click on the CHAPTER 6 folder to
open that folder, then double click on the CHAPTER 6 file to load the file.

3 Select YES to open the file as a READ ONLY document then select DUPLICATE and
save the document in your WORD PROCESSING folder.
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Changing Margins Using Page Setup

A Chapter 6

Home Insert Draw Design Layout References Mailings Review  View @ Share 3 Comments
o Times v12 v A A Aav K EviZviEy | == 20T BHCCDAE AsBbCDNE meaaee  rasvecodee AaBb
0 i ; iaBbCDiEe  AaBbCcD axEe || Al e masbceodee A A
Paste . . = aa iy Emphasis Heading 1 Normal strong Subtitle Title Styles
¢ B I U~va x x = Yo Pane
v E B 1 1,2,1,8 s g9 10, 1, L 1 14 I8

A word processing program allows you to use a computer to enter text. Microsoft
Word has many powerful features that give you enormous control.asasthe. —
appearance of your documents. You can display the text in a v;

use columns or add graphics, just to mention a few possibilities. 1 Notice that the right Side Of the

A word processing program allaws you to use a computer to ent

Word has many paserhl features tha give you enormous conir Ruler finishes at about 14.5 cm.

Q.

'72 Open the LAYOUT tab o
RIBBON.

f the

i Chapter 6

Home Insert Draw Design Layaulw Review  View

v 17 UneNumbers v [ndent Spacing

2= Left:  025em
henation v

<3 <

=% Right: 015 cm

~
US Letter Borderless

2159 cm x 2

US Legal

cm x 35.56

A5

14.8cmx 21 ecm
A word processing program allows you [ ¥eggomputer ta enf

— — , 3 Click on the SIZE icon and set the
‘ ZA]:;;;:ISC:S | il;"pi?ﬁlllnl:nsgradd EmPhics-jusltumenlit-rnafzw ibiliti PAPER SIZE to the paper you Wi” be
printing to. (Itis probably A4.)

A word processing program allows you to use a computer to ent

uS RE

(] AEBS IS = & Chapter 6
Home  Insert Draw Design Layout References  Mailings Review  View ¥ Share  [J Comments
! Indent Spacing

- (=]
« 17 Line Numbers v = ‘l:l v

4 Click on the MARGINS icon in the
LAYOUT tab and select NORMAL.

1C

5SS Left:  0.25¢m 1Z Before: Opt

L
1| Normal M;\
||| Top:2.54 em, Bottom: 2.54 cm, Left: 2.54 crt
L

Positior

<5 <>
<3 <>

Q15 cm iZ After  Opt

|

A
L

N

cm, B

.27 cm, Left: 1.27 cm, Right: 1.27 cm

Moderate

Top: 2.64 cm, Bottom: 2.54 cm, Left: 1.91 cm, Right: 1.91 cm
A word processing program allows you to use a computer to enter text. Microsoft
Vord has many powerful features that give you enormous control over the

., ppearance of your documents. You can display the text in a variety of typestyles,
ise columns or add graphics, just to mention a few possibilities.

4 cm, Bottom: 2.54 cm, Left: 5,08 cm, Right: 5.08 ¢

A Chapter 6
Home Insert Draw Design Layout References  Mailings Review  View #® Share  [J Comments

@ P N L1 - Indent Spacing ‘D
v v v v = v 41 Line Numbers v Y
05 ID ™ 3 Left:  0.25¢m opt Oy e

Margins Orientation ~ Size  Columns Breaks .2 {yyphenation v Send  Selection Align  Group  Rotate
ckward  Pane

Pasitior

<3 <>

— Wraj ing
=% Right: 015 ¢m opt Text Forward B

r 2 1 1 3 E 3 s ] 10 no 12 131 15 J6 17 | 18

Ao ooz atows w0 we compreroene 5 Thie right margin on the page has
changed to about 16 cm.

documents. You can display the text in a variety of typestyles, use
graphics, just to mention a few possibilities.
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6  You can set custom margins when required. Display the FORMAT menu and select
DOCUMENT.

Gutter

Pages

Multiple Pages: Normal

[ Margins | Lazout
Top: 3.5 cm d
Bottom: 3.5 cm \
Left: |3.5cm \
Right: {3_5 cm \

Gutter: 0 cm

Paosition:  Left

Document

Apply to: Whole document B

Defauit... Page Setup..

////

Cancel

7 In the MARGINS section of the
DOCUMENT dialogue box change
the TOP, BOTTOM, LEFT and RIGHT
margins to 3.5 cm, and select OK.

V4

A Chapter 6

r

Margins

Orientation  Size

Home Insert Draw Design Layout References  Mailings

O B [3-E-=-

Columns Breaks

Line Numbers ~

b2 Hyphenation v

Review  View
indent Spacing
3 Leftt  026cm o [ Before: Opt

=< Right: 036cm 5 §= After  Opt

8 Notice that the Ruler now finishes
A word processing program allows you to use a computer
closer to 14.0 cm as we have made

Microsoft Word has many powerful features that give you e

over the appearance of your documents. You can di:m_pla):r th . .
typestyles, use columns or add graphics, just to mention a fe| the Ieft a nd rlg ht ma rg I n S Ia rg er a nd

reduced the print area.

Manually Adjusting Page Margins Using the Ruler

You can adjust the margins directly on the screen using the Ruler.

H

r

ome Insert

Margins Orientation

Draw

Size

Design

@ v Ijév IE v v —l——_——l—v ;- Line Numbers v o
o =279 until the pointer changes to a

Columns Breaks a- i
be Hyphenation v =Aight: 0.5 ¢f

1 Move the pointer over the right
boundary of the left shaded area in
the Ruler, which is the LEFT MARGIN,

Mailings R

Layout References

horizontal arrowed line.

Left Margin

6-3
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Home Insert Draw Design Layout References Mailings Re

@ i Ijlm} o IE s v '#- + 17 Line Numbers v In_dem

Margins Orientation Size Columns Breaks

2 Drag the boundary to the right so
that the LEFT MARGIN box is 5.0 cm
wide.

L:?:_ Hyphengila
r

Left Margin

NOTE: i This hasincreased the LEFT MARGIN to about 5.0 cm from the left
edge of the paper.

ii The INDENT markers at the left of the Ruler have been moved to
the right slightly in this document to make it easier to move the
boundary of the LEFT MARGIN box.

& Chapter 6

O 3 Increase the TOP MARGIN to 4.0 cm

Indent Spacing

LT Sl oo e on by dragging the bottom boundary

=S¢ Right: 045cm o = After.  Opt

of the shaded area at the top of the
vertical Ruler at the left of the screen

a computer to enter
Word has many powerful features that give you
over the appearance of your documents. You can
variety of typestyles, use columns or add

NOTE: i The RIGHT and BOTTOM margins can be adjusted in the same
way using the RIGHT MARGIN box at the right of the top Ruler
and the BOTTOM MARGIN box at the bottom of the vertical Ruler.

ii If you hold down the OPTION key as you drag the margin
boundaries, the measurements will be displayed.
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Chapter

7

Bulleted and Numbered Lists

One of the applications of hanging indents is the creation of bulleted or numbered lists.
Microsoft Word has automated the process to make the creating of these lists very easy.
To illustrate this, let’s create an advertisement for a new car.

Turning on Automated Lists

The automated list option may already be turned on, but it is easy to check.

1  Load Microsoft Word or close the current file and start a new BLANK DOCUMENT.

2 Display the WORD menu and select PREFERENCES.

® Word Preferences
Show All [a ]
Authering and Proofing Tools
B s w & 3 Select the AUTOCORRECT icon in the

s R e e WORD PREFERENCES dialogue box.
Output and Sharing

H & =

*“;"C"”“‘ 4 Click on the AUTOFORMAT AS
Show All

YOU TYPE tab and check that
AUTOMATIC BULLETED LISTS and
Reptace e you ype AUTOMATIC NUMBERED LISTS are

Automatic bulleted lists Tables turned on.

Automatic numbered lists
Border lines
Built-in Heading styles

Automatically a: .
5 Click on the red CLOSE button to
::ractions (1/2) with fraction clharacter fw close the WORD PREFERENCES
nternet and network paths with hyperlinks
Ordinals (1st) with superscript dia |og ue box.

"Straight quotes” with “smart quotes”
Hyphens (--) with dash (—)

Automatically correct spelling and formatting as you type
AutoCorrect  Math AutoCorrect REINGIZe g EigutR (s [TREY L3

*Bold* and _jtalic_ with real formatting

NOTE: The AUTOCORRECT dialogue box can be used to turn these options off if
you decide later that you prefer not to use them.
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Entering the Headings

The title of the advertisement and a sentence describing the product will be entered
first.

1 Enter:
Fasten Your Seat Belts <return>
<return>
Vulcan has just released the new Volcano GTi featuring:  <return>
<return>
<return>

Document1

Home Insert Draw Design Layout References  Mailings Review  View \© Share  [J Comments

e lomme  clm o x X aee f EviEeEe 22001 [l wecor s secon AaRh s[4
| 2 Highlight the first line of text, select
a FONT of your choice, set the FONT
SIZE to 24 pt, the STYLE to BOLD,

ITALIC and select a FONT COLOUR.

Paste B v - N

Fasten Your Seat Belts

Vulcan has just released the new Volcano GTi featuring:

Document1

Home Insert Draw Design Layout References Mailings Review  View ¥ Share  [J Comments
s

M ‘)g Calibri (Bo... ¥ 14 M
fef"

" Bigrw -+ 3 Highlight the second line of text, set

the FONT SIZE to 14 pt, the STYLE
to BOLD and select a different FONT
COLOUR.

r

Fasten Your Seat Belts

Vulcan has just released the new Volcano GTi featuring:
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Entering the Points

Bulleted points will be used to highlight the features of the car.

Document1

Home Insert Draw Design Layout References Mailings  Review  View \# Share  [J Comments

G Ao = = =
0 Calibri(Bo.. v|12 «~ A" A" | Aav | A | § =v'-v == 2| 1 aBbCcDdte  AaBblcDdke  AaBbCcDc Assbceddie A@BB( aesscensre Wi
paste o B I Uva x, ¥ AvL+vAv

e | dre Bl Normal No Spacing Heading 1 Heading 2 Title Subtitie Styles
= Pane

1 Position the cursor at the second
blank line after the sentence and
click on the BULLETS icon in the

HOME tab of the RIBBON.

Vulcan has just releas new Volcano GTi featurin|

Document1

Home Insert Draw Design Layout References  Mailings  Review  View \# Share  [J Comments

‘:'Dv Calibri(Bo.. v 12 ~ A" A" Aav B

...................

Pase o B I Uvab x, X Av#P~vA-v
o

185 KW 2.6 litre V6 engine

and press the <return> key.

Fasten Your Seat Bel,

Vulcan has just released the Volcano GTi featuring:

s 185 KW 2.6 litre V6 engine

NOTE: The bullet character may be different on your computer depending on

who has used bullet points before you.

3 Enter the next 3 points:

All-wheel drive <return>
18-inch alloy wheels <return>

Premium 10-speaker sound system
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Document1

Home Insert Draw Design Layout References  Mailings Review View @ s ShaEA

L"DVE)L Calibri (Bo.. v 14 v

B
Paste o B I Uvas x, ¥ A~ #v

r 2 1

set the FONT SIZE to14 pt and the
FONT COLOUR to the same as the
second line of text.

Fasten Your Seat Bel

Vulean has just released the new Vqglghno GTi featuring:
185 KW 2.6 litre V6 engine

All-wheel drive

18-inch allow wheels

L]
L]
.
s Premium 10-speaker sound system

e

5 Click on the LINE SPACING icon in
: the HOME tab and select 1.5 lines.

Document1

Home Insert Draw Design Layout References  Mailings Review  View
e S
m° 4 Calibri (Bo.. ~ 14 ~ A A Aa~v  Bp

o =
¢ B I Uva x x| Av v Ao ===

3.0

Fasten Your S‘ L\‘ne Spacing Options...

Vulcan has just released the new Volcano GTi featuring:

e 185 KW 2.6 litre V6 engine
o All-wheel drive
¢ 18-inch allow wheels

e Premium 10-speaker sound system

NOTE:

Setting the line spacing to 1.5 lines is another way of adding half
line spacing between the points.

ii Notice that the automatic bullets have set the indents in the Ruler
to hanging indents.

iii  When entering bullets, pressing the <return> key twice turns the
bullets off.
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3

Headers, Footers and Footnotes

In this chapter you will learn how to format multiple pages in more detail. This includes
adding Headers and Footers, Title Pages and Footnotes.

Headers and Footers

Document pages provide space at the top and bottom for HEADERS and FOOTERS.
Anything placed in a HEADER or FOOTER is usually printed on each page of a document.
HEADERS and FOOTERS are very useful for adding a standard heading, page numbers, an
author’s name, the date and so on, to a document.

A Loading the Prepared Document

A sample document about a cooking recipe has been prepared for you and will need to
be loaded from the WORD 2019 SUPPORT FILES.

1 Load Microsoft Word and click on OPEN or close the current file and select OPEN
from the FILE menu.

2 Navigate to the WORD 2019 SUPPORT FILES, open the CHAPTER 8 folder and load
the RECIPE file.

3 Select YES to open the file as a READ ONLY document and DUPLICATE the document
in your WORD PROCESSING folder.

B Inserting a Header

Let’s place a page title as a HEADER.

sign Layout References Mailings Review View ¥ Share (] Commen its

0 D[ Al 4452 [ TT- Q

Comment idion Advanced
hal

1 Open the INSERT tab of
the RIBBON, click on the

5 HEADER icon and select
[Ingredients (Metric Measurements) for! the BLANK HEADER Style.

Base

50 g caster sugar 15g bak.ing‘
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@ Recipe
Home Insert Draw Design Layout References Mailings Review View Header & Footer & Share
0 Previ i A
D v D M @ M 2= B E 5L Previess Eash el ] Header from Top: ~ 127¢cm &
L 1 ] Next Different Odd & Even Pages
Header  Footer Page Date & Field Picture Goto Goto
Number Time from File Header Footer Link to Previous +/ Show Document Text .. .

. o = —— 2 A partition is added to the top of the

page and the HEADER label inserted
below it.

Header Ingredients (Metric Measurements)

NOTE: The HEADER & FOOTER tab containing all the header and footer
commands is added to the RIBBON.

A Recipe

Home Insert Draw Design Layout References Mailings Review View Header & Footer

MO0 E= s [S) B 3 In the HEADER frame enter:

2 Next Different Odd & Even Pages
Header  Footer Page Date & Field Picture Goto Goto
Number  Time fromFile | Header Footer | Link to Previous /' Show Document Text

3 T L T CONTINENTAL CHEESE CAKE
E / and press the <return> key.

Header Ingredients (Metric Measurements)

Base

A Recipe

Home Insert Draw Design Layout References Mailings Review View  Header & Foote

4 Highlight the HEADER text and
blank line (COMMAND+A can be
pressed), open the HOME tab and
change the FONT SIZE to 14 pt, the
STYLE to BOLD and the ALIGNMENT

E Header Ingredients (Metric Measurements) to CENTRE.

ey
Dv % Times New... v 14

% CONTINENTAL CHEESE

Base
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NOTE: i The HEADER and FOOTER frames have preset tabs stops inserted.
A CENTRE JUSTIFIED TAB STOP is at the centre of the left and right
margins, in this case at 7.3 cm and a RIGHT JUSTIFIED TAB STOP is
at the right margin, in this case at 14.6 cm.

ii The HEADER frame increases in size as you enter more lines of text
or press the <return> key.

C Inserting a Footer

A partition is available at the bottom of each page. This is called the FOOTER and it
prints on each page. Let’s place the title of the recipe book at the left of the FOOTER and
the page number at the right.

] U] s @ Recipe
Home Insert Draw Design Layout References Mailings Review View  Header & Footer 2 Share
B @ e v O g ©- O-EBR- E-4-A2 -0
7 ~ - @ @ [A] s
Pages Table hapes : Add-ins Media Links Comment Head: - "\

.t 1 Open the INSERT tab, click
on the FOOTER icon in the

HEADER AND FOOTER group

CONTINENTAL CHEESE CAKE =

Header Ingredients (Metric Measurements) o] and Select the BLAN K footer
| style.

nsert Draw Design Layout References Mailings Review View Header & Footer % Share

1
D o D o © = = |:‘| Q [@ previous Different First Page T HeadertromTom: | 127em *
E F B Next
H Footes

Different Odd & Even Pages

ieader Pag Date & Field Picture Goto Got B3 ooter from Bottom ~ Close Header
Number Time fromFile  Header Foote Link to Previow v/ Show Document Text X} 1em ‘and Footer
r 3 2 1 ] 1.8
5 Pour on top of the base mixture in the tin. Bake at 180°C for 1 % to 1 % hours.
Allow to cool. Remove the tin and chill

2 The FOOTER partition is
opened at the bottom of the
page, enter:

Cathy’s Creative Recipes

Cathy’s Creative Recipes
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Home Insert Draw Design Layout References  Mailings Review View Header & Footer & Share
D o D @ @ v = =) F‘lil Q [l previous Diferent First Page st
=il 3 2 next Ditferent 0dd & Even Pages .
posder Pt i St ™ i i G0 L tekoroions | showocument en 3 Press the <tab> key twice to move
r S : . — . ]

5 Pour on top of the base mixture in the tin. Bake at 180°C for 1 14 the cu rsor to the RIG HT JUSTI FIED
Allow to cool. Remove the tin and chill. TAB STOP’ enter the Word:

Page

and press the <space bar>.

Footer

Cathy’s Creative Recipes

4 Click on the PAGE NUMBER icon in
the HEADER AND FOOTER tab and
select PAGE NUMBER.

2 Recipe

Home Insert Draw Design Layout References

EEE 3(—[@‘ =
Header Footer E Page Nianber

E} Format Page Numbers...
[ Remove Page Numbers

Mailings Review View Header & Footer

Different Odd & Even Pages
v Show Document Text
-

Page Numbers

Position:

5 Leave the ALIGNMENT set to RIGHT
and select OK to insert the page
number.

Alignment:

< B

Right

Show number on first page

QLI

Format... Cancel

& Recipe C

L y - -
0 b rmesNew. v v A A Aav A T JotCEe ASBBCDAE dabCendEs nmcenise samcauss |7
ic} >

Emphasis Heading 1 Heading 2 MNormal Strong Styles
Pane

6 Highlight all of the FOOTER text and
use the HOME tab set the FONT SIZE

to 11 pt, the STYLE to ITALIC, then
move the RIGHT TAB to 14.25 cm.

Cathy's Creative Recipes
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Placing Text in Columns

When entering a page of text it is sometimes advantageous to place that text in columns.
This can make the passage easier to read and utilise the space available on a page more
efficiently. Microsoft Word allows you to split the page into up to 11 columns, each
having its own margins, indents, justifications and widths. Normally, however, 2 or 3
columns are used.

Loading a Prepared Article

An article about Japan has been entered for you. It will need to be converted into
columns.

1 Load Microsoft Word and click on OPEN or close the current file and select OPEN
from the FILE menu.

2 Navigate to the WORD 2019 SUPPORT FILES, open the CHAPTER 9 folder and load
the COLUMNS file.

3 Select YES to open the file as a READ ONLY document and DUPLICATE the document
in your WORD PROCESSING folder.

Setting Text into Two Columns

As it is at the moment, the text is a little boring to read. Placing itin two columns can
make it much more interesting.

A Preliminary Settings

Before placing text in columns you should check that the PAGE SETUP is correct for your
system.

Home Insert Draw Design Layout __References  Mailings Review  View & Share L] Comments

@ v [F_B‘v ]E v E v -#-v 17 Line Numbers

Margins Orlentation henation v

cfwe0a = |7 Open the LAYOUT tab of the
) X RIBBON, click on the SIZE icon and
check that the PAPER SIZE is correct
for the paper you will be printing on.
Itis probably A4.

Ad Borderless yet, although over fifteen million people inhabit the city, it has one of the lowest crime
21cm x 29.7 cm rates in the world. This is one of its main attractions - the streets are relatively free
of i il L nsediobe

US Letter

g 21.59 cm x 27.94 cn
US Letter Borderless
21,59 cm x 27.94 cm

US Legal
2159 cm x 36.56 cm

A5 TN is becoming a very popular honeymoon
14.8 cm x 21 cm i le, di

beautiful scenery, friendly people, diffe:
clas:

Ad
21cmx 29.7 cm
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(] ABOS VS = A Columns

Home  Insert Draw  Design Layout References Mailings Review  View ¥ Share (] Comments
E VM v v =L 30 Une Numbers v | Indent SpeEci
= 1 S Leftt  0om o = Before: Opt . .
e —p 0om I om 2 C(lick on the MARGINS icon and
r Top: 3.5 cm, Bottom: 3.5 cm, Left: 3.5 cm, Right: 3.5 cm oja2aid z .
j = . check that the margins are set to
Normal
I ' Top: 2.54 cmmﬁrm:ﬂm cm, Left: 2.54 cm, Right: 2.54 cm
— 8 NORMAL.

Japan is becoming a very popular honeymoon destination for
beautiful scenery, friendly people, different cultures, excellent shoj

eft: 1.27 em, Right: 1.27 cm ing and high

B Setting the Columns

Home Insert Draw Design Layout References Mailings Review  View

@ v [é v ID v v = v 17 Line Numbers v jncent Spacing
3= Left: =

Oem

Margins Orientation  Size

- ‘ |§| One
‘ TWO e
o Thre:

€y <>

= Right: 0em

1 Click on the COLUMNS icon in the
LAYOUT tab and select TWO.

2 Notice that you have two separate
sections in the RULER. The cursor is
in COLUMN 1 at the moment so its

INDENT MARKERS are displayed.

& Columns

Home Insert Draw Design Layout References Mailings Review View

E o Elbj @ IE @ © 7%7 « 17 Line Numbers v ‘"_"‘“' :

Margins Orientation  Size  Columns Breaks 3 pyohanation v

oem o fefore: O pt

opt

<> <

i I

Japan is becoming a very popular far north being closer to the Arctic
heneymeon destination for couples Circle experiences cooler
looking for beautiful scenery, friendly temperatures than the rest of the
people, different cultures, excellent country - the average summer
shopping and high class restaurants. temperature is around 20 degrees
It can be considered a country of centigrade.
extremes, modern, high tech. cities to
remote hideaways, unspoiled beaches. There are numerous tour packages
and ancient landmarks. available and we

detailing each.
Tokyo, the capital is one of the great offer trips from
cities of the world. Busy, vibrant and least a day in 3 The text ﬂ OWS doWn COI u m n 1 ﬁ rst

- exciting, yet, although over fifteen include tours g
million people inhabit the city, it has i
one of the lowest crime rates in the
world. This is one of its main

w attractions - the streets are relatively
free of crime and it is safe to visit the

E vast array of night-life. You will need
to be prepared to use public transpo

then into column 2.

uba diving ant

Tour prices vary greatly, so it is very
important to read each brochure
carefully 5o that you take the tour you
want. For instance, an air conditioned
If crowds are not your scene, then the coach can add up to 30% on to the
countryside is the place to go. Mount tour cost

Fuii is Japan's highest mountain and

frustrating and time-consuminy
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| 4 Click the cursor in COLUMN

& Columns

Home Insert Draw Design Layout References Mailings Review View 2 a n d th at co I u n nOW h aS
M- Py [~ E v m i oo en Spacing
3 Left:  Ocm 3 1= Before: Opt H H d 1 h RULER
Margins Orientation  Size  Columns Breaks - i —_ -
o N B P o active Indents in the .
r TR T
Japan is becoming a very popular Jar north being closer to the Arctic
honeymoon destination for couples Circle experiences cooler
looking for beautiful scenery, friendly temperatures than the rest of the
peaple, different cultures, excellent country - the average summer
shopping and high class restaurants. temperature is around 20 degrees
It can be considered a country of centigrade

~

5 Open the REVIEW tab and turn
off ALWAYS OPEN READ ONLY
so it is not shaded (the icon
may be within the PROTECT

icon).
—

6  Press COMMAND-+S to save the document.

C Justifying the Text

Text in columns usually looks better justified. That way all sides of the columns are
straight.

A Columns

Home  Insert Draw  Design Layout References Mailings Review View ¥ Share (] Commen ts

< " == | A
D" ‘g Times == 3l 7 asebCcige  AaBbCCD | AsBbCeDMBe | AsBbCAMEe  AaBbCeDAEC {%
Paste o B T a= . | M T Emphasis Heading 1 Normal Strong Subtitle styles

1 Press COMMAND+A to SELECT
ALL the text and use the HOME
tab to set the FONT to TIMES,
el s e o : the FONT SIZE to 12 pt and the
MR T e S5 ALIGNMENT to JUSTIFY.

of the world. Busy, vibrant and exciting, and snorkeling.
vet,_although over fifteen_million_people

Japan is becoming a very popular
‘honeymoon destination for couples looking There are  numerous
for beautiful scenery, friendly people, available and we have by
different cultures, excellent shopping and

2 Remove the highlight by clicking the mouse button with the I-BEAM over the text.
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AdOJE = A Columns
Home Insert Draw Design Layout References Mailings Review View # Share  [J Comments
=0l [ outine T ' Ruier O\ [B, ] One Page 2 %
. g 3 Open the VIEW tab of the RIBBON
Print  Web [=] prart Focus Learning Zoom Zzoom
Layout Layout Tools Navigation Pane t0100% L. Page width

r 1109 5 7 6 5

and click on the ONE PAGE icon to
preview the whole page.

4 Notice that the columns are not
even. A COLUMN BREAK can be

inserted to level them.

5 Return the ZOOM to 100%.

D Inserting a Column Break

A COLUMN BREAK takes the text to the top of the next column. It is a similar to inserting
a PAGE BREAK.

& Columns
Home  Insert Draw  Design Layout References Mailings Review  View ¥ Share (] Comments
=l [=] outine Em v Ruler O\ D [E] one Page = E = = |
,j‘@ ‘ L-J <D) Gridlines Multiple Pages Iil
rint  Web =] prart Focus Learning Zoom Zoom New Arrange § g o o
Layout Layout Tools Navigation Pane t0100% « - Page Width Window Al P h h b g g
_ e 1 Position the cursor at the beginnin

prmen e emoend - Of the last paragraph in the first
e e i o column which starts: ‘Although
Japan is a small country’.

around Tokyo can be very frustrating and
time-consuming.

If crowds are not your scene, then the
countryside is the place to go. Mount Fuy
is Japan's highest mountain and the 1
o around it is breathtaking. The villgg@near
by, Kintamani, has a dive ge of
shops, including  many g#owing the
methods of ancient crafggfin. Virtually all
the countryside a natural beauty
whether it be aced hillsides, the lush

aceful feeling.

Ithough Japan is a small country there are
enough differences in latitude and

longitude to produce significant differences
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Drawing Tools

Microsoft Word provides extensive DRAWING TOOLS that allow you to enhance the

appearance of your documents. You can use these tools to assist in the creation of
detailed publications, newsletters, company logos, etc.

Drawing a Rectangle

The DRAWING TOOLS are contained in the INSERT tab of the RIBBON. Let’s start by
drawing a rectangle.

1

Load Microsoft Word or close the current file and start a NEW DOCUMENT.

Document2
Home Insert

B B
Pages

Table

aw  Design Layout References  Mailings  Review  View

B - )+ Edv @ 2 Open the INSERT tab of the RIBBON,
Plotres click on the SHAPES icon and

select the RECTANGLE shape from
RECTANGLES section.

I SmartArt v

Recently Used Shapes
P

YN { ) %

Lines

N e R

Rectangles

Home  Insert Draw  Design Layout References Mailings

el - |- JEC
< c Abc > -
Shapes [7 Shape v TeNF o Alt range A, Format
" > - e @ N\ A Create Link ext ) > ane
r 2 1 1 2 6 8 ) 10 11 3 3 ] i 7

©
‘L -

Review View Shape Format

3 Drag a rectangle near the top left of
the screen and the SHAPE FORMAT
tab is added to the RIBBON.
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Resizing Shapes

Notice that the rectangle has‘handles’ (small shapes) around it. These allow the
rectangle to be resized. The‘handles’at the corners allow for diagonal resizing. The
‘handles’ at the centre of the lines allow for either vertical or horizontal resizing. The

circular‘handle’allows you to rotate the shape.

Document2

. =- M.z
~a|sd
Shapes T Shape v
S - w9
2 1 2

3

&

A -
5
VA3 cm

Height: 2.11 cm

Home  Insert Draw  Design Layout References Mailings Review View  Shape Format

Move the pointer over the bottom
right corner ‘handle’ until the pointer
changes to a diagonal line with
arrows at each end then drag the
corner ‘handle’towards the centre of
the rectangle to reduce its size.

Drawing Other Shapes

You can insert other shapes from the SHAPES icon of the SHAPE FORMAT tab of the
RIBBON or return to the INSERT tab of the RIBBON and use the SHAPES icon.

Document:

Home Insert Draw Design Layout References  Mailings Review View Shape

o LamaN . I .. INKAXES
R tly Used Shape: -

‘BN N\ EHe

10 N A )

Lines

EEEN R

EO® AL FAS®®SOO0OD

Rectangles - ] T T
.
"I hAaGAREEDS L
~
« Basic Shapes 3 3, =

1 Draw some lines, arrowed lines and
ovals by choosing the LINE tool,
the ARROW tool and the OVAL tool

in turn from the INSERT SHAPES

section.
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Home Insert Draw Design Layout References  Mailings Review View  Shape Format & Share [ Commen ts.

fadc vIZ~ Text Direction ] 1. » e O
[E) & caltbc] m 1> ﬁ - [F] Atign Text v F|IEI <l i aizem % w7

Recently Used Shapes TextFill & o e TAI( Arrange = s63em 5 F:;.:.;.
"TENNETORALL=IC

19 VA € ) X e

2 Hold down the SHIFT key as you

draw an oval then a triangle. Only
perfect circles or perfect triangles
will be possible.

Lines

RS T TR A W

Rectangles

~ Basic Shapes

E0OALFTFAS®LEOOGO0D
,oOCGoeo @O L7 +98 W
 HOO0O~~PF OV (&
SICIEC T (S I

Block Arrows

NOTE: i The SHIFT key causes all sides of an object to be the same size.

ii  All objects created using the DRAWING TOOLS can be resized using
their‘handles.

Objects

Each shape drawn in Microsoft Word is said to be an OBJECT or separate entity. You
select an OBJECT by placing the pointer over the OBJECT and clicking the mouse
button. ‘Handles’around the OBJECT tell you that it has been selected. The OBJECT can
then be deleted, resized, copied or moved. (You've just seen how to resize.)

A Deleting Objects

1  You should have a number of OBJECTS on the screen at the moment.
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2 Click the mouse button with the
pointer over an OBJECT to display its
‘handles:.

Document2

Home Insert Draw Design Layout References  Mailings Review View Shape Format

v Z v w2~
@) 2 [ L A-E
Shi = Shaj ., Text F -
apes [7] Fin! =)} extFill @\

o

NOTE: If an object is filled, you can click on the centre of the object to select it.
If the object is not filled, you need to click on the border of the object
away from a‘handle.

3 Press the DELETE key and the OBJECT will be removed.

Home Insert Draw Design

ﬂDv Calibri (Bo.. v 12~ A A7

wste 4 B I Uva x, ¥ | Av2vAv X = o Normal | Mo Spacing Heading 1

4 Click on the UNDO icon in the
QUICK ACCESS TOOLBAR to return
the object to the page.

NOTE: i Ifyou select multiple objects, the UNDO icon can be clicked each
time to return each object to the page. Pressing COMMAND+Z will
also undo previous steps.

ii The CUTicon from the HOME tab can also be used to remove
OBJECTS.
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Inserting Media Into Documents

Microsoft Word allows you to insert images and video media into documents. This
includes graphics created in other programs such as Adobe Photoshop, Adobe lllustrator
or CoralDRAW. The inserted media can be formatting using the same tools that you used

for shapes in the previous chapter.

Inserting an Image

1  Load Microsoft Word or close the current file and start a NEW DOCUMENT.

2 Open the INSERT tab of the
RIBBON, click on the PICTURES
icon and select PICTURE FROM
FILE.

Home  Insert {Hw_pe_sigLLayout References Mailings Review

- T
%v @' v kaﬁw E[Dchartv
— it fad Photo Browser... -rt
= Picture from File...
F& online ¥ictures...

iz, Sciae

r

Recent:
A - G
pp y J’E
[ pocument: F
8 Desktop AGD0004_GIF  AGOODTLGIF  AGO0O21GIF AG00038_GIF ([N

m gregbowd: ‘ ' .
el 3 Access your school’s graphics
AG00052_GIF AGO0057_GIF AGO0090_GIF AG00092_GIF AG00103_GIF

library, select an image and
click on INSERT.

¢ iCloud Drive k- T
e O 9 v - @

Media
Photos

AG00126_GIF AGO00129_GIF AGO0130_GIF AGO0135_GIF AG00139_GIF

Cancel

Options

NOTE: i The ONLINE PICTURES icon in the INSERT tab of the RIBBON can be
used to find images from the internet.

ii If you cannot find an image, there are two images in the CHAPTER
11 folder of the WORD 2019 SUPPORT FILES that can be used.
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Changing the Size of the Image

You can change the size of the image as you did for shapes by dragging the ‘handles’ or
by using the SIZE group of the RIBBON.

Document2

Home Insert Draw Design Layout References  Mailings Review  View Picture Format

B R DYOI O @ o 0 0Dk E A4

% &l - 5O 2 ol chart + o & 0]

Pages Table Pictures Shapes Icons 3D e Add-ins Media Links Comment Header Footer Page Text Box WordArt Drop
Models (z) Sereenshot v Number cap O]~

1 Move the pointer over the bottom
: right‘handle’and drag it down and
to your right to increase the size of
the image.

2 You can accurately resize an object using the PICTURE FORMAT tab.

Document2

Home Insert Draw Design Layout References  Mailings Review  View  Picture Format 2 Shai
- N B R~ RS~ = & B [ e o)
LI, | oo oot Fewmen gy | SX b | M| Emn s Bin, B, Semie -] ° LR
r
: 3 With the image selected, enter
e | 4 cm in the HEIGHT box in the
‘,»t[ \‘) _ PICTURE FORMAT tab and press
NS <return>.

NOTE: The image is resized and the WIDTH box is adjusted in the same ratio to

keep the image size proportional.

4 If you want to adjust the size of an image in without maintaining its proportions,
then the ASPECT RATIO can be turned off.
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Document2
Home Insert Draw Design Layout References  Mailings Review View  Picture Format ¥ Share  [J Comments
= @ = — ‘E' X ¢
- g v v v 7~ 2 v Ins v —~ 1) Height: 371cm T 1
- Ry g = A E 1 i1 Oy
Remove Corrections  Color  Artistic Transparency . _ Quick g o Alt Positon Wrap  Bring  Send  Selection Align . crop 3 o % Format
Background Effects Edv | styles Text Text Forward Backward Pane 7
ock Aspect Ratio

5 Turn off the LOCK ASPECT RATIO

e next to the HEIGHT and WIDTH
Al \; l I boxes and adjust the image. The

resize is not kept proportional.

6  Turn the LOCK ASPECT RATIO box back on and press COMMAND+Z to UNDO the
last resize.

NOTE: Lock Aspect Ratio ensures that the proportions of the image are

always kept the same so that the image is not distorted.

Picture Adjustments

The appearance of an image can be adjusted using the icons in the ADJUSTMENT group.

A Colour Adjustment

The COLOUR icon allows you to set the colour style of the image.

Document2
Home Insert Draw Design Layout References  Mailings Review View  Picture Format ¥® Share  [J Comments
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ool 1 Click in the WRAP TEXT icon in the
PICTURE FORMAT tab and select
SQUARE then move the image to
the right of the screen.
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NOTE: Moving the image to the right of the screen will allow you to see the
adjustment effects that can be applied to it.

Document2

2 Click on the COLOUR icon in the
PICTURE FORMAT tab and select a
colour style.
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Document2
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3 Set the COLOUR icon to WASHOUT
to dim the image.

Recolor
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NOTE: Washout is used to create a watermark image when you want text to
flow over the dimmed picture.
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