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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.

Microsoft Word

Templates

Creative resume,
designed by MOO

Calendar

:
@ Blank Documgp r Take Notes

Sharg#with me

Recent

Oo
(=2)
Shared

3 Templates (prepared document
layouts) can be selected from the
main section of the screen or more
templates are available online.

r

Recent documents will appear here

B3

Open

Microsoft Word

Templates

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

[} Take a
ome tour
Welcome to Word Take Notes Calendar Creative resume,
@ designed by MOO
New
m Pinned  Shared with me

Recent
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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.

Sat 11 Mar 2:26 pm

& Word File Edit View/lnsert Format Tools Table Window Help

-
Document1 Q &

Home Insert Draw Jfesign Layout Reference: 2Mailings Review View ( Tellme [ comment ts 7 Editing ¥ Share

vim T | == 5= | A L | | -
=y e 3= | 2] ‘ AaBbCeDdEe | AaBbCeDdEe AaBbCcDe &, | A \Q}
= £ S iR - lormal No Spacing Heading 1 Headina. 2. _— Dintata Editor

Quick Access Toolbar l Ribbon i

"—"D, cabri(Bf. v 12 v AT AT Aav | B

Insertion Point

or Cursor

Zoom Controls

View Buttons

Status Bar

Page 10of 1 0words [ “\English (Australia) ?f,Accessiblhly. Good to go

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.

1-2 © Guided Computer Tutorials 2023
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Insert Format Tools Table Window Help

& Word [File Edit  View
B 4

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

New Document & Document1

New from Template... HRP

Home  Ins¢ arences  Mailings  Review View ( Tellmg

Open...

[ o= as tools for completed files.
Paste o | Close
As...

Save as Tetnplate...

Share
Always Open as Read-only
Reduce File Size...

Page Setup...
Print...

Properties...

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

B The Quick Access Toolbar

& Word File Edit View Insert Format Tools Table Window Help

"0 @0 wusen @or 08900 B v The QUICK ACCESS TOOLBAR is
Home Insert Draw Design Layout References M.awllngs Rewei,  View O Tellme | above the RIBBON. It has buttons
T I =. e.u. | tosave orundo steps. You can also
add extra command buttons to it.

e Calibri(Bo.. + 12 v A A | Aav B
m
Past

@ Word File Edit View Insert Format Tools Table Window Help

|

2 Click on the 3 DOTS icon at the right
of the QUICK ACCESS TOOLBAR and
a list of commands will be displayed.
(R Select commands that you may
, Send pocument need, for example, the NEW and
SAVE AS options.

® Autosave @orr (M) B D v O @ == Document1

Home Insert Draw Design Layout  Refi ]
+ Automatically Save

ﬁlj' Calbbri(Bo.. v 12 v A" A" A pow

4 B I Uva x x [A~ £ Home

v Repeat

v Print
Editor. Check for Spelling, Grammar, and Writing Issues
Read Aloud
Draw Table

More Commands...

© Guided Computer Tutorials 2023 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.

® Word File Edit View Insert Format Tools Table Window Help O o == o i

00 im0 ABD-CODN B - . 1 When you first load Microsoft Word

Home ~<ffes: ocion | avout  References Mailings ~ Review View Q Tellme

Calbri(Bo.. v 12 +v A" A" Aa~ e e R I - = ] the HOME tab Of the RIBBON |S

-

g BIU-ex ¥ [A-2-A- el 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 tools and a thesaurus.

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

Help Tab: Contains help, support and training tools.
—
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Aligning Text

Chapter

2

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 2023 SUPPORT FILES folder.

. OneDrive - Personal

info@gct.com.au

Other Locations

On My Mac

Microsoft Word

@ Recent Folders
GB

1 If you are starting a new session,
load Microsoft Word, select OPEN
in the START screen and select the
location of the Support Files.

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

@ Recents

A Applications
[ Documents
= Desktop

© Downloads
{2} gregbowden
J3 Music

&a) Pictures

Photos

< m~ ==« 3 Chapter 2 Q
Folder shared with File Sharing
7 BU aug 2022 B Chapter 2 > @) Chapter 2.docx
3 cht 3 Chipter 3
[ ch2 > [ Chapty 4 >
77 Chapter

77 Excel 2022 Support Files (Mac) >
7 Movies > 77 Chapter 6
T Storage > 7 Chapter 8
7 Word 2023 Support Files (Mac) gz "7 Chapter 9
h T2 Chapter 11

77 Chapter 14

3 Select the WORD 2023 SUPPORT
FILES folder, open its CHAPTER 2
folder, select the CHAPTER 2 file and
select OPEN .

77 youtube

Online Locations

Options

© Guided Computer Tutorials 2023 2-1
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Microsoft Word

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

The author would like you to open this as
read-only, unless you need to make
changes. Open as read-only?

.' Word File Edit View Insert Format Tools Table Window Help

-
) AutoSave @OFF (1) [ ‘D Chapter 2 - Read-Only — Saved to my Mac
Home Insert Draw  Design Layout References Mailings Review  View Q Tellme [J Comments {@?viewing 12 Share
T
Paste Styles | Dictate | Editor
s Pane

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

Duplicate
/ L3

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.

Favourites save As: [ Chapter 2

A Applications

Tags:
[ Documents
(= Desktop < My |~ 1 Word Processing
@® Downloads Folder shared with File Sharing 6 AcceSS your STORAGE fOIder, open

) gregbowden
I3 Music

7 BU aug 2022 > == Word Processing
cht
ch2
Excel 2022 S...t Files (Mac) >
2 Movies

the WORD PROCESSING folder, leave
the FILE NAME as CHAPTER 2 and
click on SAVE.

() Pictures

pEm

Locations

ags = Storage
T2 Word 2023...ort Files (Mac) >

T youtube >

I I

Online Locations File Format: Word Document (.docx)

New Folder Cancel

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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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.

" Word File Edit View Insert Format Tools Table Window Help

Pt s ~vmsmml 2 Click on the LINE AND PARAGRAPH
Home im.' SR SPACING icon in the HOME tab of
-2 4 theRIBBON.

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

over the appearan

of typestyles, use columr

Add Space before Paragrap!
A word process et
Microsoft Word hasman  Add Space after Paragraph
e a

over th Gt GO, U Gt WIbpIaY WIS (AL 1
of typestyles, s or add graphics, just to mention a few

@ Word File Edit View Insert Format Tools Table Window Help

Q 2«Coe b - @ Chapter 2

Home Insert Draw  Design Layout References Mailings Review View Q Tellme

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

line spacing.

=

AutoSave @ oFf

Times vz v A A Ay A

Pste g B I Uvab x, X Av2vAv

A word processing progr
Microsoft Wordhas man 3.0 atrol

over the appearance of yi  Lin€ Spacing Options... aricty

Add Space before Paragraph  ilities.
add Space after Paragraph

A word processing Prograr auoWogzu w use a vompure w e
Microsoft Word has many powerful fltesgs that give you enormous contral

R TR e] 5 Just the line spacing of the first
paragraph is set to a double line.

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.

Times

AutoSave @ oFF

Home Insert Draw

Paste o B I Uvab x, X

.' Word File Edit View Insert Format Tools Table Window Help
5 @ Chapter 2

B 2-Ce0B

Design  Layout References Mailings Review View @ Tellme

vz v A A Ay A

Av2-A- El=z== [E

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

Dictate  Editor

Styles
Pane

v 20
A word processing prog 5 5
Microsoft Word has man 3.0

L ahysay  Line Spacing Options...

L3
of typestyles, use columr  Add Space before Paragraph ilities.
Add Space after Paragraph

A Word Processing Progratis auows yuu o use @ CULIPUICE 0 CHISE (EAL:
Microsoft Word has many powerful features that give you enormous control

General

Indentation

Spacing

Alignment:

Outline Level:

Left:

Right:

Paragraph

Indents and Spacing Line and Page Breaks

Left

Body Text

0Ocm

1.24 cm

Mirror Indents
Automatically adjust the right indent when the document grid is define,

Before: 0 pt <
= Line spacing: Multiple At: <

After: 0 pt

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

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

) opened. Set the LINE SPACING box

. Seeckl (o) @B : to MULTIPLE then click once on the

UP ARROW next to the AT box to set

the spacing to 3.5 LINES.

powerful features that give you

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

Microsoft Word has many

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

Tabs... Set as Default

3.5 lines.

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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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 There aretimes 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 2023 SUPPORT FILES.

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

2 Browse to the WORD 2023 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 and select YES to the READ-ONLY message.

4  Collapse the VIEWING message, click on the DUPLICATE icon below the RIBBON,
access your WORD PROCESSING folder and save the document as:

Mistakes

© Guided Computer Tutorials 2023 3-1



Learning Microsoft Word 365, 2023

Checking the Spelling of the Document

@ Word File Edit View Insert Format Tools Table Window Help

-

() AutoSave @oFF () @06 - D Mistakes — Saved to my Mac

Home Insert Draw  Design Layout References Mailings Review View @ Tellme CJ Comments

== (5| ¢ [

Arial vz v AN

e g BT Uve x X A~ O L = 1 Notice that possible spelling errors
i have been underlined in red.

A word progesing prg##am allows yy to use a computer to enter text. Microsoft
Word has many powerfull features that give yy enormous power over the
appearence, of your documents. You can display text in a variety of type styles
and sizes, use golums or add graphics, just to mention a few posibi

Window

& Word Insert Format Tools Table

File
AutoSave @ oFF () @0 B - D Mistakes — S

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

SPELLING.

Edit View Help

—

Home Insert Draw  Design Layout References Mailings Review View Q

Ti—j Delete

Editor Iransiate Language New N |, Show Comments v
Spelling 5nd Grammar Comment Previous

A word progesing program allows yy to use a computer to enter text. Microsoft
Word has many powerfull features that give yy enormous power over the
appearenge, 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 posibiles,

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

& Word
O AutoSave @0 (N B @06 - D} Mistakes — Saved to my Mac

File Edit View |Insert Format Tools Table Window Help

=

Home Insert Draw Design Layout References Mailings Review View Q Tellme

abc
27 N [ b, M T Delete ¥ 7 gy E
v v Bpy Al Mar
W% ax A Resolve j
Editor __ Read Check Translate Language New [ Show Comments v Track [N Mark-ud

e
B Aloud  Accessibility Comment Previous
4 3 2 1 % 1,2 3,4 5 6 7 8 9 10 11 12 136 14 15, 16 17 18

Changes

Editor

X 7 remaini

Spelling
A word progesing program allows yy to use a computer to enter text. Microsoft Not in Dictio
Word has many powerfull features that give yy enormous power over the

of your documents. You can display text in a variety of type styles

appearense,
and sizes, use colums or add graphics, just to mention a few -
~ A word procesing program allows yu to

use a computer to enter text.

b Consider:

i processing .
o meting out, B¥ng out, handir
L

4 Suggested words are provided in
the CONSIDER frame. In this case
click on the PROCESSING, which
is the correct word and it will be
inserted in the passage.
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® Word File Edit View Insert Format Tools Table Window Help
° AutoSave @oFF () D v Db B -
Home Insert Draw Design Layout References  Mailings Review View Q Tellme
abe
55 ) E; ek 7’, + Delete Nert I_TB o [
& 4 up
E- A s ax” A ij e / 52

Editor Read Check Translate Language New e . ack Mark-up Optior
£ Aloud  Accessibility Commen ¢ £ provious AN changes D) up et

& Mistakes

| 5 powerfu||’|s probably the next
highlighted word.

1

o remainin & >

Spelling
Not in Dictionary

Aword processing program, < a computer to enter text. Microsoft

Word has many £ that give yy, enormous power over the

apnaatsmaaf your documents. You can display text n a variely of ype styles
ise Golums or add graphics, just to mention a few posibiles,

features that give yu enormous power
over the appearence of your documents.

Microsoft Word has many powerfull ]

Consider:

powerful ;
commandlngMMo

| 6 Click on‘powerful’to replace it. '

NOTE: Microsoft Word sometimes does not highlight misspelt words in the
order that they appear in the document.

.' Word File Edit View Insert Format Tools Table Window Help

7 The next misspelt word is
highlighted. ‘Yu’ has been mistyped
twice in the passage. When this
word is corrected other occurrences
can also be updated.

Home Insert Draw Design Layout References Mailings Review View @ Tellme

ch 7r + Delete e F& I
o . ex =79~ Bpy Al Markup
ﬁ- - D& az” A Ao ]
Editor __ Reaa Check Translate Language New L] Show Comments v Track  [M Mark-up Optia
g Previous es

Accessibility Comment t Chang
q 321 s

A word processing program allows yy to use a gff#lter to enter text. Microsoft
Word has many powerful features that give yii Siiormous power over the
appearence of your documents. You can display textin a variety of type styles
and sizes, use golums or add graphics, just to mention a few

Microsoft Word has many powerful
features that give yu enormous power
nce of your documents.

8 YOU has been correctly provided in
the CONSIDER frame. Click on the
SEE MORE dots to its right, select
CHANGE ALL and all occurrences of
the misspelt word will be updated.

NOTE: i 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.

There are other options provided next to words in the CONSIDER
frame. Such as having the suggestion read out to you or spelt out.
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& Word

File Edit View Insert Format Tools Table Window Help

o AutoSave @oFF  (7) D~ Db B - B Mistakes
Home Insert Draw Design Layout References Mailings Review View Q Tellme

f v A)) I:‘%’ 5§ . 7|. —le—jl Delete R
c

Resolve

Mon 13 Mar 3:34 pm

9 ‘appearence’should be the next
word highlighted.

Editor Read heck Translate Language New o
= Aloud  Accessibility Comment | Previous {1 show commy Changes
4 3 2 1 X 1 2 3 11 12 13 14 li 16 17 18 Editor °
I X 3remaining < D>
Spelling

A word pro "9 program allows you to use a computer to enter text. Microsoft Not in Dictionary
»y powerful features that give you enormous power over the

of your documents. You can display text in a variety of type styles
and sizes, use golums or add graphics, just to mention a few posibiles,

|[Microsoft Word has many powerful
features that give you enormous power
over the appearence of your documents.|

Consider:

appearance =
entrance, advent, attendance

; /

10 ‘appearence’should be spelt
‘appearance’ which should be
provided in the CONSIDER box, so
select it.

11 Change’coluns’to ‘columns:.

Manually Changing Words

There are times when the dictionary cannot suggest any words. ‘POSIBILES'is an
example of this. In this case you need to enter more of the word manually to help the
program find the correct word.

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

@ Word File Edit View Insert Format Tools Table Window Help

° AutoSave @OFF (1) 2R 0B - B Mistakes

Home Insert Draw Design Layout References Mailings  Review View Q Tellme

f @ AD E%( 5§ . A7|_ —L:',_j Delete oo EZ,V B
Check

-

Resolve

Protect Hide Ink

Editor Read ol Translate Language New o Track Mark-up Options v Reviewing  Accept Compare
E Aloud | Accessibility Comment ] Previous v Show Comments Changes B pe
3 2,1 %, 1,2, 3 4,5 6 7 8 9 10 11 12 13 14 15, 16 17 18 5
i a) \ ! ' : - J ’ AR Editor (<]
~ X 1rerfaining < D>

A word processing program allows you to use a computer to enter text. Microsoft
I Word has many powerful features that give you enormous power over the

appearance of your documents. You can display text in a variety of type,
and sizes, use columns or add graphics, just to mention a few posibiles.

Not in Dictifinary

styles and sifes, use columns or add
lgraphics, jusffo mention a few posibiles.

M Consider: ~
I possibilism

[No reference information]

'You can disEy text in a variety of type

possibilist
[No reference information]

possible
& conceivable, imaginable, thinl
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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 2023 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 2023 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, collapse the VIEWING tab
then select DUPLICATE and save the document in your WORD PROCESSING folder
as:

Chapter 4

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

& Word

File Edit View Insert Format Tools

() AutoSave @OFF ()

20 B -

Home Insert Draw  Design Layout References
fﬁv Times v v AA Aav A
Pﬂs‘e\y B I Uva x, X AvZvA-
3 32 1
8
Page1of3 572 words  English (United States) % Accessibilit

Table

Window  Help Thu 16 Mar 3:15 pm
Q

12 Share

%) Chapter 4 — Saved to my Mac oP

Review View Q Tellme

b

Mailings

 Editing
1 At the moment the cursor will be at
the beginning of the document.

CJ Comments

=

A

T

[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.

COPY 2

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

A word processing program allows you to use a comput
The Microsoft Word program has many advanced featus
enormous power over the appearance of your document
display the text in a variety of typestyles and sizes
graphics, just to mention a few possibiliti

#CWword processing program allows you to use a comput
The Microsoft Word program has many advanced feature!
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.

y: Good to go 3 Focus M=)

+ 100%

5

@ Word File Edit Format  Tools

Insert

View

AutoSave @

Home Insert Draw Design Layout References
Dv Times v v AN Ay A
Paste o Bl I Uva x x Av v A

Table

Window Help

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

" display the text n a variety of typestyles and sizes, use cONNHRSISRENS
graphics, just to mention a few possibilities.

i Chapter 4 — Saved to my Mac

Mailings Review View Q Tellme

= | 4l

T

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

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

A word processing program allows
The Microsoft Word program has many
enormous power over the appearance of your d
display the text in a variety of typestyles and sj;
graphics, just to i ESIOLLLES.

lo use a compu

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

Page 2 of 3 <words  English (United States)

% Accessibility: Good to go

4-2
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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.

@ Word File Edit View Insert Format Tools Table Window Help S @ B © m)y & Q & Thul6Mar 3:32pm

'Y AutoSave @OFF () e 0 B - échaptem—Saved to my Mad ]
m Insert Draw Design Layout References ailings Review View Q Tellme 1 Use the SCROLL BOX to Scro" to the
ﬁ':lv Times vi1a AR Rav A EEviEvEe EE= 809 ﬁrst part of COPY 5.

Pste o B I Uva x, X Av2vA-v =E=[1=v| O

display the l;:xt ina vade‘ly of li/peslyies ancf sizes, use column

<

@

graphics, just to mention a few possibilitie:

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 yOtdocumen
display the text in a variety of typestyles and st use
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.

@ Word File Edit View Insert Format Tools Table Window Help

) AutoSave @oFF () 206 - @ Chapter 4 — Saved to my Mac

Home Insert Draw Design Layout References Mailings Review View Q Tell

o 4 C(lick the mouse button with the
[-BEAM just to the left of the'C’in
‘Copy 5.

ﬁ]v Times v1a v AN Ay A
5 B I Uva x, X Av&©vA-

‘ (‘:Iispla‘y the text in Zliety of t)"pestyl‘es
graphics, ju. ‘nention a few possibilitie:

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

" Word File Edit View Insert Format Tools Table Window Help
) AutoSave @OFF (R 2Coe 0B -
Home  Insert ge.Dasion._lavout References  Mailings  Review  View © Tellm

73 SmartArt
=]
‘v

. ~ ([lf chart v
Pages lable Pictures Shapes Icons 3D 1 Links
Models (g Screes -

' 5 Open the INSERT tab of the RIBBON,
click on the PAGES icon and select

PAGE BREAK (on larger screens there
may be a separate PAGE BREAK icon.

@ Chapter

Media

Gy Lk Gop dlsplay tha text in a variety of types%ylve.s'an Zes, use cora
graphics, just to mention a few possibilities.

Page Page Break

Insert a Page Break

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

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

COPY 5

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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S

Find and Replace

Words or phrases in a document can be found and replaced 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 2023 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 2023 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, collapse the VIEWING
message, 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.

Table Window Help

View Insert Format Tools

@ Word File Edit

1 Open the VIEW tab of the RIBBON
and select NAVIGATION PANE to
open that pane at the left of the
screen.

2 In the NAVIGATION pane click on its
. FIND AND REPLACE icon.

NOTE: You can also display the EDIT menu, highlight FIND and select REPLACE
to open the FIND AND REPLACE section of the NAVIGATION pane.

© Guided Computer Tutorials 2023 5-1



Learning Microsoft Word 365, 2023

3 Enter: you inthe SEARCH box of
the NAVIGATION pane and all the
i Word File Edit View Insert Format Tools Table Window Help occurrences of ’you’ are h|gh|ig hted
including parts of words that

I

contain ‘you’such as ‘your".

AutoSave @OFF () o0 B -

Home Insert Draw  Design  Layout References Mailings Review View Q Tel

E‘g‘@ [=] outline Dgl) v Ruler O\ D;m 3:;::;995 —L

Gridlines
Print  Web Focus Immersive Zoom Zoom
: Draft P il o
Layout Layout Reader V' Navigation Pane t0100% < Page Width Window  All

D= Blal of MR

¥V FIND AND REPLACE

2

X

LEARNING WORD PROCESSING

A word processing program allows you to usg g/computer to enter text.

Replace All Replace i The Microsoft Word program has many adva$”ed features that give you
15 enormous power over the appearance of your documents. You can
MATCHES: Result 1 of 24 display the text in a variety of typestyles and sizes, use columns or add
n graphics, just to mention a few possibilities.
A word processing program
allows you to use a computer to ©
program has many advanced COPY 2
features that give you enormous i
give you enormous power over m A word processing program allows you to use a computer to enter text.
the appearance of your The Mi ft Word program has many ad d features that give you
D il elapesaranceiol o enormous power over the appearance of your documents. You can

your documents. You can display
A word processing program
allows you to use a computer to

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

@& Word File Edit View Insert Format Tools Table Window Help 4 EaCh SearCh reSUIt iS "Sted in the
BT Y NAVIGATION pane. Click on the
second frame and the second
highlight is selected.

Home Insert Draw Design Layout References Mailings Review View Q Tel

ER & ouine [T | @me Q [y Bomer=
223 Lk <) EEl Multiple Pages

Gridlines
Print  Web Focus Immersive Zoom Zoom
=] Draft P M o
Layout Layout Reader V' Navigation Pane t0100% < Page Width

r 3,2 1‘\\1 2 3
L = B al o, Bl

¥ FIND AND REPLACE

you v |

¥ Find cory1
p=7/0rd 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.

Replace All Replace <

MATCHES: Result 2 of 24

A word processing program
allows you to use a computer to
program has many advanced
features that give JII1] enormous

COPY 2

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

give you enormous power over The Microsoft Word program has many advanced features that give you
the appearance of your L. enormous power over the appearance of your documents. You can
power over the appearance of Aicoloc il i i £ 1 A ! ad

NOTE: i The currentfound item is highlighted in OLIVE, the next or previous
found items are highlighted in YELLOW.

The NAVIGATION pane is also called the SIDEBAR.
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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 2023 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 2023 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, collapse the VIEWING
massage then select DUPLICATE and save the document in your WORD PROCESSING
folder.
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Changing Margins Using Page Setup

File Edit View Insert Format Tools Table Window Help O m T Q2
AutoSave @ oFF (1) @0 B - ) Chapter 6 — Saved to my Mac
Home Insert Draw Design Layout References Mailings Review View Q Tell me [J Comments
El'jv Times vz v A A Aav A EEviEv T 4aBbCeDdEe  AaBbCcD AsBbCDAEe ﬂ
Paste < B I Uvab x 2 Av 2~ A . ==== Emphasis Heading 1 Strong s;;::]ees

3 32 1

A word processing program allows you to use a
Word has many powerful features that give you
appearance of your documents. You can display}
use columns or add graphics, just to mention a fc

1 Notice that the right side of the
e Ruler finishes at about 14.75 cm.
Word has many powerful features that give you

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

@ Word File Edit View Insert Format Tools Table Window Help S @ B8 90 m» = Q

S —— 2crns o ) Open the LAYOUT tab of the
RIBBON.

Text

All

AutoSave @OoFF (1)

Home Insert Draw Design Layout afazancos Moilings _ Review  View Q Tell me|

0~ By [ORE
Margins Orientation US Letter

3 21.69 cm x 27.94 cm

Indent Spacing

. e v I Line Numbers v
(]

eft:  0.25cm 1= Before: 0pt

thenation v =< Right: 015 cm 1= After:  Opt Forwards Backwards  Pane.

US Letter Borderless
21.59 cm x 27.94 cm

US Legal
21.59 cm x 35.56 cm

A5 JA word processing program allow :
14.8 cmx 21 cm mmsC T Ctiu] ealures that give you

3 Click on the SIZE icon and set the

- PAPER SIZE to the paper you will be
E ;tmmjﬁ s o 1 graphics it 1o menton . printing to. (It is probably A4.)
X A word processing program allows you to use a

12 A4 Borderless Word has many powerful features that give you el

.' Word File Edit View |Insert Format Tools Table Window Help
"
AutoSave @oFF (1) 2:-CeDb B - @ Chapter 6
Home Insert Draw Design Layout References Mailings Review View Q Tell me

@ g v I v (=] v 2o 30 UineNumbers v ndent SEENE
= = 5=

S Left:  0.25cm 1= Before:  0pt

. =< Right:  0.15 cm
D Last Custom Setting =l
i Top: 3.5 cm, Bottom: 3.5 cm, Left: 3.5 cm, Right: 3.5 cm

@ Nomal €

Top: 2.54 cm, Bottom: 2.54 cm, Left: 2.54 cm, Right: 2.54 cm
A

‘ R
D Narrow JA word processing program allows you to use a computer to enter text. Microsoft Word

Top: 1.27 cm, Bottom: 1.27 cm, Left: 1.27 cm, Right: 1.27 cm has many powerful features that give you enormous control over the appearance of your
documents. You can display the text in a variety of typestyles, use columns or add

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

@ Word File Edit View Insert Format Tools Table Window Help
=

() AutoSave @OFF () 29:Ce Db B - @ Chapter 6

Home Insert Draw Design  Layout References Mailings Review View Q Tell me G Comments

@ V) [li_hl > IE V) © —%— v 11 Line Numbers v (et Sbechng E’—‘k ‘S ©

Left:  0.25cm 1= Before:  0pt
Margins Orientation  Size  Columns Breaks

<><>
<><>

Position Wrap  Bring Send  Selection Align  Group  Rotal

> )
Hyphenation v
b Hye! Text Forwards Backwards Pane

Right: 0.15 cm Y= After:  Opt
r 2 1 Y 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18
¢ A

5 The right margin on the page has
changed to about 16 cm.

A word processing program allows you to use a cor
has many powerful features that give you enormous
documents. You can display the text in a variety of
graphics, just to mention a few possibilities.
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Margins and Indents 6

6  You can set custom margins when required. Display the FORMAT menu and select
DOCUMENT.

Document

Margins _Layout

/

Top: 3.5cm
Bottom: 3.5 cm
Left: 3.5cm S

Right: | 2.5 cm 0

Gutter: 0cm

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.

Gutter Position:  Left

Pages

-

Multiple Pages: Normal

Apply to:  Whole document

N

Default... Page Setup... Cancel m

@ Word File Edit View Insert Format Tools Table Window Help
|

° AutoSave @ oFF () 2:Ce b B - R Chapter 6
Home Insert Draw Design Layout References Mailings Review View Q Tell me (3 Comments
N L | 1% LineNumbers v Indent Sbecing N |Dl:I
E ’ [Ii—b‘ ’ “3 Y YT 5Z Left  025cm  { 1= Before: Opt ’ =
Margins Orientation ~ Size ~ Columns Breaks & pyphenation v = mght: (o6 em 5] 4= after: [0t - Position v;/;:f Fo?\;g?ds Bacs;x:(ds Se}l)eat;‘l;on Align  Group  Rota}
r’ 3 2 1 b 1 2 3 4 5 6 7 8 9 10 11 12 13 ;];4 15 16 17
i 8 Notice that the Ruler now finishes
_ closer to 14.0 cm as we have made
A word processing program allows you to u:
Microsoft Word has many powerful features . o
i aerie e oo 01— the left and right margins larger and
I of typestyles, use columns or add graphics, j

reduced the print area.

Manually Adjusting Page Margins Using the Ruler

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

@ Word File Edit View Insert Format Tools Table Window Help

.

() AutoSave @oFF (1) 2vCe D& - @ Chapter (

Home Insert Draw  Design Layout References Mailings Review View Q Tellm

@ v [F_BI ) ]D ” o =L 0 17 LineNumbers v Indent pacing
— = Bafes

Margins Orientation ~ Size  Columns Breaks bac> Hyphenation v

1 Move the pointer over the right
boundary of the left shaded area in
the Ruler, which is the LEFT MARGIN.
The pointer changes to a horizontal

arrowed line.

B
Left Margin
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@ Word File Edit View Insert Format Tools Table Window Help

AutoSave @oFF () 2+-Ce b -

Home Insert Draw Design Layout References Mailings Review View Q Tellm|

@D Chapter |

— 2 Drag the boundary to the right so
M- Py 5B« b wmemmn o Soacng___ that the LEFT MARGIN box is 5.0 cm
5Z Left:  0.25 GRsemi— ] W|de.

Margins Orientation  Size  Columns Breaks bac- Hyphenation v

Left Margin

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.

@ Word File Edit View Insert Format Tools Table Window Help
o R 2-Ce b B -

B Des“"u“L“’_"'_ . M'g . Vw Y™™ 3 Increase the TOP MARGIN to 4.0 cm
E Hh-E-= L S men ¢ iZeee om by dragging the bottom boundary

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

AutoSave @ OFF & Chapter 6

=< Right: 016cm { §= After: | Opt

s

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

~ 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.

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

2 Display the WORD menu and select PREFERENCES.

[ ] iiii  Word Preferences Q

Authoring and Proofing Tools

B O B B % of el 3 Select the AUTOCORRECT icon in the
crammar WORD PREFERENCES dialogue box.

Output and Sharing

H & =

y ¢ AuoCorredt “ 4 Click on the AUTOFORMAT AS

%Automat‘cally correct spelling and formatting as you type YOU TYPE tab and CheCk that

AutoCorrect  Maths AutoCorrect  AutoFormat As you Al . AUTOMATIC BULLETED LISTS and
Replace as you type AUTOMATIC NUMBERED LISTS are
Automatic bulleted lists Tables
turned on.

Automatic numbered lists
Border lines
Built-in Heading styles

5 Click on the red CLOSE button to
close the WORD PREFERENCES
dialogue box.

*Bold* and _italic_ with real form
Fractions (1/2) with fraction character (%2)
Internet and network paths with hyperlinks
Ordinals (1st) with superscript
"Straight quotes" with “smart quotes”
Hyphens (--) with dash (=)

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>

AutoSave @oFF () 2:Ce b B - Document2

Home Insert Draw  Design Layout References Mailings Review View Q Tellme CJ Comments

AaBbCcDdEe  AaBbCcDc  AaBbCcDdEe | {%

No Spacing Heading 1 Heading 2 Styles

2 - ~ v -— y—_ 1—
ujv 2; Calibri (Bo.. v 24 ~v AT A" Aav A IZviZ=vize == 4 ¢ AaBbCcDdEe

Normal

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

s BT Uvae X AvovAn

3

Fasten Your Seat Belts

Vulcan has just released the new Volcano GTj featu|

AutoSave @OoFF (1) 2:.Ce 0 B - Document2
Home Insert Draw Design Layout References Mailings Review View Q Tell me [J Comments
ﬁ”:lv & calibriBo.. v 18 v AT A Aav A ViEvEY | == q ]
@

Past
ase&g B I Uvab x X

3 Highlight the second line of text, set
the FONT SIZE to 14 pt, the STYLE
to BOLD and select a different FONT
COLOUR.

Vulcan has just released the new Volcano GTj featuring:

P 2
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Entering the Points

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

AutoSave @oFF () 2:.C e 0 B - Document2
Home Insert Draw  Design  Layout References Mailings Review View Q Tellme CJ Comments
ﬁjv Calibri (Bo.. v 12 v A" A" Aav Ao AaBbCcDdEe  AaBbCcDdEe  AaBbCCDC  AaBbCcDAEe A

4 B I Uva x, X AvLvAv

Position the cursor at the second
blank line after the sentence and
click on the BULLETPOINTS icon in
the HOME tab of the RIBBON.

AutoSave @ oFF () D9:-Ca B B - Document2
m Insert Draw  Design Layout References Mailings Review View Q Tellme CJ Comments
rash - o = = = = 1A
L0 Caliori Bo.. v 12 v A" A" Aav A i=viZvimv == 2l 1 AaBbCcDdEe  AaBbCcDdEe  AaBbCcDC  AaBbCcDdEe | U‘é
Paste o B I Uva x, X Av&OvAv =SE=== Ev| Ov

2 Enter the point:
185 KW 1.8 litre turbo V4 engine
and press the <return> key.

Fasten Your Si

Vulcan has just, ased the new Volcano GTj featuring:

e 185 KW 1.8 litre Turbo V4 engine

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>
19-inch alloy wheels <return>

Premium 12-speaker sound system
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AutoSave @©FF () 20 0 B - Document2

Layout References Mailings Review View Q Tellp—

4 Highlight the 4 bulleted points and
set the FONT SIZE to14 pt and the

FONT COLOUR to the same as the

second line of text.

Home Insert Draw Design

Fasten Your Seg/. Belts

Vulcan has just releagef/the new Volcano GTi featuring:

e 185KW 1.8 litre Turbo V4 engine
o All-wheel drive

e 19-inch alloy wheels

e Premium 12-speaker sound system

AutoSave @OFF () 2+Cea b & -

Home Insert Draw Design Layout References

27 5 Click on the LINE SPACING icon in
V= / the HOME tab and select 1.5 lines.

‘&ljv & calibri(Bo.. v 14 v AT A Aav A

Paste < B I Uva x, X AvLv A

13,14 15 | 16 | 17 | 18

g -

Fasten Your. 30

Line Spacing Options...
Vulcan has just releas

Add Space before Paragraph

+ EREslg Add Space after Paragraph

o All-wheel drive
e 19-inch alloy wheels

* Premium 12-speaker sound system

NOTE: i 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 2023 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 2023 SUPPORT FILES, open the CHAPTER 8 folder and load
the RECIPE file.

3 Select YES to open the file as a READ ONLY document, collapse the VIEWING
message and DUPLICATE the document in your WORD PROCESSING folder as:

Recipe

B Inserting a Header

Let’s place a page title as a HEADER.

@ Recipe — Saved to my Mac

Home Insert Draw Design Layout References Mailings Review View Q Tellme 3 comment ts j Editing 2 Share
vl A | @ | T BVI—ﬁVV [A]- 4 -A=.2 o

QO B @ i [A] Ase bl ()

Add Media tion Adv: d

Links Comment ) ance
Built-in ‘Symbol
7 8, 9 10
| [Type herg)
N\

PPPPP

1 Open the INSERT tab of

the RIBBON, click on the
Ingredients (Metric Measurements) - HE ADER icon and Se|eCt
the BLANK header style.

50 g caster sugar 15 g baking po
50 g self-raising flour 1egg
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AutoSave @©FF () 29C@ B B - A Recipe
Home Insert Draw Design Layout References Mailings Review  View Header & Footer Q Tell me [J Comments
D . @ . . ﬁ =i k\—“ [Z Previous Different First Page T preadtor frmm Tan. PO N
@ I:| I_;J) Next Different Od
Header  Foot P Date & Field Pict Goto Got ege .
T e e ™ amrie it oo e v sanooarl 2 A partition is added to the top of the

' 3 2 i 1

page and the HEADER label inserted
below it.

Header

NOTE: The HEADER & FOOTER tab containing all the header and footer

commands is added to the RIBBON.

aosave @0 () B DvC @0 B - B Recipe

Home Insert Draw Design Layout References Mailings Review  View He

Sy LN =i 5 Z [Z previous Different Fir 3 In the HEADER frame enter:
Eef er e ['gé Field Pikj‘%_: Goto o B Nex y i
Number Time from File Header Footer Link to Previous Show Docu CONTINENTAL CHEESE CAKE

P 3 2 . 1 2 3 4 5

and press the <return> key.

CONTINENTAL CHEESE CAKE
|

Header

Aosave @or () B DvC @ 0 B B Recipe

Home Insert Draw Design Layout References Mailings  Review  View H

| 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

coNtvENT! — STYLE to BOLD and the ALIGNMENT
Header to CENTRE.

<
111
<
il
<
il
il

A A Aav A
A~

‘C'l:lv & Times New... v 14
[0

B
Paste ~ B( U b x, X

NOTE: When you insert HEADERS and/or FOOTERS the screen is set to a
separate view. You cannot edit the normal document when the
HEADER AND FOOTER view is open.
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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.

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.

R D v 5 B Recipe
Home Insert Draw  Design Layout References Mailings Review  View Header & Footer @ Tell me ) Comments ¢/ Editing 12 Share
H =
B @ O o ) B[RR- EA4E -0
Pages Table Add-ins Media Links Comment  Header cand

1 Open the INSERT tab, click
J—— . | onthe FOOTER icon in the

HEADER AND FOOTER group
and select the BLANK footer

15 g baking powdes

AutoSave @orF () 2+Ce@0b & - B Recipe
Home Insert Draw Design Layout References Mailings Review  View Header & Footer ) Tell me (3 Comments
DN N N 0 Previous Different First Page ~
v v v ® = E:EI & o ] Header from Top: ~ 1.27cm |
[ Next Different Odd & Even Pages
Header Footer  Page Date & Field Picture Goto Goto 57 Footer from Bottom:  1.27 cm Close Header
Number Time fromFile  Header Footer Link to Previous /' show Document Text = : v and Footer

3 3 X A S8 T B0 Mo 12 13 14 s e 17

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

Footer

Cathy’s Creative Recipes
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AutoSave @oFF () 2.CabB -

Home Insert Draw Design Layout References Mailings Review  View Header & Footer Q Tell me [J Comments
N N 0 = 2] Previous Different First Page ~
v @ v v ® = E<|;| & o 1) Header fromTop: ~ 1.27cm [
[ Next Different Odd & Even Pages
Header Footer  Page Date & Field Picture Goto Goto = 5 A Close Header
Number Time from File Header Footer Link to Previous /' show Document Text Ty Footer from Bottom: | 1.27em and Footer
4 3 2 1 ( 1 2 3 4 H 6 /T 8 9 10 11 12 13 14 ,115 16 17
5 Pour on top of the base mixture in the tin. Bake at 180°C for 1 % to 11 hours 1
3 Allow to cool. Remove the tin and chill
.
o
3 Press the <tab> key twice to move

the cursor to the RIGHT JUSTIFIED
i TAB STOP.

Footer

Cathy’s Creative Recipes

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

AR YCobB - B Recipe

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

S
N @(; = Ter Previous
© v 3 = =
D . L@ L lﬁ = Different Odd & Even Pages
Header  Footer 5 G .
B Page Number <& eader Footer = Link to Previous /' Show Document Text

r P}FormatpageN&nbers.., 3.2 1% 1 2 3 4 5.6 7y 8,95
@ Remove Page Numbers

AutoSave @ oFF

5 Pour on top of the base
llow to cool_Ro

Page Numbers

Postton: = J 5 Leave the ALIGNMENT set to RIGHT
— and select OK to insert the page

Alignment: =

Right <= = number.

Show number on first page

Format... Cancel mk

AutoSave @ oFF () D9l - @ Recipe

Home Insert Draw  Design Layout References Mailings  Review  View Header & Footer Q Tell me CJ Comments

1 ! c oA = 2o | B = 4
fr[l v tg TimesNew.. v 11 2 A" A" Aav S i= = E= gl AaBbCcDdEe  AaBbCCDAE:  daBbCeDdEe  AaBbCeDdEe | ﬂ
Pste ¢ B[ Uve x X V2V A- = 1= Oovifiv Emphasis Heading 1 Heading 2 Normal styes

8 9 10 11 12 13, 14

P R

Right Tab

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.

Footer

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 2023 SUPPORT FILES, open the CHAPTER 9 folder and load
the COLUMNS file.

3 Select YES to open the file as a READ ONLY document, collapse the VIEWING
message and DUPLICATE the document in your WORD PROCESSING folder as:

Columns

Setting Text into Two Columns

As it is at the moment, the text is a little boring to read. Placing it in 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.

AutoSave @OFF (1) DeyCe B B - @ Ccolumns

Home Insert Draw Design  Layout References Mailings Review View Q Tellme CJ Comments

US Letter
21.59 cm x 27.94 cm 2 1 >

0~ [~ 08

Margins Orientation

e om s icems 4 1 Open the LAYOUT tab of the

= =" 9 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.

»
US Letter Borderless
21.69 cm x 27.94 cm

US Legal
21.59 cm x 35.56 cm

A5
14.8 cm x 21cm

Japan is becoming a very popular hone
beautiful scenery, friendly people, differf
class restaurants. It can be considered
cities to remote hideaways, unspoiled beaches and ancient landmarks.

Ad

21cmx 29.7 cm
P Tokyo, the capital is one of the great cities of the world. Busy, vibrant and exciting,

A4 Borderless yet, although over fifteen million people inhabit the city, it has one of the lowest crime
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AutoSave @oFF () D29:-Ce 0 & - @ Columns

Home Insert Draw Design Layout References Mailings Review View © Tellme G Comments

v v E Y = = . 1% Line Numbers v | Indent Spacing

(R 5= Left: | Ocm 1= Before: | 0pt

2 Click on the MARGINS icon and

ﬁi After: 0pt

D Last Custom Setting

i Top: 35 cm, Bottom: 35 om, Left: 35 cm, Right: 354 em ||, 1, 2| 2 check that the ma rgins are set to
E Normal <= NORMAL.
I Top: 2.54 cm, Bottom: 2.54 cm, Left: 2.54 cm, Right: 2.54 cm

a

Ly

Narrow
Top: 1.27 cm, Bottom: 1.27 cm, Left: 1.27 cm, Right: 1.27 cm

Japan is becoming a very popular honeymoon destination for couples looking for
beautiful scenery, friendly people, different cultures, excellent shopping and high
class restaurants It can be. i acountry of modern_high tech

B Setting the Columns

AutoSave @OoFF () 2Cea B B - @ Columns

Home Insert Draw Design Layout References Mailings Review View Q Tellme CJ Comments

. - ‘ -
- By [ Ry i vrermoen v | oo =P
o . . =

=] one | — : 1 Click on the COLUMNS icon in the
o === LAYOUT tab and select TWO.
L Three

Left Japan is becoming a very popular far north being closer to the Arctic
honeymoon destination for couples Circle experiences cooler

Margins Orientation ~ Size

Y= After:  Opt

2 Notice that you have two separate
sections in the RULER. The cursor is

(] AutoSave @ oFF

B2 -Ca0bB -

. .
Home Insert Draw Design Layout References Mailings Review I n CO LU M N 1 at th e m o m ent So Its
B By 5 B v= s wonmon INDENT MARKERS are displayed.
[ [
Margins Orientation ~ Size  Columns Breaks | a- i
° bc Hyphenation v Text Forwards Backwards ~Pane
r 20005
|apan is becoming a very popular far north being closer to the Arctic
I honeymoon 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
extremes, modern, high tech. cities to 3 T e text OWS Own CO u m n .I rst
remote hideaways, unspoiled beaches h ﬂ d I ﬁ
i and ancient Iandymarks.
Tokyo, the capital is one of the great then | nto COI u m n 2,
cities of the world. Busy, vibrant and
° exciting, yet, although over fifteen
million people inhabit the city, it has
one of the lowest crime rates in the numerous coral beaches that Japan
world. This is one of its main has. For the adventurous, there is
attractions - the streets are relativ also tours offering surfing, windsurfing,
free of crime and it is safe to visitfhe scuba diving and snorkeling.
o vast array of night-life. You will fleed
to be prepared to use public trghsport Tour prices vary greatly, so it is very
& as driving around Tokyo can ffe very important to read each brochure
frustrating and time-consunj carefully so 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
o countryside is the place to go. Mount tour cost.
Fuiji is Japan's highest mountain and
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AutoSave @ oFF (1) 2:Ce b - B Columns

Home Insert Draw Design Layout References Mailings Review View Q Tellme G Comments
@ v [‘5_5' v “E v o 12 Line Numbers v TR A I- k h .
= = ie oom 2|12 selre o 4 Click the cursor in COLUMN
Margins Orientation  Size  Columns Breaks b%- Hyphenation v = Right: 0 cm Al LS after: 0pt
=5 : R :
: TR 2 and that column now has

active indents in the RULER.

Japan is becoming a very popular far north being closer to the Arctic

honeymoon 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.

doso bick iooh ailiaai

| 8 cotumns Q 5 Open the REVIEW tab and turn
i ; i off ALWAYS OPEN READ ONLY

= B s TR U [ o :
e Dsnfyucfmmem;v ek By Mark—upyommnsv Rovowing | Accest Relect [3 | Comoare memﬁ> so itis not Sh aded (the icon
: Lo H 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.

AutoSave @oFF  (Q) D9Ca (B B - & Columns
Home Insert Draw Design Layout References Mailings Review View Q Tell me (3 Comments
o N - o 2 . ( )
L[]~ Eg Timeg Ro i H = AasbCepage AaBbCCD | AaBbCeDIEe | AaBbCeDdEe @
Paste 9 B i Empohasis Headina 1 Normal Strona Stvlas
’ 1 Press COMMAND+A to SELECT

ALL the text and use the HOME
tab to set the FONT to TIMES,
me | the FONT SIZE to 12 pt and the

oC, available an|
highclas resiurnt, Itcan e considered 1019 day ALIGNMENT to JUSTIFY.
a country of extremes, modern, high tech. Other highl

cities to remote hideaways, unspoiled plantations,
beaches and ancient landmarks. and the numerous cot

Japan is becoming a very popular
honeymoon destination for couples lookin

has. For the adventurous, there is also tours
Tokyo, the capital is one of the great cities offering surfing, windsurfing, scuba diving
of the world. Busy, vibrant and exciting, and snorkeling.
Lthouch £i6s QL .

2 Remove the highlight by clicking the mouse button with the I-BEAM over the text.
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AutoSave @oFF  (Q) D9Ca B B - & Columns

Home Insert Draw Design Layout References Mailings Review Viﬂ Q Tell me Dc
uine [ v/ Ruler ] one Page
goee OO Y Qe 25N 3 Open the VIEW tab of the RIBBON

Print  Web E’ Draft Focus Immersive o Zoom Zoom
Layout Layout Reader Navigation Pane 10100% L Page Width
r 2K 203405817

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

There are numerous tour  packages
available and we have brochures detailing
Mot tour operators offer trips from

Other highlights include tours of farm
plantatons, Mount Fuji and its surrounds

Seches s ancint s 10d e nueroscolbesces it Japan

¥ s Forthe i, s s s ours
Tokyo, hecapial i one of he greatciles oo sutng windning 5

2 of the world. Busy. vibrant and exciting,  and snorkeling.
yet. although over ffteen million people

- inbabic the city, it has one of the lowest  Tour prices vary grealy, so it is very
crime rates n the world This is one of 5 important to read cach brochure carcfully
main atractions - the steets are elatvely 5o that you take the tour you want. For
fice of crime and it s saf 1o visit the iStinstance,an air condiioned coach can add
aray of nightlfe. You will need o be  upto 307% on o the our cost.

prepared to use publi transport as driving
around Tokyo can be very frustrating and
time-consuming.

I crowds are not your scene, then the

iwanul, ho
ops, including many showing the
methods of ancien crasman. Vinualy all

whether it be the terraced hilsides,the lush
Vegetation, extinct volcanoes or the crater
lakes. They leave the traveler with an
o “eis, peaceful feeling

weweees | 4 Notice that the columns are not

even. A COLUMN BREAK can be

with average temperatures around zcro
degrees centigrade. The south west is

TT20, 10,1

inserted to level them.

the a
emperatire s around 20 degrees
centigrade.

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.

AutoSave @oFF  (Q) D29Ca B B - & Columns

Home Insert Draw Design Layout References Mailings Review View Q Tell me (3 Comments
.
Bee OO “2, QRine, 058 & &
& A <)) Gridlines EE Multiple Pages =7
Print  Web =] oraft Focus Immersive o Zoom Zoom N New Arrange Split Switch Macros
Layout Layout Reader Navigation Pane t0100% < Page Width Window Al Windows
3 2 1 Y 1 2 3 4 5 %6 7 9 10 11 12 13 14 15 16 17 18

Nas. FOT UIE 4UVENLUTOUS, UIETE 1S 410 Lours

Tokyo, the capital is one of the great cities offering surfing, windsurfing, scuba diving
of the world. Busy, vibrant and exciting, -
yet, although over fifteen million people

i inhabit the city, it h f the lowest it h h b H H
mai e e i one ol e lovest | Position the cursor at the eginning
i main attractions - the streets are relatively

free of crime and it is safe to 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
time-consuming.

of the last paragraph in the first
column which starts: ‘Although
Japan is a small country".

They leave the traveler with an
" peaceful feeling.

JAlthough 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.

Document3

Mailings Review View ©Q Tellme

Home Insert ggraw  Design Layout References

B- B &-FNe 0~ E§ @~ | 2 Open the INSERT tab of the RIBBON,
R - L click on the SHAPES icon and
N { ) % select the RECTANGLE shape from
RECTANGLES section.

EOALFAG®COOOOO

() AutoSave @ OFF (1) D9:Ca B B - Document3

Home Insert Draw Design Layout References Mailings Review View Shape Format Q Tell me 3 commen ts

=< W Text Direction 0 [~ . 7 ~
r@ Abc ‘ . & L] Algn Tt v EEIC D__] 0 a3aem 2
Shapes 7] « Sh p Q- TextFil A . Alt Arrange = g36cm 5

1111111111

st AL 3 Drag a rectangle near the top left of
the page 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.

() AutoSave @oFF (1) 2:-Ca@Db & - Document3
Home Insert Draw Design Layout References Mailings Review View Shape Format Q Tell me (3 Comments
.= () @‘) vZv .
= R G (=) ey .| Move the pointer over the bottom
’ conse 00 right corner ‘handle’ until the pointer

changes to a diagonal line with
arrows at each end then drag the

)

vo0

s 7 corner‘handle’towards the centre of
the rectangle to reduce its size.

th: 5.98 cm
Height: 3.1cm

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.

QR 200 B - Document3
Home Insert Draw  Design Layout References Mailings Review View ShapeFormat ( Tellme ] Comments
s Text Direction < [ -
o ¥ mm e p v asen G
O < ‘ Abc Abc > | mm— [£] Align Text v =] ’—_‘_1 :. v
1 — ~
Recently Used SMmag Text Rl v Create Link o Amange TS 483em
i} E \ \ . . A —L ‘L = ‘ B 123 456 78 9 10 11 12 13 14 15 | 16 17" 18

| . Lines

NNNTLLT2232N0870

|- Rectangles

E@fuiloooooo e
¢, OO0 L7+ 8 W 1 Draw some lines, arrowed lines and
[MOS~POV & (&N ovals by choosing the LINE tool, the
ARROW tool and the OVAL tool in
turn from the SHAPES icon in the

SHAPE FORMAT tab.
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AutoSave @OFF (1) D yCalb B - Document3

Home Insert Draw Design Layout References Mailings Review View Shape Format Q Tellme CJ comments

. — . Text Direct < [ . ~
08" [ L Crmmrene 0B The Wemen

Recently Used Shapes
TMENNTOBATLTL=J§ Cfininbiindnlnd
YN { %

| 2 Hold down the SHIFT key as you

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

NNNTLL2232AN070

«Eo@;lloooooo

wmall A W W |
HERE F X AT B
) { )

E R B TR S R M o € P S |

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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| () AutoSave @oFF () 200 0 B - Document3
I-’ji‘me .E\sert Dr/awi\ Design Layout Re;;ence; Mailings Review  View Shape Format 2 Click the mouse button With the
neNERrIN - Il - Ik = o pointer over an OBJECT to display its

I3 2 1

RN ARA AR AR RSN AN lhandles’.

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.

Document3

‘ AaBhCcDdFe ‘ AaBhCcDdFe _ AaRhCcDe  AaRhCeDdFe A.

| 4 Click on the UNDO icon in the

| QUICK ACCESS TOOLBAR (or press
COMMAND+2) to return the object
to the page.

NOTE: i If youselect 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 CUT icon 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 formatted 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.

AutoSave @ oFF () @20 6 - Document4

Home Insert

s M~ T

Table

L Design Layout References Mailings Review View Q Tell me

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

=
T CHare
@i S

[ad Photo Browser...

! Screen:
» 2= Picture from File... <3 ARARRAK,

kq StocRimages...
@ Online Pictures...

< mv = 3 Chapter 11 Q
@ Recents
2 Applications. Folder shared with File Sharing
[ Documents 7 BU aug 2022 > 5 Chapter2 > & Assignment 11jpg q 3 Access the WO RD 2023
=) Desktop 0 chm [ Chapter 3 Cake.png
[ Excel 2022 Support Files (Mac) > [ Chapter 4 > '# Food.png 1 S U P PO RT F I L ES h
Downloads
© 13 Mavies . mompers || & Housepng ,open the
G} gregbowden B Storage = Chapter 6
S Music 2 Word 2023 Support Files (Mac) > E = Chapter 8 > C H A PTE R 1 1 fO I d e r, Se I ect

& Pictures [ youtube > [ Chapter 9

the CAKE image and click on
INSERT.

0 Chapter14 >
£ Chapter 15 >
[0 Chapter16 >
T2 Chapter 17

Photos

Options

The STOCK IMAGES and ONLINE PICTURES options within the PICTURES

icon of the INSERT tab 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 in the same way as you did for shapes by dragging
the ‘handles’ or by using the SIZE group of the RIBBON.

AutoSave @oFF (1) D v 0L B -

Document4

Home Insert Draw Design Layout References Mailings Review View  Picture Format Q Tell me (3 Comments j
EE 3o . Eg . Eg . gv @v @ . @ v i © E’E El:l v TZ[ v 1) Height: 373cm 0 "|/
D Corrections  Colour  Atistic Transparency (1 gl;ilil; @~ At pesion Wi eing | osend selsction Al g Crop =l width: | 37acm o
r 2 1 _ 1 : 2 | 3 ‘4 5 6 i 7 ! 8 ‘9 10 11 12 13 14 15 16 17 18 |
1 Move the pointer over the bottom
L L9 right’handle’and drag it up and to
AR [=] .
I j 4 l your left to decrease the size of the
| image.

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

AutoSave @oFF () DVyOCeDh e - - Document4
Home Insert Draw Design Layout References Mailings Review  View Picture Format Q Tell me 3 Comments I/ Editing
ol © © - v v v v v 1] Height: | 4 cm
2= 3 ER- 2. B2 = ~ 11
Remove Corrections Colour Artistic Transparency . _ Quick £ o Alt Position Wrap  Bring
Background t (A Styles Text Text Forwards Back
g 2 1 X B 2 3 4 5 6 7

Z/’ﬂ 3 With the image selected, enter
_ 4 cm in the HEIGHT box in the
} — PICTURE FORMAT tab and press
<return>.

NOTE: Theimage 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 without maintaining its proportions, then

the ASPECT RATIO can be turned off.
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(A 2 . Document4
Home Insert Draw Design Layout References Mailings Review View Picture Format Q Tell me ) Comments j Editing 2 Share
3 i SN 5 = o = - n 2
o - B - > v " v v vy v v 17 Height: 4 cm -
Ed = MRy = ~ A E 1 R
Remove Corrections Colour  Artistic Transparency . _ Quick £« Alt Positon  Wrap  Bring Send  Selection Align g crop = width: 6 X Format
Background Effects ol v Styles. Text Text Forwards Backwards Pane e b [ A"S;e'm e

3 21 1,2 ,3 4,5 6,7 8 9 10 11 612, 13, 6 14 15 16 1z

5 Turn off the LOCK ASPECT RATIO
box next to the HEIGHT and WIDTH
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 adjust the colour style of the image.

(] D v @0 6 - Document4.
Home Insert Draw Design Layout References Mailings Review View Picture Format Q Tell me [J Comments j Editing 1 Share
i~ g V4 o —— I | ‘\:l Z - N &
v v v v v v R v A v v (o v 17 Height: il
Ed BA-E3- Wd- 5. B2 Y B - ol B WMnen: aem 07 Gy
Remove Corrections  Colour  Artistic  Transparency Quick S Alt Position Ve = | Align o4y crop = width: A Format
Background Effects v Styles 4 Text In\.ine with Text =1 5 Width: - 402¢em Pane

1 Click in the WRAP TEXT icon in
the PICTURE FORMAT tab, select
SQUARE and move the image to the
right of the screen.

=1 More Layout Op! \
\
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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.

AutoSave @0FF () 2:Ce@ b & - Document4

Home Insert Draw  Design Layout References Mailings Review  View  Picture Format Q Tell me [J comments

2= - BRE T o [

‘ “|v ‘y—|v ﬁf\‘ |l:lv 17( 1] Height: 4 cm

2 Click on the COLOURicon in the

Remove Corrections

Background Colour Saturation
PICTURE FORMAT tab and select a
i Colour Tone COIOUT Style.
| g@ﬁ%&

Recolor

AutoSave @oFF (1) D yCald B - Document4

Home Insert Draw  Design Layout References Mailings Review View Picture Format Q Tell me CJ Comments

G - Bl o 0 Beme e e ) B e

Remove Corrections 2 ind Send Selection  Align Cro = width: ~
Colour Saturation B n v P Width: | 4.02cm (|

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

P

Colour Tone

Recolor

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