Menus used In Intermediate Word class @ APL

File
Page Setup

View

Headers &
Footers

Format

Paragraph

~ Indentation

~ Spacing

Bullets & Numbering
~ New: List Style
Columns

Borders & Shading
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Insert
Text Box

Symbols

Table

Insert

~ Table

~Columns

~ Rows



Intermediate Word

la. Margins (create default settings)
1b. Spacing before/after paragraphs
1c. Special Indenting

2a/2b. Creating Lists

2c. List sub-points (nesting)

2d. Customizing Lists

2e. Creating a permanent List Style
3. Columns

4al/4b.Tables

4c. Borders

4d. More Borders & Shading

5. Text Boxes

6. Drawing Tool Bar (lines, arrows,
shapes, Word Art, images, colors,
shadows, & 3D)

7. Symbols
8. Find/Replace text

9. Headers, Footers, & Page #s

6: Drawing Tool bar

File

Edit

{| Ble | Edt View [nsert Format Tools  Table

_}1 MNew. .,
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3 | Close

Cirl+0

’ H Save
Save As...
Save as Web Page...

S File Searchs

Ctri45

Permmission

Versions...

Web Page Preview

Page Setup... 1a

Print Preview

L
=

Print...

Ctrl+P

Send To

Properties

Edit | Wiew Insert Format

£l Can't Lindo Ctri47
‘Jw Can'tRepeat Ciri4y :
ol cit SR o
I
=8 Copy Cirl4C l'
L'.'Pﬁg Office Clipboard...
Y Paste Crl+v
_I Faste Specal...
Paste as Hyperlink
Clear "
Select Al Cirl+A
34| Eind... Ctrl+F
F‘@:'Iac§ . Cirl+H
Go To.. Cirl+G
Links...
Object

View
iew | Insert  Format  Tools
View | I !
| ,_f] Marmal

1 '_?d Web Lavout

j Prink Layouk

4 [l Reading Layout

2 outline

Task Pane  Ckrl+F1
Toolbars *

Ruler

Document Map

Thumbnails
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Header and Footer 9
Fooknotes

Markup
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Full Screen
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Insert

. In=ert

i Format Tools Tabl

Break...

Page MNumbers...
Date and Time...
AutoText
Field...
Symbal... 7

Comment

t

Reference

Web Compaonent, ..

Picture
Diagram. ..
TextBox §
File...
Object...
Bookmark...

Hyperlink..,  Ctrl+K

=3 e ] =) e (M~ | i

Format

,I EET“EI Tools: Table Window Hel
AJ Faont...

= Earagraph...lb, 1c

Bullets and Mumbering. .. 2a, Zt
Borders and Shading... 4C, 4d

Columns... 3
Tabs...

Drop Cap...
Text Direction...

Change Case...

Background 3
Theme...

Frarmes k
AutoFormat...

Styles and Formatting.. 2d
Reveal Formatting... Shift+F1

Insert 4a
Delets

Select
Merge Cells
Split Cells. ..
Split Table

Table AutoFormat...
AutoFit

Heading R.ows Repeat

Convert
sort...
Formula...

Hide Gridlines

Table Properties...




Edit  Wiew Inserk

o E:.,r_.,il

ks

MNews, .,
open. ..

Close

Save
Save fs...
Save as Wweb Page...

File Search. ..

Petrission

Versions...

‘W'eb Page Preview

Page Setup...

gy

Print Preyiew

Print...

Send To

Properties

Page Setup E|E| Set DefaU|t MarQinS

Margins | Paper ., L_-?}f_?!._l_t_;
Margins

Top:
Left:
Crientation

A Al

Portrait Landscape
Pages

Multiple pages:
Presview

Apply o

Whole document w

Gutter position; | Left w
Morrmal W

Setup Word so each time
you start a new document
it will be setup according to
the margin measurements
you specified.

1. File Page Setup

2. Give the Top, Bottom, Left,
and Right margins the
measurements that you want
each new document to have.

3. Click on Default to save those
measurements.
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Formak | Tools Table ‘Window  Hel

A FEont... .
=y Paragraph... Indentat|0n
5] Bullets and Mmbering.. Set Left and Right indentation to offset a long quote, etc...

Borders and shading. ..
= 1. Highlight the text you want to indent

£  Columns..,

Tabs... 2. Format  Paragraph: Indentation section (Left/Right)
Drop Cap...
3. Click “OK”

“fi Text Direction, ., Paragraph

Change Case, ., ' o
Indents and Spacing | Line and Page Breaks |

Background 3 S
[l Theme. .. alignment: Cutling lewvel;
Frames 4
:%'I:‘El AutoFarmat. .. Indentation
- | Left: SN S spedal
44| styvles and Formatting. .. _ A
Right: m First line | |E| 5"
&}, Reveal Farmatting..,  Shift+F1
il Cbject... Spacing

Before: w Line spacing:
After: 12 pt & 1.5 lines | |

Spacing

Presviews

Have extra spaces automatically inserted
Before and/or After paragraphs.

1. Format Paragraph: Spacing section

2. CIle “OK” Ok Cancel
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Farmat | Tools  Tahle  ‘Window

A Fort..,

=5 Paragraph...

:=  EBullets and Mumbering. ..

Borders and Shading. ..

Colurmns. ..
Tabs. ..

Drop Cap...
Text Direction...

Change Case. ..

Background
Theme...
Frames
AutoFormat. ..

Stwles and Formatting. ..

Reveal Formatting..,  Shift+F1

8] =

Bullets and Mumbering

Eulleted B Mumbered || Cwtline Murnbered || Lisk Skyles

e o o — -

$— || —— v
+ - v
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[ _ustomize. .. ]
Reset L K, J[ Cancel ]

Bulleted Lists
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Bullets and M—%aring

Eulleted @ utline Mumbeted " Lit Skyles |

1. Ti l.
Mone 2. 2)
3 k)
A 2l
H ]}
. o
Cusbomize. ..

Ik ] [ Zancel

Numbered Lists

rumber Format

Customize Mumbered List

a.

Blumber style:

ahb, o, ..

Murmber pasition

Left

Text position
Tah space after:

1||

Prewview

aligned ak: |0, 75" =

Indent at:

[ —
b —
[, —

o | [ Cancel
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Outlines

Bullets and Numbering

| Bulleted |i Murmbered@

Outline Mumbered | Wist Styles

al 1.1, e *
MNone i 111 .
2 2. o
=ection 1.01 H 1.1 Heading 2— A . Heading 2. Heading 2
(&) Heading 3= 1.1.1 Heading 3- 1. Heading Heading 3
I Heading 1 Chapter 2 Head

Article . Headir

2 Heading 1 e

Restart numbering

Continue previous list

| Cuskomize. ..

Reset

| ok

J | Cancel
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Bullets and Numbering

== . e Modify Style
| Bulleted | Mumbered [ Cutline Mumbered | List Skyles |
Properties
List skyles: List Presiew: Name: |1 fali |
Mo List
(171.171.1.1 1)
E e FDrmatting
[ Article | Section a) . e Lo R ;=
I:I Apply Formatting ko
) |
(a) | | _
(i [i=] = ||abic, v @ &= &=
1. _13 '
=
. al
l.
Shaow | &l skyles w )
(1)
Mo Lisk + Indent: Left: 0.25", Hanging: 0.25", Qutline numbered +
Level: 2 + Mumbering style: a, b, c, ... + Start at: 1 + alignment: Left
O ] [ el ] + aligned at: 0.25" + Tab after: 0.5" + Indent at: 0.5"
[ ] &dd to template
-

Customizing your Outline

1"#3 %' $



Customizing your Outline, cont.
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Customizing your Outline, cont.
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Columns



Tables




Borders & Shading



Borders, cont.
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Borders & Shading, cont.
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Borders & Shading, cont.
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Inserting
a
Text Box



H_J

Above is the Drawing Toolbar, located at the bottom of your screen while in Word.

-

O Inserting Shapes
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Inserting Word Art or Diagrams
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O O O

Playing with Color



O
o o O O

Customizing Lines or Shapes



Inserting special Symbols



Find and Replace



> Headers & Footers



Clicking on ‘Header and Footer’
in the View menu....
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...causes the circled toolbar to appear,
and also places your cursor in the
Header area.
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Insert Auto Text (see large image at left)
Insert Page Number

Insert Number of Pages

Format Page Number

Insert Date

Insert Time

Page Setup

Show/Hide Document Text

Link to Previous

Switch Between Header and Footer
Show Previous

Show Next

...Add or Remove Buttons (see next slide)
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Add or Remove Buttons to the
‘Header and Footer’ toolbar, cont...
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Q0

Text has been typed in the header, above.
Page number and total number of pages
has also been inserted using the two
circled buttons on the toolbar.
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When you are no longer working in the
header/footer area, the text inside it turns
grey to indicate it’s not a part of the rest of

the document’s normal flow.
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