
Menus used in Intermediate Word class @ APL

File InsertFormat
Page Setup Text Box

Symbols

Paragraph

~ Indentation

~ SpacingEdit
Replace

~ Spacing

Bullets & Numbering

~ New: List Style Table~ New: List Style

Columns

Borders & Shading

Table
Insert

~ Table
View
Headers & 

~ Table

~Columns

~ Rows

Headers & 
Footers
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File Edit

Intermediate Word

1a. Margins (create default settings)

1b. Spacing before/after paragraphs
View

1b. Spacing before/after paragraphs

1c. Special Indenting

2a/2b. Creating Lists

2c. List sub-points (nesting)2c. List sub-points (nesting)

2d. Customizing Lists

2e. Creating a permanent List Style

3. Columns

1a

8

3. Columns

4a/4b.Tables

4c. Borders

4d. More Borders & Shading

9

5. Text Boxes

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

7. Symbols

8. Find/Replace text

9. Headers, Footers, & Page #s
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6: Drawing Tool bar

9. Headers, Footers, & Page #s
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Set Default Margins

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

1. File � Page Setup

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

3. Click on Default to save those 
measurements.measurements.
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Indentation

Set Left and Right indentation to offset a long quote, etc…Set Left and Right indentation to offset a long quote, etc…

1. Highlight the text you want to indent

2. Format � Paragraph: Indentation section (Left/Right)

3. Click “OK”

SpacingSpacing

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

1. Format � Paragraph: Spacing section1. Format � Paragraph: Spacing section

2. Click “OK”
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Bulleted ListsBulleted Lists
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Numbered ListsNumbered Lists
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Outlines
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Customizing your OutlineCustomizing your Outline
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Customizing your Outline, cont.Customizing your Outline, cont.
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Customizing your Outline, cont.Customizing your Outline, cont.
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ColumnsColumns
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TablesTables
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Borders & ShadingBorders & Shading
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Borders, cont.
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Borders & Shading, cont.
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Borders & Shading, cont.
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Inserting
aa

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

Inserting ShapesInserting Shapes
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Inserting Word Art or DiagramsInserting Word Art or Diagrams
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Playing with ColorPlaying with Color
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Customizing Lines or ShapesCustomizing Lines or Shapes
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Inserting special Symbols
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Find and ReplaceFind and Replace
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Headers & Footers
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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.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 DateInsert Date

Insert Time

Page Setup

Show/Hide Document Text

Link to Previous

Switch Between Header and FooterSwitch 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…‘Header and Footer’ toolbar, cont…
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Text has been typed in the header, above. 
Page number and total number of pages 

has also been inserted using the two 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. the document’s normal flow. 
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