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Chapter

Introduction to Microsoft Word

Microsoft Word 2016 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 WELCOME window.

| 2 Recently used documents are
displayed at the left of the window
or you can click on the OPEN icon to
open a saved document.

[@¥ Open Other Documents

Templates (prepared document
layouts) can be selected from the
main section of the window.

4 Click on the BLANK DOCUMENT icon
to start a blank document.

Word

Recent

Ii Open Other Documents h

Blank documen it

Blank document Adjacency Merge Letter Adjacency letter

© Guided Computer Tutorials 2016 1-1
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5 Look at the following labelled Microsoft Word screen and refer to it until you are
familiar with all the components.

Greg Bowden £ Share

ile
= Calibri(Body) |11 -| A" A Aa- | Ao mmgi= - i=- EIE 4T P Find -
D alibri (Body) £3 B AaBbCcDc AaBbceDe AgBbCe AzBbCcl /—\aB AaBLCCC AgBbCCDC A@BBCCD(C AcBbCco: AaBbCcDC 2 Replace
MEE-1
Paste N A AL BE= e - -
e o Nty BT U e A A- | Bl= Thormal | TNoSpac.. Headingl Heading2 — Title Sublitle  SubtleEm.. Emphasis IntenseE.. St - .
Clipboard g on N B Styles m Editing ~

Boniaa e s R RNIE RN TR TRRE TRRE FA AT R RR e

l File Tab l |QuickAccessTooIbarl l Ribbon i

Insertion Point

or Cursor

Status Bar View Buttons Zoom Controls

page1of1 Owords [2  Engiish Pustraia) &3 B - i + 100%

The Microsoft Word Screen

The Microsoft Word 2016 screen has a number of different sections.

A The Backstage View

The BACKSTAGE VIEW provides tools to save, open, print and close documents, as well as
tools for completed files.

H ©- 0 0O

. B et Desion  Layout  References

I Calibri (Body) =T A T EE 1 Click on the FILE tab at the left of
e e 50 ‘:t &- “”'A'm fg’ph the RIBBON to open the BACKSTAGE
: S— VIEW.
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2 Theicons to save, open, print and
close documents, as well as tools for
Protect Document Properties - Completed ﬁIeS are display down
Control what typeag REDPIE can make to this document. ::;: the Ieft of the Screen.

Words
Total Editing Time
Title

Inspect Document
Before publishing this file, be aware that it contains:
Document properties and author's name

Tags
Comments

Related Dates
Last Modified
Manage Document Created

o | i i 3 The OPTIONS button has tools for
controlling how Microsoft Word
operates.

Related People

Last Modified By

Show All Properties

4 Click on the BACK ARROW at the
top left of the BACKSTAGE VIEW to
return to the normal Word screen.

Info

Protect Document

ﬁ Control what types of changes people can make to this doc
Protect

Document ~

B The Quick Access Toolbar

The QUICK ACCESS TOOLBAR is above the RIBBON. It has buttons to save or undo steps.
You can also add common command buttons to it.

Customize QuicPNg

~  New

Calib

Open

< S o A _ B Click on the arrow at the right of the

. Quick Print S~ QUICK ACCESS TOOLBAR and a list of
) S Y command buttons will be displayed.

v Undo Select buttons that you may need, for
: Y E:‘:WE example, the NEW and OPEN buttons.

Touch/Mouse Mode

More Commandes...

Show Below the Ribbon

P2l

© Guided Computer Tutorials 2016 1-3



Learning Microsoft Word 2016

C The Ribbon

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

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

Calibri (Body) =11+ A A Aa~- &

. A .. A
~ Format Painter O & Qedemo L

Clipboard [F] Font F] Paragraph

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.

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.

—

NOTE: Other tabs are added to the RIBBON when you select or add items to a

document.

1-4 © Guided Computer Tutorials 2016
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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 PARAGRAPH group in 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 2016 SUPPORT FILES folder.

Word 1 If you are starting a new session,

Recent load Microsoft Word and select
Ths Weck OPEN OTHER DOCUMENTS in the
1 ot —— WELCOME screen.

(@@ Open Other Documents

Adjacency Merge Letter

2 Ifyou are continuing from a previous session, close any open documents and click
on the FILE tab to open the BACKSTAGE VIEW.

Word (Unlicensed Product)

Open 3 Select the OPEN option and click on
] the BROWSE icon.
) Recent This Week
GE] ol gt erdpocein
EH ool
T3 misec

Add a Place

Browse

© Guided Computer Tutorials 2016 2-1
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(v ]| Open E
‘.if-_‘ "_-):.‘ - 4 » ThisPC » Desktop » Word 2016 Support Files, [v] Search Word 20 .
4 Navigate to the WORD 2016
. N SUPPORT FILES folder, open it then
: Chapter2 (— :23...  Filefolder
" b e open the CHAPTER 2 folder.
Recent pla
w3 Open
(e - 1 » ThisPC » Desktop » Word 2016 Support Files » Chapter 2 v & Search Chapter 2 L
Organise v New folder = - | (7]
[ Microsoft Word A Mame . Date modified Type
5] Chapter 2
¢ Favourites
B Desktop
& Downloads
e 5 Select the CHAPTER 2 file and click
on OPEN to open the file.
j& Desktop
* Documen ts
& Download
A ©
File name:  Chapter 2 v Al Documents
Tools = Cancel

Microsoft Word

6 Select YES to open the file as a READ
ONLY file.

6 The author would like you to open this as read-only, unless youg ake changes, Ope

Cancel

Chapter 2 [Read-Only] - Word

itures that give you

. Switch to pr ;oUt S can .
CNOIMN ™2 show Comme make change: (0T 1 documents. You
can pl] and use the editing tools. o columns or add -~

graphic cowmnwigth + @ few possibilities. 7 The FILE is opened in READ MODE.

Click on the VIEW tab and select
EDIT DOCUMENT to return the
normal Word screen.

A worc % Page Color * am allows you to use a computer T0
text. A many powerful features that give you
enorm( G " e appearance of your documents. You
can print the text in a variety of typestyles. use columns or add
graphics. just to mention a few possibilities.

NOTE: By opening the file as a READ-ONLY file you will not be able to save any
changes to the file, but you will be able to save it under a different file
name. You can also press the ESC key to quickly exit READ MODE.
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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.

2 Click on the LINE SPACING icon in
[ — T [ — —— the PARAGRAPH group of the HOME
" o 270 e (B2 oa- Eeme BT o o tab of the RIBBON.

Chapter 2 [Read-Or

Q@ Tell me what you want to do

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

er Paragraph
over the appearance of your documents

typestyles, use columns or add graphics’ just t

A word processing program allows you to use

7 Microsaoft Word has many powerful features thi
] over the appearance of your documents. You can print the text in a variety of
“ typestyles, use columns or add graphics, just to mention a few possibilities

===t 4 Click on the LINE SPACING icon
again and select 2.0 to increase the
space between the lines to double
line spacing.

Aw raph S YoUto usea computer to enter text.

r Paragraph

Micr 1l features that give you enormous control

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

aphics, just to mention a few possibilities

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

typestyles, use columns or

A word processing program allows you T
B Microsoft TWord has many powerful features
] over the appearance of your documents. You
typestyles, use columns or add graphics, just t

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 selected.
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6 The LINE SPACING can also be changed using the PARAGRAPH dialogue box.

— 7 Click on the LINE SPACING icon
24 again and select LINE SPACING
—~ | OPTIONS.

Paragraph ?

Indents and Spacing | Line and Page Breaks

General

Dutline Ie\/"el: Body Text W Collapsed by default

Indentation 8 The PARAGRAPH dialogue box is
Left Oem 2] specar B opened. Set the LINE SPACING box
Right: 1.24 cm-5 {none) v 3

to MULTIPLE then click once on the
UP ARROW next to the AT box to set

Spacing .
Before: Opt Line spacinyd the SpaCIng tO 3.5 LINES.
After: 0pt Multiple v/ |35 = —

DMirrorindents

RS

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

Preview

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

Tabs... Set As Default ancel

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.

ii You can also display the PARAGRAPH dialogue box by clicking on
the arrow at the right of the PARAGRAPH group in the HOME tab of
the RIBBON.
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Chapter

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. A‘wavy’blue line is used to highlight any phrases that should have their
grammar checked.

NOTE: i Therearetimes 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
loaded from the WORD 2016 SUPPORT FILES.

1  Load Microsoft Word and click on OPEN OTHER DOCUMENTS or close the current
file, click on the FILE tab and select OPEN.

2 Access the WORD 2016 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 and press the ESC key to exit
READ MODE.
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Checking the Spelling of the Document

ul

Insert  Design  Layout  References  Mailings  Review  View  Q Tellmewhat you want to do

™ Mistakes [Read-Only] - Word

-
Arial 1 A A Aa- B | =-i=.Ns. E=EE AT a g a
D =<2 4 1 Notice that possible spelling errors
sz oomatPointer | B 1 U T x, ¢ A - A-E=E== = -5 Emphasis
o : have been underlined in red.
3 v 2. 1 1 2
i Ia word procesing program allows yy to use a computer to enter text. Microsoft
- Word has many powerfull fetures that give yu engrmus power over the
R appearence of your documents. You can print in a variety of type styles and
N sizes, use golums or add graphics, just to mention a few

H g 0O = s Mistakes [Read-Only] - Word

File Home Insert Design Layout References Mailings

IR S\ | 2 Open the REVIEW tab of the RIBBON
Speling & el g Lingusge N . | and select the SPELLING AND
GRAMMAR icon (you can also press

Gmr%nar Count  Lookup
Proofing Insights Language Comments

Spelling & Grammar (F7)

S 203 4
Typos? Mot on our watch, Let us )
check your :peHingyantl grammar. the F7 key .

3 The first misspelled word is
highlighted and the SPELLING pane
is opened at the right of the screen.

0 = & Mistakes [Read-Only] - Word

me  Inset  Design  Layout  References  Maiings [Nl 0 ntto do
ABC ) - B imple Marky
5 SO ap L =4 1Y . e
4 jarkup ~ 21 Next
hesaunss Word | Smart | Translate Tr Accept i T
Count | Lookup = ~ " Commen ngPane - R

roofing Insights Language Commen s Changes
ERNIE SNRE NI .

Spelfing Mes

procesing

Ignore | | Ignore All | | Add

,,,,, nd program allows yu to use a computer to enter text. Microsoft
Word has many powerfull fetures that give yu enormus power over the
appearence of your documents. You can print in a variety of type styles and
sizes, use ¢olums or add graphics, just to mention a few posibiles.

4 Suggested words are provided in
the SUGGESTIONS frame. In the
case of ‘procesing’ the program has
found the correct word, so click on
the CHANGE button and the correct
spelling of the word will be inserted

in the passage.
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5 The next misspelt word is
highlighted. ‘Yu’has been mistyped
twice in the passage. When this
word is corrected the second

Bl 0 & g ) " occurrence can also be updated.

Proofing Insights Language Comments

Spelling
yu

Ignore | | Ignore All | | Add

Aword processing program allows yu to use gfemputer to enter text. Microsoft

Word has many powerfull fetures that give yufenormus power over the
appearence of your documents. You can print in a variety of type styles and

sizes, use ¢olums or add graphics, just to mention a few posibiles.

6 YOU has been correctly highlighted
in the SUGGESTIONS frame. Click on
CHANGE ALL and all occurrences of
the misspelt word will be updated.

NOTE: i The second‘yu’will not be changed until the spell checker comes
toit.
ii If you think that you may have misspelt or mistyped the same word

in a passage, use CHANGE ALL instead of CHANGE.

Mistakes [Read-Only] - Word

Vore
nnnnnnnnnnnnnnnnn

Spelling
powerfull

Ignore | | Ignore All | | Add

A word processing progallows you to use a computer to enter text. Microsoft
Word has many powerfull fetures that give yu enormus power over the
appearence of your documents. You can print in a variety of type styles and
sizes, use ¢olums or add graphics, just to mention a few

l 8 Change it to ‘powerful. '
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ABC = ] = — o 1l !

VEl &P & w B = 9 ‘fetures’should be the next word
Spelling & Thesaurus Word ~ Smart  Translate Language ~ New Show

Gr it Look - M C t Ce s Ch . .

’’’’’’ S e T P h|gh||ghted,

fetures

Ignore | | Ignore All | | Add

- A word processing program allquiou to use a computer to enter text. Microsoft
B Word has many powerful fefures that give yu enormus power over the

] of your documents. You can print in a variety of type styles and

N sizes, use ¢olums or add graphics, just to mention a few posibiles.

ki

10 ‘fetures’should be spelt ‘features’
which should be highlighted in
the SUGGESTIONS box, so select
CHANGE.

11 Change‘enormus’to ‘enormous.

12 Change‘appearence’to‘appearance.

13 Change‘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.

1 ‘POSIBILIES’ does not have any
correct suggestions from the
program.

£ Previous

T

Accept Refect Compare
mmmmm mE e @ ~

Changes Compare Protect
|14 - 1SS AT

sizes, use columns or add graphics, just to mention a few posibiles:

Change | | Change All

possible 4
« likely
= achievable

« conceivable
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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 loaded from the
WORD 2016 SUPPORT FILES.

1

Load Microsoft Word and click on OPEN OTHER DOCUMENTS or close the current
file, click on the FILE tab and select OPEN.

Browse to the WORD 2016 SUPPORT FILES referring 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 and press the ESC key to exit
from READ MODE.

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

© Guided Computer Tutorials 2016 4-1



Learning Microsoft Word 2016

B The Scroll Bars

(4] [} ] S Chapter 4 [Read-Only] - Word

Insert  Design Layout  References  Mailings  Review Q Tell me what you want to do Greg Bowden ) Share

- - o= A . D Find ~
Times NewRo - /14 - A" A" Aa- 2L iamscene AaBbC AwBbCeDe AsBhCDd Asmbeer fAAD AwvCeDe famscene iamscone samscene

Emphasis  Heading 1 | T Normal

20 Renlace.

N . S
 Format Painter |0 T U - abe 2 30 -

Clipboard [} Font

1 At the moment the cursor will be at
the beginning of the file.

COPY 1

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

COPY 2

A word processing program allows you to use a comp

2 At the bottom of the screen
%‘;ﬁimpgw;ﬁg “::‘aj“%y“‘u?““l“ ‘Page 1 of 3'is displayed in the
st o meina o posiviies STATUS BAR telling you which page
is presently on the screen.

COPY 3

ord processing program allows you to use a comp
The Microsoft Word program has many advanced features that give you
enormous power over the appearance of your documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphies,
just to mention a few possibilities.

Page 10f3 English (United States) %3 B B - i + 100%

u}

Insert  Design  layout  References  Mailngs  Review  View Q' Tell me what you want to do

3 Drag the VERTICAL SCROLL BOX

= s Chapter 4 [Read-Only] - Word

7 et o] A= 4 e 1o e o| @t the top right of the screen to
PE_!‘E o Format Painter 1B T U vabex, )¢ [ A~ F - A~ S - - Emphasis  Heading 1 | TNormal abOUt half Way down the VERTICAL
Clipboara ) Font 5 Paraaraph )
0 T P PP P R S S P ST I
: _— the t;m. m2 a vailety :)1 ty;estyles and sn;es, u;e ::01c m S C RO I_ I_ B A R A
just to mention a few possibilities.
COPY 6
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 print
the text in a variety of typestyles and sizes, use columns or add graphies,
just to mention a few possibilities.
COPY 7
A word processing program allows you to use a computer to enter text.
The Microsoft Word program has many ady features that give you
enormous power over the appearanc:
sizes, use columns or
A word processing program allows you to use a comp 4 Pa g e 2 S h O u I d be d |S p I ayed | n a po p‘
The Microsoft Word program has many advanced featt
enormous power over the app of your d 1
the text in a variety of typestyles and sizes, use column u p box‘ Th e Sc ree n n OW d IS p I ays
just to mention a few possibilities.
part of page 2 and the STATUS BAR
s B s oo displays PAGE 2 of 3.
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4[Read-Only] - Word

Greg Bowden £, Share

= o o A P P Find_-
D TimesNewRo~ |14+ A° A Aa~x A I AaBbC  ABbCDe AsBbC FINPEN IR
t

P! il - | 5 Move the VERTICAL SCROLL BOX to
R | thebottom of the VERTICAL SCROLL
BAR. Page 3 is now displayed.

COPY 10

A word processing program allows you to use a computer
The Microsoft Word program has many advanced features
enormous power over the appearance of your documents.
the text in a variety of typestyles and sizes, use columns or add graphics,
just to mention a few possibilities.

THE END

Page 3073 [ Engiish (United States) £ B B - i +100%

6  Return the screen to the beginning of the document by dragging the VERTICAL
SCROLL BOX to the top of the VERTICAL SCROLL BAR.

C Scrolling

Scrolling is sometimes useful when proofreading documents to check for mistakes.

Chapter 4 [Read-Only] - Word

Greg Bowden 0 Share

just to mention a f:ew pés‘sibi‘liﬁes.

corv continuously on the arrow pointing
3 A word processing program allows you to use a computer

% The Microsoft Word program has many advanced features, d oWn at t h e botto m of t h e VE RTI CA L

ol €1101mOus POwWer over the appearance qf your documents. .
; o menton s o e e ecemmset - SCROLL BAR (or simply hold the

3 corvs mouse button down if the screen
doesn't move too quickly).

A word processing program allows you to use a computer
The Microsoft Word program has many advanced features,

E enormous power over the appearance of your documents.

B the text in a variety of typestyles and sizes, use columns or add graphics,
9 just to mention a few possibilities.

4 COPY 5§

8 A word processing program allows you to use a computer to enter text.

The Microsoft Word program has many advanced features that give you

Page 1073 2 English (United States) &7 B B - i + 100%
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Chapter 4 [Read-Only] - Word

Review  View  Q Tell me what you want to do

.y = o . R Find
D Times New Ro ~ | 14 A A Ra- A = 20T || samscene AaBbC  AaBbCeDc AsBbCeDd AzBhbCch Adlj AaBbCeD¢ 4aBbCeDc AaBbCcDe AaBbCeDe a2t
| %cReplace
Pasts r.a- E= : sis 1 5 5 TNo § 5 s aQ -
Format Painger B 1 U - ake A- B= &= Emphasis  Heading1 | TNormal | Strong Subtitle Title NoSpac.. SubtleEm.. IntenseE Quote (5] Gerecte
Clipboard ] Font o Paragraph ) Styles 5 Editing -
ERNEE SNRS TN SRR RNRE SHIE ENRE FRIE SERT SURE ST ERRE R NN ENIE SR IR R EP WY IR RS CON RS ST

COPY 2

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 print
the text in a variety of typestyles and sizes, use columns or add eranhics.

just to mention a few possibilities. .
2 To scroll backwards click on the
: o arrow pointing up at the top of the

A word processing program allows you to use a comp
The Microsoft Word program has many advanced featt

enormous power over the appearance of your d VE RTI CA L S C RO L L BA R'
the text in a variety of typestyles and sizes, use columni
just to mention a few possibilities.

2o

(TR

115

COPY 4

A word processing program allows you to use a computer to enter text.

3 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 CTRL key and pressing the
PAGE DOWN key scrolls the document to the next page.

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

Chapter

You can find words or phrases in a document and replace them with other words or
phases.

Loading a Sample Document

A sample document has been prepared for you which needs to be loaded from the
WORD 2016 SUPPORT FILES.

1

Load Microsoft Word and click on OPEN OTHER DOCUMENTS or close the current
file, click on the FILE tab and select OPEN.

2 Browse to the WORD 2016 SUPPORT FILES referring to page 2-1 if you have
forgotten how to do this.

3 Double click on the CHAPTER 5 folder to open that folder, then double click on the
CHAPTER 5 file to load the file.

4  Select YES to open the file as a READ ONLY document and press the ESC key to exit
from READ MODE.

5 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.

Chapter 5 [Read-Only] - Word m - O

it References Mailings Review  View Q Tell me what you want to do Greg Bowden £ Share

LEARNING WORD PROCESSING

1 Click on the FIND icon in the

COPY 1

A word processing program allows yoi

meMaea e sesmissay - EDITING group of the HOME tab of
the RIBBON and the NAVIGATION
PANE should open at the left of the
screen.
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Enter: you inthe SEARCH box
of the NAVIGATION PANE and all
the occurrences of ‘you’ have been
SE—— ——— found including parts of words that
contain‘you’such as‘your".

Design  Llayout  References  Mailings  Review  View Q@ Tell mewhat youwant to do

S % Cut p s -l aa. | & T
B Times NewRo = |14~ A" A - 4aBbCeDe AaBbC | ABb
Fi8 Copy
Paste - : A . - . e sis 1 E 5 < -
e rommatPainter | B T W x x' A-¥-a- B jae] Emphasis  Heading1 | TNormal | Strong Subtitle Em.. Intense £, < e
Clipboard [ Font = Paragraph = 5 Editing Py
S Do 3 41 51617 y s e
Navigation T
N
you X - N
24 results ~][~] ]

Hesdings  Pages  Results
LEARNING WORD PROCESSING
Aword processing pragram allows you
o use a computer to enter text. The
Microsoft Word program COPY 1
program has many advanced festures
that give you encrmous power over
the appearance of your

A word processing program allows you to use ag@mputer to enter text.
The Microsoft Word program has many advagged features that give you
enormous power over the appearance of youf documents. You can print
the text in a variety of typestyles and sizes, use columns or add graphics,
just to mention a few possibilities.

give you enormous power over the
appearance of your documents. You
can print the textin a

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

variety of typestyles B COPY 2

Aword processing program allows you
o use a computer to enter text. The

A word processing program allows you to use a computer to enter text.

Microsoft Werd program i The Microsoft Word program has many advanced features that give you
program has many advanced festures B CTI0MOUS POWer over the appearance o_f your documents. You can pl?lrl[
that give you enormous power over B the text in a variety of typestyles and sizes, use columns or add graphics,
the appearance of your 2 just to mention a few possibilities,

3 Each search result is listed in the
NAVIGATION PANE. Click on the

[a]

Insert  Design  layout  References  Mailings  Review  View @ Tell mewhat youwantto do

] s Chapter 5 [Read-Only] - Word

Sy bt TimesNewRo =14 -| A" A" Aa- | A . 50 AaBbC | A
o e |8 X A% A | e a1 second frame and the second
. ¥ Format Painter u 8 2 s -2 P g
e oo ......| highlightis selected.
Navigation v X
you ERN|
Result 2 of 24 [~} N
Headings  Pages  Results ' LEARNING WORD PRQ

Aword processing program allows you
0 Use a computer to enter text. The
Microsoft Word program

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 print

program has many advanced featureg
that give you encrmous power ov
the appearance of your

] the text in a variety of typestyles and sizes, use columns or add graphics,
give you enarmous power over the E fust tion a few possibilities
appearance of your documents. You “ Just o men p .
can print the text in a N
power over the appearance of your p
documents. You can print the text in a N COPY 2
variety of typestyles -

A word processing program allows you to use a computer to enter text.

Aword processing program allows you ® o "
e e s 4 i The Microsoft Word program has many advanced features that give you

4 You can also use the NEXT SEARCH RESULT or PREVIOUS SEARCH RESULT arrows in
the NAVIGATION PANE to scroll through the search results.
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5 Click on the NEXT SEARCH RESULT
arrow and the third occurrence

""" : ———— (within ‘your’) should be
highlighted.

Design  Layout  References  Mailings  Review  View @ Tell mewhat you want to do

Sa X Cut

N TimesNewRo |14~ A" A" Aa~ .
PEE B B I U-acx, x A~ A::T‘,-D,é ‘:a?b? h:
- <~ Format Painter b e A~ phasis  Heading orm®
Clipboard B Font
fEINRT I
Navigation vx (g

yeu x -

Result 3 of 24 S T} LEARNING WORD PROCESSING
Headings  Pages  Results -

~ | E COPY 1
Aword processing program allows you “

se a computer to enter text. Th

tou .
Microsaft Werd program - A word processing program allows you to use g
The Microsoft Word program has many advag

puter to enter text.
hd features that give you

program has many advanced festures enormous power over the appearance of your documents. You can print

that give you enormous power over +

the appearance of yeur J the text in a variety of typestyles and sizes, use columns or add graphics,
“ just to mention a few possibilities.
give you enormous power over the |
ppearance of your documents. You .
<an print the text in a 9
] COPY 2
power over the appearance of your :
documents. You can print the text in a p
variety of typestyles 3 A word processing program allows you to use a computer to enter text.
] The Microsoft Word program has many advanced features that give you
A word processing program allows you N = Ny
to use a computer to-enter text. The - enormous power over the appearance of your documents. You can print

6 Try scrolling through the search results in the NAVIGATION PANE and using the
NEXT SEARCH RESULT and PREVIOUS SEARCH RESULT arrows.

The Find Options

There are FIND OPTIONS in the NAVIGATION PANE that allow you to refine the search.

= =

Insert Design Layout References Mailings Review

1 Click on the FIND OPTIONS arrow
at the right of the SEARCH box in

o, Y . - —  i—
b Cut TimesMewRo ~ |14 ~ A" A | Aa~ £p =~ :i= -z~

Pase e e BT Ucmn x4 B 77| the NAVIGATION PANE and select
- ¥ Format Painter = = ER H

Clipboard ] Font Paragra OPTIONS.
Navigation - X
you X v _
Result 3 of 24 QPtiOﬂg-
Headings  Pages  Results ": Advanizd Find..

al

3¢ Replace..
A word processing program allows y. 5 Gg To...
to use a computer to enter text. The
Microsoft Word program Find:

L_‘g Graphics
program has many advanced feature
that give you enormous power over A Tables
the appearance of your T Equations

give you enormous power over the | AB' Footnotes/Endnotes
appearance of your documents. You [ Comments »
can print the text in a =
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Find Options 7 I |

:| Match case D Match prefix
:| Find whole words only I:‘ Match suffix
:| Use wildcards I:‘ lgnore punctuation characters

% IS::Jnudn:ITLier;E:ogr:sthng”m] [] Ignore white-space character;\ 2 The FIND OPTIONS dialogue bOX iS
Wl Highlight a1 opened.

a Incremental find

Set As Default oK Cancel

3 Read through the following points for a description of the main options.

i Match Case: allows you to tell the program to look at the case of words
or ignore the case of words. For example, with this option off ‘You'is
considered to be the same as‘you’ so both would be found. With this
option selected, the words would be different and only the lower case
word would be found.

ii  Find Whole Words Only: allows you to tell the program to find just the
word(s) you have entered, not parts of words. For example, with the word
‘you, without using this option both ‘you’and ‘your’ will be found as ‘your’
contains the word ‘you’. With this option selected only ‘you’ will be found.

iii  Use Wilcards: allows you to enter part of a word. For example, entering
S?T finds SAT and SET, entering S*D finds words that start with S and end
with D, SAD, SAID, SPEED, etc.

iv. Sounds Like: is used to find words that sound the same as the entered
word, but are spelt differently, for example, where and wear.

v Find All Word Forms: which is used to find all forms of the entered word.
For example, if you entered SIT, the program will also find SITTING and SAT.

—
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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 2016 SUPPORT FILES.

1 Load Microsoft Word and select OPEN OTHER DOCUMENTS or close the current file
then click on the FILE tab and select OPEN.

2 Browse to the WORD 2016 SUPPORT FILES.

3 Double click on the CHAPTER 6 folder to open that folder, then double click on the
CHAPTER 6 file to load the file. Select YES to the READ ONLY message and press the
ESC key to exit from READ MODE.
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Changing Margins Using Page Setup

0 @ 5 Chapter 6 [Read-Only] - Word

Insert  Design Layout  References  Mailings Q Tell me what you want to do

TimesNewRe =12~ A A

4aBsCeD: AaBh(  AaBbCeDe aambeedd azsboer AL asBocepe

Paste . : | A .
= o Format Painter | B 1 Y v a6 X X[ Emphasis  Heading 1 | T MNormal Strong Subtitle Title 1 Mo Spac...
Clipboard o Font Styles
ol 3 S BT B3 000 0 Al g 121 L3 1 L S dE e AT

A word processing program allows you to use a computer to enter text. Microsaft

TWord has many powerful features that give vou enormous control over the

appearance of your documents. You cannrint the textin a varietu of. lec se

clmmersiismheomema 1 Notice that the Ruler finishes at
about 14.5 cm.

A word processing program allows vy
Word has many powerful features
appearance of your documents. You
columns or add graphics, just to men

=]

2 Open the LAYOUT tab of the
RIBBON.

Arrange

Chapter 6 [Rgs

Mailings ~ Review  View Q@ Tell mewhat)

¥ s += Breaks - Indent Spacin
O 3 D = et

i[7Line Numbers~ 2= Left  0.25cm

b Pggation | SERight 016cm  * %S After | Opt

D Letter Paragraph
4 21.59 cm % 27.94 cm

FEIEE IS IS CRRNIRS T RANEES FARNANS E RRNANE CRDSNS L EAIE RS - PR

Legal
21,59 cm % 35.56 cm

. D Executive
- 1841 cm x 26.67 cm
O

3 Click on the SIZE icon and set the
PAPER SIZE to the paper you will be
printing to. (Itis probably A4.)

appearance of your docume;
A4 ‘! -

21 emx 297%—

AS A word processing program allows v
148 cmx 21 cm TWord has many powerful features thal
appearance of your documents. You
columns or add graphics. just to mention a few possibilities.

< B5 (JIS)

| 18.2 cmx 25.7 cm

H ©- 6 O = Chapter 6 [Read-Only] - Word
File  Home Inset  Design References  Miailings View  Q Tell me what you want to do

Mt

Margins Orientation  Size Columns™
- - - - bec Hyphenation =

Normal ] Faragraph
Top: A 1‘.‘2‘.‘1‘.‘g\-l-\-z-\-x-\-
Left 254 cm  Right 234cm

L

Narrow
D Top:  1.27cm  Bottom:1.27 cm A word processing program allows vou to use a computer to enter text. Microsaft

=) Breaks - Indent Spacing [l 2 Align-

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

vl

Left  127cm Right  1.27 cm Word has many powerful features that give vou enormous control over the
appearance of your documents. You can print the text in a variety of typestyles. use

Moderate columns or add graphics. just to mention a few possibilities.

Top: 254 ecm  Bottom: 2.54 cm

H -0 0 = Chapter 6 [Read-Only] - Word

File Home Insert  Design References  Mailing View  Q Tell me what you want to do

E ﬁ IE = Breaks - Indent ASp;cmg El} [ Align -

i[lline Numbers~  3=Left 025cm . }=Before Opt .
Margins Orientation Size Columns ~_ - - = Selection
= = = B bc Hyphenation~  =£Right 0.16cm | §=After  Opt . Pane
Page Setup [ Paragraph o Arrange

a [ RN ‘gw‘1-|-Z-|-]-|-4-|-§-|-€-w‘T‘ S8 F 0 100 dle ) o120 o130 1401 21500 DS AN N
. E¥S L:23 _vj

A word processing program allows vou to
has many powerful features that give yo

. deeumens Yonen e ewnasy 5 The right margin on the page has
Just to mention a few possibilities.
changed to about 16 cm.
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Margins and Indents 6

6  You can set custom margins when required.

7 Click on the arrow at the right of the
PAGE SETUP group heading to open
the PAGE SETUP dialogue box.

Arrange
SF 01000 lle o c12e 0 sI3e 0 c34e ) c15e

H -0 0O

File Home Insert Design

¥ = B reaks - :
E flh_hl ID = Break Indent . Aip;atg

A 8 i[llineNumbers~ 3= Left 025em - L= Baiees™®
Margins Orientation  Size Columns

™ = Chapter 6|

Mailings Review  View Q Tell me wh~

References

b? Hyphenation~ =& Right: |g 4= After |0

Page Setup [Fl Paragraph

4 [

Page Setup
sgram allows you to use a computer to enter text. Microsoft Word
atures that give you enormous control over the appearance of vour
orint the text in a variety of typestvles, use columns or add graphics,

Margins Paper Layout

i M;:‘:”‘ 35m B - possibilities.
% L;ur:ter ;:m G.Qtte:rpos\tmn: . .§‘$~ ‘ 8 Cha nge the TOP' BOTTOM, LEFT and

RIGHT margins to 3.5 cm.

H ©- O [} = Chapter 6 [Read-Only] - Word
File Home  Insert References  Mailings  Review  View @ Tell me what you want to do
E F\:\' IE ¥ Breaks - Indent Spacing 4 [z Align -
D i[Line Mumbers~  3=Left 025¢m - 1= Before Opt . LIy
Margins Orientation Size Columns ~_ — b - Selection
: . . . b¥ Hyphenation~ | SERight |0.06cm & |45 After: |0pt  © -
Page Setup [ Paragraph o Arrange
4 E 2 1 it 2 3 4 5 e S0 1D M1 A2t 130 gy FERNIRE R

A word processing program allows

Micrasatt Tora has many sowertal]. 9 Se@l@ct OK to return to the document

over the appearance of your docum

: seentesuecshmasadd =l gnd notice that the Ruler now
Aredeesmepoznn sl finishes closer to 14.0 cm as we have
over the appearance of your docum

: mpesnles,we conmms o atd ey M@ the left and right margins
larger and reduced the print area.

Manually Adjusting Page Margins Using the Ruler

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

1 Check that your screen ZOOM is set to 100%.

H - O
File Home Insert Design
@ @ IE ’HBreak:v Indent Spacing
Margins Orientation Size Columns §fDLineNumber:' ==lefe 025 cm :IZBefor g

> o o . b¥ Hyphenation-  SERight 0.16cm - 3= 4

O ]

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

| until the pointer changes to a

b e B ool horizontal arrowed line.

L o= oo oo

References

Left Margin
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H %-

File

g D0

Insert

= s Chapter 6 [Read-Only] - Word
Home References  Mailings  Review  View Q@ Tellmewh

TR — 3 Drag the boundary to the right so
i OD See s o rebeST e Ben - (S O that the LEFT MARGIN box is 5.0 cm

b Hyphenation~  =&Right 0.16cm - i After Opt

Page Setup i Paragraph & Wlde

.

a Sen g 32l AT 20 3 4
] Left Margin

Design

A word processing program allows you to use a computer to enter text.
Microsaft Word has many powerful features that give vou enormous

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

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.

H - ¢ 0O = 8 Chapter

Fle  Home st Desgn T 4 Increase the TOP MARGIN to 4.0 cm
I 5 T == e o ot : by dragging the bottom boundary

- g - S=Left 025cm - |]=Before Dpt
Margins Orientation  Size Columns

o be Hyphemnonvr =& Right: Cu‘mcmp .:.:%A&ar: opt :r of the Shaded area at the top Of the
2 vertical Ruler at the left of the screen
i down.

A word processing program allows you to use a computer to enter text.
Microsaft Word has many powerful features that give vou enormous
control over the appearance of vour documents. You can print the text

Top Margin

NOTE: i TheRIGHT 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 ALT 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 Click on the FILE tab and select OPTIONS.

| 3 Select the PROOFING category
and click on the AUTOCORRECT
OPTIONS button.

Word Options

:}J Change how Word correct

AutoCorrect

AutoFormat Actions

AutoCorract Math AutoCorrect AutoFormat As You Type \ 4 Click On the AUTOFORMAT AS

Replace as you type

e m———— ——— YOUTYPE tab and check that
Trust Center - :
1 s it o et AUTOMATIC BULLETED LISTS and
AUTOMATIC NUMBERED LISTS are

Apply
Automatic bulleted lists [WiRute

[V Border lines [¥] Tables turned on.

ed st
[] Built-in Heading styles
Automatically as you type
Faormat beginning of list item like the one before it
Set left- and first-indent with tabs and backspaces

e s s 5 Select OK to return to the WORD
OPTIONS dialogue box.

6 Select OK to close the WORD
OPTIONS dialogue box.

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 <enter>

Vulcan has just released the Volcano GTi featuring: <enter>

Documentd - Word

Layout References Mailings LETE View Q Tell me what v

T e WU LA B S BB 1 3 FONT of your choice, set the FONT
- ‘ - SIZE to 24 pt, the STYLE to BOLD,
ITALIC and select a TEXT COLOUR.

Fasten Your Seat Belts

Wulcan has just released the Volcano GTi featuring:

e ) 1 3 Highlight the second line of text, set
voa @===|E 8- || the FONT SIZE to 14 pt, the STYLE

: to BOLD and select a different FONT
COLOUR.

Y A é"'
- s Belts

Vulcan has just released the Volcano GTi featuring:

If the program did not insert a blank line after each line, press the

<enter> key after each line to insert a blank line.
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Entering the Points

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

Documentd - Word

Insert Design Layout References Mailings Review Q Tell me what you want to do

Calibri (Body) ~ |11 ~ A" A" Aa- AaBbCcDc AaBbCcDe AaBhCr AzBbCcl /—\aB AaBbCcC AaBbCcDt

Heading 1 Heading 2 Title Subtitle  Subtle Em...

Paste B I U-sx,x A-%-A- Thormal T No Spac...

¥ Format Painter

Clipboard [ Font &

= I Bullets

1 Position the cursor at the blank line
after the sentence and click on the
BULLETS icon in the PARAGRAPH
group of the HOME tab.

Create a bulleted list.

bt Click the arrow to change the lock
of the bullet.

Documentd - Word

Insert  Design Layout  References Q Tell me what you want to do
o f - - B, — = a
D Calibi(Body) ~|11_~] A | A2 =T AaBbCeDe AaBbCeDe A3BhCe AzBbCcl /—\\a E) AaBbCcC AaBbCeDt
Paste . ol ae O s ’ i : Aasne
- ¥ Format Painter B M etiaes ad A T Norry

2 Enter the point:
185 KW 2.6 litre V6 engine
and press the <enter> key.

Clipboard [} Font ] Paragraph [}

~ A 5

a R R S R A S - I - W R A IR AR -
=|

~

* 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 <enter>
18-inch alloy wheels <enter>

Premium 10-speaker sound system.
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H -0 D

Insert  Design  Layout  References  Mailings  Review  View  Q Tellmewhaty

T - Document4 - Word

LTl 4 . B
I Cut Calibri (Body) ~|14 ~ A A Aa- &

past ER) Copy "

aste - - FANESE .

" W FomatPainter | B 7 U v A= x x| 8- - A

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

Clipboard 5 Font & Paragraph
4 P2 e e Mt e 200 030 4 By B T

Fasten Your Seat Belts
Vulcan has just released the Volcano GTi featypiffg:

e 185 KW 2.6 litre V6 engine
e All-wheel drive

- e 18-inch alloy wheels

* Premium 10-speaker sound system Eont Color

Calibri (Body) = |14

B I U ¥-A-iS-i=- styes

H -0 D

Insert

:n TR > Click on the LINE SPACING icon in
o ; ’ the PARAGRAPH group of the HOME

- : i Calibri (Body) ~|14 ~ A A Aa- &
Pt e BT U aex kAW A- tab and select 1.5 lines.

Clipboard Fl Font Fl Paraj

Line Spacing Options...

Fﬂsteﬂ L AddSpaceBeforcParagraph

Remove Space After Paragraph
Vulcan has just released the Volcano GTi featuring:

e 185 KW 2.6 litre V6 engine
* All-wheel drive
e 18-inch alloy wheels

* Premium 10-speaker sound system

NOTE: i Settingthe line spacingto 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 <enter> key twice turns the

bullets off.
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Chapter

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 2016 SUPPORT FILES.

1  Load Microsoft Word and click on OPEN OTHER DOCUMENTS or close the current
file, click on the FILE tab and select OPEN.

2  Browse to the WORD 2016 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 press the ESC key to exit
from READ MODE.

B Inserting a Header

Let’s place a page title as a HEADER.

aaaaaaaaa = < i ark
ictures Online "~ at Screenshot gy \p Addeins - Online omment Headefgoter Page  Text Quick WordArt Drop
- 7 umber-__ Box- Patse - Cap-

1 Open the INSERT tab of
the RIBBON, click on the
HEADER icon and select the
Ingredients (Metric Measurements) ’7 B L ANK HE ADER S tyle
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Recipe [Read-Only] - Word

ile e Design  layout  References  Mailings  Review i e o do
D D r\ D D B 5 Previous Different First Page CtHeaderfromTop:  |127cm 3 n
# 0 = = L
- 1 - o L Next Different Oddl & Even Pages '+ Footer from Bottom: |1.27em =
Header Footer Page  Date & Document Quick Pictures Online Goto X Close Header
- Mumber~  Time Infor  Parts~ Pictures Footer /| Show Document Text [3) Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close A
3 2 1 . 1 2 3 4 5 6 7 PBe 9

)

2 A partition is added to the top of the
page and the HEADER label inserted
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr | belowit.

ngredients (Metric Measurements)

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

Recipe [Read-Only] - Word

le . Design  Layout  References  Mailings  Review Vi s do

& [E14 Previous ader from Top: | 127cm 2 [ x|

B 5 Eldld 0 E .

: il m 5 Next
Header Footer Page  Date & Document Quick Pictures Online Goto
- Number= Time Info-  Parts- Pictures Footer 3 I th HEADER f t .
Ry o o ntne rame enter:
3 2 1 o 1 c 2 3 4 5 w! 8 LN

CONTINENTAL CHEESE CAKE

and press the <enter> key.

-0 0

=] = Recipe [Read-Only] - Word Header & Footer Taols = - o

Inset  Design  Layout  References  Mailings  Review  View Design Q Tell moas

T, e QLY o B s amed 4 Highlight the HEADER text and
e — ~__ | Dblankline (CTRL+A can be pressed),
= open the HOME tab and change
o | the FONT SIZE to 14 pt, the STYLE
to BOLD and the ALIGNMENT to
: R Tagredicats (Vievic Mesamrement) CENTRE.
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Headers, Footers and Footnotes 8

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.

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

Recipe [Read-Only] - Word

References  Mailings  Review

4 [ Signature Line - TT Equation -

B Date & Time £ Symbol -
[ object -

CONTINENTAL CHEESE CAKE L=

Blank (Three C

] Ingredients (Metric Measurements)

FOOTER icon in the HEADER AND
FOOTER group and select the
BLANK footer style.

H -0 = s Recipe [Read-Only] - Word Header &

Home  Inset  Design Layout  Referenc de Greg Bowden £, Share

File s
BB B B E D g
Header Footer Page  Date & Dacument Quick Pictures Online
- - MNumberr Time Infor Pars~ Pictures

Header & Footer Insert
E NI IR I

Mailings  Review  View

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

Cathy’s Creative Recipes
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H -

G 0O

Insert

[~

Design

Recipe [Read-Only] - Word

File Home Leyout  References  Mailings  Review  View

Pour on top of the

,

EURSTNIRS ST P EE P ST SR SRR NN RS RRN

Catiry's Creative Recipes

:
T r! @ Q F D 4 Previous
RIE EEEEEE
Header Footer Page Date & Document Quick Pictures Online Goto
- Number~  Time Info~ Parts ~ Pictures Header
Header & Footer Insert Navigation
e 2o X oo o200 0300 4

Allow to cool. Remove the tin and chill

Q Tell me what you want to do 8. Share

Greg Bowden

e 2ed 3 Press the TAB key twice to move the

Optians

RN R & ERNISLIN

cursor to the RIGHT JUSTIFIED TAB
STOP and enter the word:

EE T .
e mixture in the tin. Bake at 180°C fo

Page
then press the SPACE BAR.

H ©-¢ 0 = = Recipe [Read-Only] - Word
File Home  Insert  Design  Layout  References  Mailings  Review
5 54 Previous
O OELN R b D ke
b EEIEEEIEEEE

Header Footer  Page

Daje & Document Quick Pictures Online
b .« Y

umber

Click on the PAGE NUMBER icon in
the DESIGN tab of the HEADER AND

ot FOOTERTOOLS. Highlight CURRENT

Crron

POSITION and select the PLAIN

NUMBER style to insert the current

Accent Bar 1

Header & F B Top of Page b oert Navigation
B Bottom of Page N R 23 A s I
the base mixture in the tin.
] Page Margins ‘ Alloww to conl_Remave the tin and g
[#] Current Position Simple
[y Formst Page Numbers.,  Plain Number
Fi Remove Page Numbers /
Plain Number
Number with no farmatting or
Page X accents

page number.

Accent Bar 2

EYRSTES RN PNEE PR SN RN PNEE R FN RS AR N

Page 1

H -0 0 = = Recipe [Read-Only] - Word
File Home  Insert  Design  Layout  References  Mailings  Review
&y 54 Previous
B B E D
- L O 49 ) Next
Header Footer Page  Date & Document Quick Pictures Online Gote
- Number= Time Infor Parts~ Pictures Footer
Header & Footer Insert Navigation
3 2 Lo 1 200 230 4

Pour on top of the
Allow to cool. Ren

D224 1231220 1020 1200 1190 1B 1T 116 1 s18e 1 L

Catiy's Creative Recipes

£ Share

Q Tell me what you want to do Greg Bowden
Different First Page

Different Odd & Even Pages

.+ Header from Top: | 1.27cm

Close Header

e

"+ Footer frem Bottomn: | 1.27 cm

/| Show Document Text Insert Alignment Tab and Faoter
Options Position Close A~
CERN SIS SWIE FRIE FRIT NIRRT SO - TR T,

e mixture in the tin. Bake at 180°C for 1 Y4 to 1 % hours
ve the tin and chill

5 Highlight all of the FOOTER text and
set the FONT SIZE to 10 pt and the
STYLE to ITALIC.
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© Guided Computer Tutorials 2016



Chapter

9

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 OTHER DOCUMENTS or close the current
file, click on the FILE tab and select OPEN.

2 Browse to the WORD 2016 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 press the ESC key to exit
from READ MODE.

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.

Columns [Read-Only] - Word

Review View Q Tell me what you want to do. Greg Bowden £} Share

o B0 Ay
. " | 1 Open the LAYOUT tab of the
S '''''' ~._ | RIBBON, click on the SIZE icon and
e check that the PAPER SIZE is correct
D Japar! is becoming a very popular honeymaon destinatiol fo‘r the paper you WIII be prlntlng on'
s resturarys. oo be corered 8 county of xiremen Itis probably A4.
4 ematem remote hideaways, unspoiled beaches and ancient land

© Guided Computer Tutorials 2016 9-1



Learning Microsoft Word 2016

H - 0 (] [~ Columns [Read-Only] - Word

File — Home Inset  Design Mailings ~ Review  View  Q Tell mewhat youwant to do GregBowden £ Share

Last Custom Setting 5
Top: 3.5ecm  Bottom:3Sem
Left  35em  Right 35em

254cm  Bottom: 2.54 ¢
234em  Right 2.5#
Narrow

Top  127Tcm
Left: 127

o= Breaks -

Spacing L& |& Align~
£ Line Numbers - [

0pt

Selection

2 Click on the MARGINS icon and
check that the margins are set to
NORMAL.

~ Arrange

REREEE TR SR PR PR LRt

Japan is becoming a very popular honeymoon destination
beautiful scenery, friendly people, different cultures, excellel
class restaurants. It can be considered a country of extremes, modern, high tech.

Moderate - cities to remote hideaways, unspoiled beaches and ancient landmarks.
Top 2.54cm _Bottorn:2.54cm

gy immi fiEsi)

B Setting the Columns

H -0 0O =

File Home Insert Design Layout References Mailings

E @ IE "= Breaks Indent

- ) : i Line Numbers = 2=Left 0cm
Margins Orientation 5Size Columns
- < < < bt Hyphenation

Page 5§
a4
~ % Two

. CIT1

LAYOUT tab and select TWO.

s

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.

B o-

File

s D

Insert.

=] s Columns [Read-Only] - Word

Home Design

E @ [E "= Breaks - Indent Sp:cmg

N . N f[ILineNumbers~  3=lefc 0cm - = Before Opt
Margins Orientation  Size  Columns

- - = - b& Hyphenation -

References Mailings Review View Q Tell me what

Page Setup

Sietene2

exciting, yet, although over fifteen include t
million people inhabit the city, it has
one of the lowest crime rates in the
world. This is one of its main
attractions - the streets are relatively al
free of crime and it is safe fo visit the
vast array of night-life. You will need
to be prepared to use public transport
as driving around Tokyo can be very
frustrating and time-consuming.

] Japan is becoming a very popular far north being closer to the Arctic
honeymocn destination for couples Circle experiences cooler
j looking for beautiful scenery, friendly temperatures than the rest of the
people, different cultures, excellent country - the average summer
7 shapping and high class restaurants. temperature is around 20 degrees
] It can be considered a country of centigrade.
B extremes, modern, high tech. cities to
] remote hideaways, unspoiled beaches There are ny
7 and ancient landmarks. available an:
: mmmad 3 The text flows down column 1 first
b Tokyo, the capital is one of the great offer frips fr
T cities of the world. Busy, vibrant and least a daj then into COI umn 2
° .

‘tours offering surfing, windsurfing,
ba diving and snorkeling

198

Tour prices vary greatly, so it is very
important to read each brochure
carefully so that you take the tour you
want. For instance, an air conditioned
coach can add up o 30% on to the
tour cost

If crowds are not your scene, then th
countryside is the place to go. Mount

211010
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Placing Text in Columns 9

Columns [Read-Only] - Word

GregBowden £ Share

4 Click the cursor in any part of
COLUMN 2 and that column
Japan is becoming a very popular far north being clo nOW has active indentS in the

honeymocn destination for couples Circle experi
Ruler.

looking for beautiful scenery, friendly temperatur
people, different cultures, excellent country -

& average sum

7 shopping and high class restaurants. temperature is around 20

] It can be considered a country of centigrade.

7 extremes, modern, high tech. cities to

] remote hideaways, unspoiled beaches There are numerous tour packages
7 and ancient landmarks. available and we have brochures

5 Click on the FILE tab and select SAVE AS. Save the file in your WORD PROCESSING
folder under the file name:

Columns

Remember to turn off READ ONLY RECOMMENDED.

C Justifying the Text

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

GregBowden £ Share

A . L Find -
= 8T ssscen: AaBbC | ABbCeDe, ABbCeDd aasboer FAA D Adbeede dasscepe sezscens B rent
v BcReplace
1 S s TNoS s . -
Normal | Strong Subtitle Title No Spac... Subtle Em.. IntenseE. B E Select -
Styles & Editing A
FRNTE PERT FRREFURT TRRE FO S -

1 Press CTRL+A to SELECT ALL
the text and use the HOME

Japan is becoming a very popular

B honeymoon destination for couples looking Ther™
E = o e tab to set the FONT to TIMES
i 2 oy o e, o, figh h cisge . NEW ROMAN, the FONT SIZE to

cities to remote hideaways, unspoiled

: e == 12 ptand the ALIGNMENT to

Tokyo, the capital is one of the great cities offering surfing, windsurfing]

4 of the world. Busy, vibrant and exciting, and snorkeling. S
k vet, although over fifteen million people .J U TI FY
inhabit the city, it has one of the lowest Tour prices vary greatly,

2 Remove the highlight by clicking the mouse button with the I-BEAM over the text.
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-

Design

(6]

[

Insert

H ©-
File

Layout  References i Q Tellmew GregBowden £ Share

Home

EEEE 30
=] A e 3 Open the VIEW tab of the RIBBON

Views Show

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

a

s Tapars g

around i i brsaaking. The vllge gess,
5. Kaaar, s 3 diverse ange o hops.
inctoding masy show etiods o

4 Notice that the columns are not
even. A COLUMN BREAK can be
inserted to level them.

Although Japen s 2 small coumy there ar
onough difences i Lmde wad

significan differences
oughous the counmy, so the

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.

H -0 0 =

Columns - Word

Home  Insert  Design  Layout  References  Mailings [ © Tell me what youwant to do
[.] D L—\@Dmm"a /I Ruler Q [‘3 [E] OnePage % E D ED"J L—|
< =] Draft Gridlines [ Multiple Pages
Read | Print  Web Zoom 100% New Arrange Split

Navigation Pane B Page Width Window Al

Mode Layaut Layout
Views

Show

1 Position the cursor at the beginning
of the last paragraph in the first

a TN T SR RNRE ST ERRE RRRE SR SRS ¥ R TR

Lt i s s i v e e & g
E is Japan's highest mountain and the terrain
g around it is breathtaking. The village near,

by. Kmtamani. has a diverse range of shops, . i
; inclodiog sy shoviag the mciods of column which starts: ‘Although
: ancient craftsman.  Virtually all the *
- countryside has a natural beauty why

Japan is a small country’.

|Although Japan is a small country there are
caough differences in latitede  and
a longitude to produce significant differences
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10

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 ILLUSTRATIONS group of 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 BLANK DOCUMENT.

Document5 - Word

Design Layout References Mailings

2 Open the INSERT tab of the RIBBON,

B 0nF D o) lag ; :
Couer Bankc page  Tale Fictes Onine Shapes gl click on the SHAPES icon and
Pages Tebles Recently Used Shapes : select the RECTANGLE shape from
a ENNOOOAT LR o .
a~A TR RECTANGLES section.

Lines

DDDDDDC‘

- l—_Pr:ctangIr: 70 <> 810101010,
B etodirLyanoad

H -0 0 =& 5 Document5 - Word

file ~ Home Inset Design  Layout  References  Mailings  Review  View

reg Bowden £ Share
E . L1Bring Forward ~  [F Align ~ l355cm

[~ S C1O (O - | £ Edit Shape ~ - - 22 ShapeFill -
AL L b (5 - E Draw Text Box ‘ Ah(| ﬂ ~| L7 Shape Outline - A [] Align Text - somtion oy 01 Send Backuard _
%N Y — | Q3 Shape Effects ~ A- = Tem DfySelectionPane  “hRotate~ | ¢ 024cm

Insert Shapes Shape Styles [0 Wordart Style) Text Arrange Size [
-6 T PRI RS P A

3 Drag arectangle near the top left of
the screen and the RIBBON changes
to show the DRAWING TOOLS -

FORMAT tools.
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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.

H -6 0 =& s Documents - Word

File ~ Home Inset  Design  Llayout  References  Mailings  Review  View n vhat you want to do Greg Bowden £ Share
. o £ Edit Shape - A . = - [Fangn- |« -
SN 1O O - T Edit Shape »ShapEF\H 1 E .1 Bring Forward [& Align 05 -
AL L5 (5 - EE Draw Text Box Avc Abc - [Z Shape Outline - A [2] Align Text = = ' send Backward -
. = Position Wi 624.cm

~r b . Vrap N =
KBRS Adhd ~ | &¥ Shape Effects ~ A - +  Text- 0l Selection Pane A Rotate - ¥=¥

Insert Shapes Shape Styles 3 WordArt Styles Text Arrange Size noA

Move the pointer over the bottom right
D S corner ‘handle’ until the pointer changes

¢ I to a diagonal line with arrows at each end
4\ then drag the corner’handle’towards the

centre of the rectangle to reduce its size.

The icon to the right of the object allows you to control how text

interacts with the object. This will be covered in Chapter 11.

Drawing Other Shapes

You can select other shapes from the INSERT SHAPES group of the DRAWING TOOLS
- FORMAT tab of the RIBBON or return to the INSERT tab of the RIBBON and use the
SHAPES icon.

1 Draw some lines, arrowed lines and ovals
by choosing the LINE tool, the ARROW
tool and the OVAL tool in turn from the
from the INSERT SHAPES group.

H -0 D
file ~ Home Inset  Design  Layout  References  Mailings  Review  View

B~ Oog, 22 Shape Fill =

AL L5 & (5 ] Draw Text Box Abc O ~| LZ Shape Outline - A
wordart fiyle
3040 d . 3

~] & Document5 - Word Drawing Taals

AL Y s @ Shape Effects

Insert Shapes Shape Styles
P
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Document5 - Word

layout  References  Mailings  Review  View

[~ 1O O £ Edit Shape - . &lshapem- E L Bring Forward ~ [ Align ~ £l 367 em
AL L& (5 - E Draw Text Box Abc Abc ~| L Shape Outline - A [3] Align Text - = I Send Baclkward -
b~ N\ e e . Position Wrap _ . =426 cm
A ERIAS R 15 ~| 3 Shape Effects ~ A~ - Text- ols Selection Pane hRotatev  ¥=¥ ™ -
Insert Sha pes Shape Styles 7] WordArt Styles
o 12 Hold down the SHIFT key as you

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

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

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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—] 5 Documents - Word

H -6 DO

[£3] = [m]
File

[~ 1O O £ Edit Shape - . O ~| L2 ShapeFill~ A m 2 CliCk the mOUSG bUttOh With the
AL L (5 - EDraw Text Box Abc Abc ~| LZ Shape Outline - B . . .

USRS G et - Ha- pointer over an OBJECT to receive its
‘handles.

Review View

Home  Inset  Design  Layout  References  Mailings

Insert Sha pes
R

NOTE: If an objectis 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 BACKSPACE key and the OBJECT will be removed.

4 Click on the arrow next to the UNDO
<step> icon in the QUICK ACCESS
TOOLBAR.

N

| 5 Alist of the steps you have done is
provided with the last one listed first
down to the first object you drew.
Select CLEAR to remove that step
and return the object to the screen.

—

NOTE: i If youselect more steps from the UNDO icon, more steps will be
removed. Pressing CTRL+Z will also undo previous steps.

ii  The CUT icon from the EDIT group of the HOME tab can also be
used to delete OBJECTS.

10-4 © Guided Computer Tutorials 2016



Chapter
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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 Coral Draw. 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 BLANK DOCUMENT.

i s i Layout References Mailings Review 7
B covrroge- | e | PSS [D) IZI 2 Open the INSERT tab of the RIBBON
& o - . q
EB\ank Page Table i ~y apes smartArt Chart Screenshot .’M"Add-in"- and CIICk On the PICTURES |C0n.
' Page Break - Pictures  ~ - : )
Pages Tables lk llustrations Add-ins
L From File Metelen 20 304005,
Insert pictures from your computer
o or frem other computers that you're
°| connected to.
-; 0 Tell me more
3| Insert Picture “
® < 4 L » ThisPC » Local Disk(C) » Program Files » CommonFiles » MS Graphics v ¢ | | SearchMs Graphics »
Organise + New folder =~ [ @
EH Microsoft Word " %‘ Eﬁx ?ﬂﬂa 2
Q ."l A%
= 2 d R
e “;ES AGODOD4_ AGOODI_ ezl AGODO3T_ e
3 Access your school’s graphics library,
f] ) ) " ’ . o
select an image and click on INSERT.
0 Jd w o
(43 WD SmartWare on ps AGD0126_ AGDO129_ AGO0130_ AGOD135_ AGO0139_
Chmesie - 50 N - ke
File name: | AGOD040_
Tool

NOTE: i Ifyoucannot find animage, there are two images in the CHAPTER
11 folder of the WORD 2016 SUPPORT FILES that can be used.

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

o B |2 = ] = o = | arntne S
[E3 Artistic Effects ~ ] Reset Picture - | BL Picture Layout - Pw.m” L:p. Eil: Selection Pane  “k Rotate -
: 1 Move the pointer over the bottom
: right‘handle’and drag it down and
— = . . .
: ol o
7 )*_( - to your right to increase the size of
: €L\ the image.
* €})
5 e X \
; \\y:- o
t %,

2 You can accurately resize an object using the SIZE group in the PICTURE TOOLS -
FORMAT tab.

Greg Bowden 9, Share

e R | S D = = O | B

[53] Atitic Effects + G Reset Picture. - | B pictureLayouts | " TP O celectionPane 5 Rotate
= 3 With the image selected, enter
PN 4 cm in the HEIGHT box in the SIZE
| \))\ group of the FORMAT tab and press
r <enter>.

NOTE: Theimage isresized and the WIDTH box in the SIZE group adjusted in
the same ratio to keep the image size proportional.

4  If you want to adjust the size of an image in more detail, the SIZE dialogue box can
be used.
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5 Click on the arrow at the right of
the SIZE group to display the SIZE
dialogue box.

Corrections~ [ Compress Pictures
& Color - 3 Change Picture

| |l | o] ol ol Pasition Wrap

[23] Artistic Effects - 3] Reset Picture ~ Text- Gl Selection Pane  “k Rotate -
— =
: pasion | Tet Wiapoin | 6 LOCK ASPECT RATIO can be turned
g | offand the HEIGHT and WIDTH

entered if you want to adjust
the size of the image to specific
dimensions then click on OK.

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 The Colour Command

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

(m]

jen S Share

Corrections~  [=] Compress Pictures e ] P e g L# picture Border Fllaem
& color~ 7 Change Picture | |l || el ol el ~| @ Picture Effects ~ b
23] Artistic Effects ~ “9i] Reset Picture ~ | BL picture Layout - s 360
Adjust Picture Styles 5 ~
2 1 a 1 2 3 4 H 8 9 10 1 12

] ) Wrap PO
1 Click in the WRAP TEXT icon in the
FORMAT tab and select SQUARE

then move the image to the right of
the screen.
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NOTE: i Movingthe image to the right of the screen will allow you to see
the adjustment effects that can be applied to it.

The text wrapping can also be set using the LAYOUT OPTIONS icon
at the right of the image.

Click on the COLOUR icon in the
PICTURE TOOLS - FORMAT tab then
move the pointer over some of the
colour styles and select one.

Corrections Color A
+  Effects~ ‘] Reset Picture ~

ture Styles

Color Satui n

B SN e TN o e U o CR T o
01 01 6101 01 G) Gl

Greg Bowden £ Share

|< [} 1= Compr E ], Bring Forward ~ [ Align - £ [ Height:[3om
= EiChange Picture | || ] o o ~ = I sendBackward *
Corrections | Coler_igistic . Position Wrap _ a3 o Width: 361 cm =
- - a—cset Picture - | B, Picture Layout = +  Text~ Clle Selection Pane h Rotate Gl b -

range Si A~

3 Set the COLOUR icon to WASHOUT
to dim the image.

G6HE B8R

NOTE: Washout is used to create a watermark image when you want text to

flow over the dimmed picture.
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