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Getting Started

Screen Layout
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Menus

When you begin to explore Wo2D07 you will notice a new look to the menu bar. There are three
features that you should remember as you work within Word 2007: the Microsoft Office Button, the
Quick Access Toolbar, and the Ribbon. These three features contain many of the functiomsréhat

in the menu of previous versions of Word. The functions of these three features will be more fully
explored below.
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Getting Started

The Microsoft Office button performs many of the functions that were locatetiénFile menu of
older versions of Word. This button allows you to create a new document, open an existing
document, save or save as, print, send (through email or fax), publish or close.

The Ribbon
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The Ribbon is the panel at the top portion of the document. It has seven tabs: Home, Insert, Page
Layout, References, Mailings, Review, and View that contain many new and existing features of Word.
Each th is divided into groups. The groups are logical collections of features designed to perform
functions that you will utilize in developing or editing your Word document. Commonly used features
are displayed on the Ribbon, to view additional features wigkdgh group, click on the arrow at the
bottom right of each group.
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Each of the tabs contains the following tools:

Home:Clipboard, Fots, Paragraph, Styles, and Editing.

Insert: Pages, Tables, lllustrations, Links, Header & Footer, Text, and Symbols

Page LayoutThemes, Page Setup, Page Background, Paragraph, Arrange
ReferencesTable of Contents, Footnote, Citation & Bibliography,ti©ap, Index, and Table of
Authorities

Mailings: Create, Start Mail Merge, Write & Insert Fields, Preview Results, Finish
Review:Proofing, Comments, Tracking, Changes, Compare, Protect

View: Document Views, Show/Hide, Zoom, Window, Macros

Quick Access Tatbar
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Getting Started

The quick access toolbar is a customizable toolbar that contains commands that you may want to use.
You can place the quigccess toolbar above or below the ribbon. To change the location of the quick
access toolbar, click on the arrow at the end of the toolbar and click on Show Below the Ribbon.
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You can also add items to the quick access toolbar. Right click on any item in the Office Button or the
Ribbon and click on Add to Quick Access Toolbar and a shortcut will be added to the Quick Access
Toolbar.

i Research  §74~ .I. ] i Defete = ) [-B

Add te Quick Access Toolbar

Lustomize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon

Mipimize the Ribbon




BRONTE —

Working with Documents

Create a New Document

There are several ways to create new documents, open existing documents, and save documents in
Word:

Ca
. il
A Click theMicrosoft Office Buttor. - and ClickNew or

A tNBaa / ¢w[bb 65SLINBaa G(GKS /¢w[ 1S& 6KAES LINBaair

You will notie that when you click on the Microsoft Office Button and Qlleky, you have many
choices about the types of documents you can create. If you wish to start from a blank document,
clickBlank If you wish to start from a template you can browse throughrychices on the left, see
the choices on center screen, and preview the selection on the right screen.
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Opening an Existing Document

(mEN
|
Click theMicrosoft Office Buttor — and ClickOpen,or

> >

If you have recently sl the document you can click tidicrosoft Office Buttorand click
the name of the document in thRecent Documentsection of the window Insert picture of
recent docs
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Working with Documents

Saving a Document

Ca Y
A Click theMicrosoft Office Buttor — and CliciSaveor Save A® NEY S Y0 SNE AT & 2 dZQNB
sending the document to someone who does not have Office 2007, you will need to click the
Office Button clidk Save Asand ClickVord 972003 Documet), or
A tNBaa /¢w[b{ 05SLINBaa GKS /¢w[ {Se& ¢gKAES LINBaai

A Click theFileicon on the Quick Access Toolbar 0, d 3

—-."")l H Insert
- CalibMJEady)

Renaming Documents " o |||

To rename a Word document while using the program:

Ca
. ¥
A Clickthe Office Button —~ and find the file you want to rename.
A Rightclick the document name with the mouse and selRenamerom the shortcut menu.
A Type the new name for the file and press tBAITERey.
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Edit
New
Print

= Corvert to Adobe POF

T Corvert bo Adobe POF amd EMaid
Cpen With, .,

B Scan for viuses....

P winZip J
Liplaad using 'WS_FTP Upload Wizard
Send To ]
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Properties

Working on Multiple Documents

Several documents can be opened simultaneously if you are typiaditing multiple documents at
once. All open documents will be listed in théew Talof the Ribbon when you click on Switch
Windows. The current document has a checkmark beside the file naBetect another open
document to view it.

i

== (e
w
Switeh Madrad
Windows = -

w | 1] View Sade

1 Creating and Opening a Document

v | 2 Dotument? 7
—



BRONTE —%

Working withDocuments

Document Views

There are many ways to view a document in Word.

A Print Layout This is a view of the document as it would appear when printechcludes all
tables, text, graphics, and images.

A Full Screen Readindhis is a full view lertiy view of a documentGood for viewing two
pages at a time.

A Web Layout This is a view of the document as it would appear in a web browser.
A Outlineg This is an outline form of the document in the form of bullets.
A Draft This view does not displaygtures or layouts, just text.

To view a document in different forms, click the document views shortcuts at the bottom of the
screenJ Sl |-or:

A Clck theView Talon the Ribbon
A Click on the appropriate document view.

Print |Full Screen Web  Outline  Draft

layout| Reading Layout

Document Views

Close a Document

To close a document:

A Click theOffice Button
A ClickClose
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Customise the Word Environment

Word 2007 offers a wide range of customizable options that allow you to make Word work the best
for you. To access these customizable options:

A Click theOffice Button
A Clickword Options

@ d9-0& * Edi
Revent Documents
j Mo
1 AMGEL Quiz_template =
’:{_ Bpen £ Merge Courses Directions =
- 3 Courie Backup =
Ol =
| I Save 4 ing
2 Table of Contents =
N § Styles =
Save sk
1 1 References and Citations L
fm' 8 Proofreading & Dacument =
-l—;.IJ Brint ! 9 Page Formatting =
. Macros =
B Frepare P Lists =
Graphict =
_ﬁ Send ’ Formatting Test =
Formatting Paragraphs =
Publish ¥ Creating Web Pages =
-
| Crose -

| 21 waord Options || X €xit word |

Popular

These features allow you to personalize your work environment with language, color schemes, user
name and allow you to access the Live Preview featlitee LivePreview feature allows you to

preview the results of applying design and formatting changes without actually applying it.

Word Options F|r?|
~poputar 1| é '

Change the most popular options in Word,

Ditplay

Proofing Top options for working with Word
Save Show Mini Toolbar on seledtion &
Adverced Enabile Live Preview

Show Develaper tab in the Ribbon
Customize [=] atveays use ClearType

Open e-mail attachments in Full Soreen Reading view [
add-ns 0 o =l ?

Color scheme: | Blue | w
Trust Center =

SereenTip ityle: | Show feature deseriptions in SereenTips b
Reigurcés

Personalize your copy of Microsoft Office

Wser name: liohn Student]

[mitiads is

Choose the languages you want to use with Microsoft Office: | Language Settings..,

[ ox ][ comea |
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Customise the Word Environment

Display

This feature allows you to modify how the document content is displayed on the sarekwhen
printed. You can opt to show or hide certain page elements.

Word Options
Popular % Change how dogument content is displayed on the screen and when
printed.
[—thl-u ]
Proafing Page display options
Shird [#] Show white space between pages in Pring Layout view
Show highlighter marks
Advanced
Show document tooltips on hover
Customize
Always show these formatting marks on the soreen
Add-Ing
[] Tab characters -+
Trust Center O spaces
Resources [] paragraph marks 1
[ vidden text L
[ optionai hyphens =
[] Object anghors -

[] shaw ail formatting marks

Printing options

Print dpawings created in Werd

[ Print background colors and images
[ print document properties

[ print nigden tegt

[[] update gields betare printing

[] Update linked data before printing

[ >

I OK ][ Cancel ]

Proofing

This feature allows you personalize how word corrects and ftgpaur text. You can customize auto
correction settings and have word ignore certain words or errors in a document.

Word Cptiaeas

Eopula il
et J" | Change how Ward corrects nd Farmaty o best
Dty
e — e BrarlorC et St
S CNBAGE Feasn WeaTl COITEE Bnd fOImals 18T 35 yOUhPe | SUloCamed Optisad. .
Epvanced

W corTRcteng S praling b MACIDS0T CHECE proge sms.
Cumboming
Bgruaee words in UFPERCASE

Egrsaee words that cordsin numpess
Eanaave Indernet and fde addietses
Flag pepeaied wonds

Enfarce sccented uppercase in French
Sugaest from main dicicnan onky

French modes: | Traddticensl and new spefings &

A
Trnt Cartas

RErouties

O0EBREE

Wisen Coneition) 3peiling and Qeamumar in Word

] heck speiling as yaw tyoe
] use coptestual speiling

Ahark Gramear erion 85 Feu BEe

1 {heck gramman with 15eing

T Show resdsty (et

Wiriting St | Geamear Grby W | Seftings..
Rethe O Daumsent
EErrpEsaon s bﬂ iy -

] riide speiling erraes in this denament anly
] mige grammgs errgs imttus gooument grby
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Customise the Word Environment

Save
This feature allows you personalize how your document is saved. can specify how often yavant
auto save to run and where you want the documents saved.

Word Dplisns

Fopdta H Cuttornize how dedumens s saved.
Diplay
Proating Ser dicsl uenerily
Shwe "' Save Bl in this fomat ‘Wead Document [ docd w
Advaniied E See SuboReraver information svery | LD o mirdes
Cushamize Autafrower e lecatiser | O Dotumentd and Seitegdjiparew’ Applcatnan Dale Mioropo8l Weed
e Dot Tfe baambinn: CoDocumens and Settings [spanew' My Deuments
Tnsst Center Hfline editing opbions boe document mansprment yeove: e
Rebauroey Sarer thatked gt bl 16

(= Tooe pereer dradls Bocation on this compater
) Te pet perenr

Sereer dratis brcsbean  CODppamesnd s and Setiongs'jppamas’bly Dacuments' ShacePaird Drafty E;;;;_"

Freserer figeifty when thaning Bhin dotument ] Cusing w

] Embeatantd 15 e

==

Advanced
This feature allows you to specify options for editing, copying, padisglaying, printing and saving.

Papid T 4
Fa ] adwanted sptions for modkng with Wavd,
Dasplay E
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F: Al et o B gragged end dicpped
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[#] vre ymart paragrapn seieden
Trust Cenber [ wig irant curspning
7 it bve Bt by b comined froerype mase

[ Ure exeriype made
[ Promet to wpante shyge
I__ g [t ghyle o0 bullsied or numbered Bl
[] Egeptrade o4 dpimaning

1 Mark fomasting inconsabenoes
[¥] Erabie glick and fype

Cefaull parsguaph i Kesmal W

Add-Inp

Redaunoe

Lwl copy. and paste
Bapting ypithin the jams Sgumpnt Exep Source Farmatting Setayl) | »
Pasting Gttween denaments Keep Soumce Formatting iefaull] »
Pasting gtween StDaments wihen sty Selindons coafbch | Use Destination Styles Defaul) »
Pasting [16m SThar programs: Kndp Soutce Farmatting iDefaull] ™
Ineertipaste pictures o I dne with el |

E; Erep buliety snd numbere when garting best with Ceep Test Ocdy opfion
[] idta pvve Bt oy Fae paite
[ Sheaw Paste Qptions saobians

=1 Wi jreiet et and paste SeRtings.. |
W
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Customize

Customize allows you to add features to the Quick Access Todflihere are tools that you are

—

Customise the Word Environment

utilizing frequently, you may want to add these to the Quick Access Toolbar.
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Editing a Document

Typingand inserting Text

To enter text just start typing! The text will appear where the blinking cursor is located. Move the
cursor by using the arrow buttons on the keyboard or positioning the mouse and clicking the left
button. The keyboard shortcuts listdmblow are also helpful when moving through the text of a
document:

Move Action Keystroke
Beginning of the line HOME

End of the line END

Top of the document CTRL+HOME
End of the document CTRL+END

Selecting Text

To change any attributes of teittmust be highlighted first. Select the text by dragging the mouse
over the desired text while keeping the left mouse button depressed, or hold dowSitHEkey on
the keyboard while using the arrow buttons to highlight the text. The following tabléagu
shortcuts for selecting a portion of the text:

Selection Technique
Whole word doubleclick within the word
Whole paragraph (triple-click within the paragraph

Several words or drag the mouse over the words, or hold do®rlIFWwhile using the
lines arrow keys

Entire document chooseEditing | Select | Select Afrom the Ribbon, or presSTRL+A

Deselect the text by clicking anywhere outside of the selection on the page or press an arrow key on
the keyboard.

Inserting Additional Text

Text can be iserted in a document at any point using any of the following methods:

A Type Text Put your cursor where you want to add the text and begin typing

A Copy and Paste TexHighlight the text you wish to copy and right click and dlioky, put
your cursor whee you want the text in the document and right click and dRelste

A Cut and Paste TextHighlight the text you wish to copy and right click and dlick put your

cursor where you want the text in the document and right click and Bladte
A Drag Ext: Highlight the text you wish to move, click on it and drag it to the place where you
want the text in the document.

You will notice that you can also use

the Clipboard group on the Ribbon. 1 of 24 - Clipboard - =
[‘J—ﬂl Paskte all ] [,_"s'; Clear all ]

Zlick an item ko paske:

!'____] The student preview is
| located ak the top right
hand side of the screen. ..

13
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Editing a Document

Rearranging Blocks of Text

To rearrang text within a document, you can utilize tidipboard Groupn theHome Talof the

Ribbon.
Insert picture of clipboard group labelled

Move text. Cut and Paste or Drag as shown above

A
A Copy Text Copy and Paste as above or use the Clipboard group oRitimon
A PasteText/ NI b = O0K2fR R2gy GKS [/ ¢w]

Clipboard group to Paste, Paste Special, or Paste as Hyperlink

—""1 Home Insert

j & Calibri (Body)

[‘Paste] ]« T O,
5 j | u

& Paste

._T_% Paste Special...

Sy

Deleting Blocks of Text

Use theBACKSPAGIEdDELETEeys on the keyboard to delete text. Backspace will delete text to the
left of the cursor and Delete will erase text to the right. To delete a large selection of text, highlight it

using any bthe methods outlined above and press tB&ELETEey.

Search and Replace Text

To find a particular word or phrase in a document:

4 Find ~
A ClickFindon the Editing Groupon the Ribbon 2 Replace
A i : ab
A Tofind and replace a word or phrase in the document,
clickReplaceon the Editing Groupof the Ribbon. W Select ™
Editing
Undo Changes
To undo changes: | s s L =
ek
Haome Insert

A Click theUndo Buttonon the Quick Access Toolbar

14
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Page Formatting

Modify Page Margins and Orientations SRR rage tarorn [t

b M Chri ion = #= Br -
The page margins can be modified through the following ste&: SRR . Rk
- [_'I Size = £ Line Numbers -

i Maralns
[@]- EE columns - " Hyphenation -

A Click thePage LayouTéb on the Ribbon = —
A On thePage Setugroup, Clichargins /| T 'Ti':f"‘ 4 Botbom 1°
A Click eDefault Margin or Left 1" Right: 1
A ClickCustom Marginsand complete the dialog box. "
A0
Tap: 0.5" Bottom: 0.57
| Left: 0.5 Right: 0.5
] I Foderate
To change the Orientation, Size of the Page, or Columns: Top: 1°  Boktom:l”
Left: 075 Right: 0,75
A Click thePage LayouTab on the Ribbon ) Wide i
A On the Page Setup @up, Click theDrientation, Size B E
or Columnsdrop down menus -—
A Click the appropriate choice Minored
Tap: 1= Battom: 17
. JJ Inside:  1.257 Outside: 1™
d9-0& -+
Home Insert Page Layout References .T'i“ "T} Lol Bottom: 1°
E J 2 Orientation = 4= Breaks - Lt 1257 Right 125"
1.-. " i_"| Siza = £ Line Numbers = Custom Morpins—

Themes | Margins
E|' - BE columns - w2 Hyphenation -

Themes Page Setup =

Apply a Page Border and Colour
To apply a page border or colour:

A Click thePage LayouTab on the Ribbon

A On the Page Background Group, click Bragje Colots or Page Borderslrop down menus

Page Layout References Mailings Revi
Irientation - *,Z::: Breaks - 4] Watermark -
ize ~ £ Line Numbers - @_ﬂF‘age Color =
olumns ~ b~ Hyphenatlwg Page Borders

Page Setup Page Background

Insert Common Header and Footer Information

To insert Header and Footer information such as page numbers, date, or title, first, decide if you want
the information in the header (at the top of the page) or in theteo (at the bottom of the page),
then:

Insert Page Layout Referentes Mailings Review View Developer

A Click thelnsert Tab on the Ribbon _J) )j “ 8, Hyperink J j j

A ClickHeader or Footer UJ 1 Bt = |4

A Choose a style I'a::le Picture li:l: Sha‘pes Smartart Chart T et Hen_cler Fae!er Hu:.:g:”
Tables llustrations LlnH Header & Foater

15
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- —E'J) Home

- Insert
.1'

B & 3
Header Footer  Page

* v Humber =
Header & Fooler
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Page Formatting

A TheHeader/Footer Desigiab will display on the Ribbon
A Choose the information that you would like to have in the heaatefooter (date, time, page
numbers, etc.) or type in the information you would like to have in the header or footer

Fage Layout References  Maklings Review  view
q__! : ] = Hﬁ' —-I" T} Previous Sedtion
bt % |

- _I’. Mext Section
Date Quick Picture Clip Gote Goto )
& Tame Parts= Art Header Fooler = LNkt Prévou
Insert Havigation

Create a Page Break

To insert a page break:

A Click thePage LayouTab on the Ribbon

argins

Developer

Different First Page

Ditferent Odd & Even Pages
¥| Show Document Text

Options

Insert

Iy Orientation = k= Breaks =)

[ 3 Size -
B Columns -

Fage Setu

A On thePage Setugroup, click th@reaks Drop Bwn Menu

A ClickPage Break

Insert a Cover Page

Built-In

To insert a cover page:
A Click thelnsert Tab on the Ribbon
A Click theCover Pag@utton on the Pages Group
A Choose a style for the cover page
= B LR B Bi
= Home Insert Fage Layout Feferences PAailings Il!e
is-Cover-Fagez) | [T L EiEl [ g, ol | S tyee

: [Year]

S —

TR Mo SOOARMT TELE

Arrvgal Austers

PR

Comservative

]

=R
‘e

Bemove Cumrent Cover Page

Contrast Cubicles -

Insert a Blank Page
To insert a blank page:

A Click theinsert Tab on the Ribbon
A

Click theBlank PagaButton on the Page Group

Ts oy |
|Type text|

Fage Layout

Dresign

=i Header from Top: 0.5

%)

Close Header

Eh Footer from Bottom: |0.5°
[ et Alignment Tab

and Faoter
Paition Close
References Mailings Review View
) Watermark = Indent

Page Breaks

| Beoe
b Mark the point at which one page ends

and the next page begins.

Ty Column
Indicate that the test following the column
break will begin in the next column.

i

Text Wrapping
Separate text around objects on web
pages, such as caption téxt from body text.

Breaks
Hext Page

Insert a section break and start the new
section on the next page.

1§ ey

Continuous

Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

R i

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

(2]

PNCEECE
el

a2y

Home Insert

|#] Cover Page ~
|_] Blank Fage

_ Table
*E' Page Break -
Pages Tables
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Formatting Text

Styles
A style is a format enhancing tool that includes font typefaces, font size, effects (bold, italics,

underline, etc.), colours and more/ou will notice thabn the Home Tab of the Ribbon, that you have
several areas that will control the style of your documeRant, Paragraph, and Styles.

. B
-r'"ll Hame ingert FPage Layouk Referenies Masbngs Rpwiew Watw Developer

o = F - — I 1 % Find -
2 r i Iy w el Mo el == h
B E | Al o 1 A W) s e e LIS apncne mamboenc AaBBC: AaBbec % & Relare
= ! - e
Pafu ¥ B L U ook 3 % Aa |- A - EEER .Ig |1 e E f Wommal T #o Spaci.. Headingl  Headingd g&‘:?f 3 Select -
Clipooard T Fant = Faragraph T Styles L] Editing

Change Font Tygface and Size
To change the font typeface:

A Click thearrow next to the font name and choose a font.

Calibri (Body) - - A a7 |

‘B Z U - abe x, x* Aa™n

Font [

A Remember that you can preview how the neanf will look by highlighting the text, and
hovering over the new font typeface.

— Hu - fa« |2l - =~ | il ] | AaBbCcDe| AaBbCcDe Aal
Lol = ERE :E"’I :ﬂa]:' e | T Normal | T Ho Spac.. Hea
Cambria {Headings}
Calibri {Body)
Recently Used Fonts
‘i Verdana

T Times New Foman
AB Fonts

i dgency FB
r ALGERLAN
T Anial

T Arial Black

Paragraph Style

Formatting Text

ool that includes font typefaces, font size, effects | bold, italics
" Arial Mamow i notice that on the Home Group of the Ribbon, that you hawve
r Arial Roundad MT Bold F of your dacument: FONT, PARAGRAPH, AND STYLES,
% Arial Unicode M3

To change the font size:

A Click thearrow next to the font size ad choose the appropriate size, or
A Click theincreaseor decreasefont size buttons.

Calibri (Body) -l - AT,
/B I U -~ abe x, Aa~ |37 NA -

Font L
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Formatting Text

Font Styles and Effects

Font styles are predefined formatting options that are used to emphasize Ty include:Bold,
Italic, and UnderlineToadd these to text:

A Select the text and click tHeont Stylesncluded on the Font Group of the Ribbon, or
A Select the text and right click to display the font tools

Calibri (Bot ~ (11 - A" A7 Ay

=faces, font size, effe b7 . A -

2 Group of the Ribbon,
. Paragraph, and Styles.

RIEIN
M

T

Change Text Colour
To change the text colour:

A Select the text and click th@oloursbutton included on the Font Group of the Ribbon, or
A Highlight the text and right click and choose the colours tool.
A Select the colour by clicking tli®wn arrow next to the font colour button.

-

Calibri [E!G!W\Ii“' A A

BIE¥-A-% =

k

m
¥
i

— |

Highlight Text

Highlighting text allows you to use emphasize text as you would if you had a madkeighlight
text:

Select the text

Click theHighlight Buttonon the Font Group of the Ribbon, or

Select the text and right click and select the highlight tool

To change the colour of the highlighter click on down arrow next to the highlight button.

M@;H A A AT
r at;'r?TA"- :

v > D D

k!

-

141
m
¥
[
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Formatting Text

Copy Formatting

If you have already formatted text the way you want it and would like another portion of the
document to havehe same formatting, you can copy the formattingo copy the formatting, do the
following:

e

=1 &
a5
-
Clipboard ™
A Select the text with the formatting you want to copy.
A Copy the format of the text selected by clicking frermat Painterbutton on the
Clipboard Grap of the Home Tab
A Apply the copied format by selecting the text and clicking on it.

Clear Formatting
AaBbC: AaBbce - A

To clear text formatting: Headingl Heading2 . Change

Intense Quote
Subte Reference
Intense Reference
Book Title

Shyles = |
A Select the text you wish to clear the formatting =215 -\Hm
A Click theStylesdialogue box on the Styles Group = Styles v x|
on the Home Tab - &
A ClickClear Al || S

| | Mormal T

I Mo Spacing 1]"

| | Heading 1 1a

Heading 2 Ta

Title hLE]

Subtitle hLE]

Subtle Emphasis a

Emphasis a

Intense Emphasis a

Strong a

Quote 13

1a

a

a

a

T

List Paragraph

[] show Prexview
[] pisable Linked Styles

oplions.. .
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Formatting Paragraphs

Formatting paragraphs allows you to change the look of the overall docunyent.can access many

of the tools of paragraph formatting by clicking tRage LayouTab of the Ribbon or thBaragraph
Group on tle Home Tab of the Ribbon.

o
' Hame Insert Page Layout References Mailings Fewew YView Developer
[ A ] E- [y Orientation = = Breaks = A) Watermark = Indent Spacing t t - | Algn =
4 il
l" =1 [a]- | Size - F JLine Numbers = <% Page Color = B Left: 0 : | ba Before: O pt : k- L
Themes — Marging _ ) . - - =
~ |-_,-.' = I‘ Columns - Y Hyphenation - J Fage Borders I'E Right: & = :. after: 10 pt = g
Themes Page Setup s || Page Background Paragraph # Arrange
Home Ingert Page Layout References Mailings Review View De
Calibri [Body] -1 e A AT s A
_}" Bfﬂ'i-x,x'h'*i-"ﬂ,' El:.,tgf :,1._'
rd = Fant . . Faragraph

Change Paragraph Alignment

The paragraph alignment allows you to set how you want text to app€archange the alignment:

A Click theHome Tab

A Choose the appropriate button for alignment on the Paragraph Group.

A Align Lef: the text is aligned with your left margin

Centre The text is centred within your margins

Align Right Aligns text with the right margin S

Justify. Aligns text to both the left and right margins,i= ~ i= = "= ||2= (|2} || T |

> > >

Indent Paragraphs Paragﬂph\* P

Indenting paragraphs allows yet text within a paragraph at different margins. There are several
options for indenting:

I
i
I
Fr

|

4

4

4

First Line Controls the left boundary for the first line of a paragraph

Hanging Controls the left boundary of every line in a paragraph except the first one
Left Controls the left boundary for every line in a paragraph
Right Controls the right boundary for every line in a paragraph

> >

To indent paragraphs, you can do the following:
A Click theindent buttons to control the indent.

A Click themdent button repeated times to increase the
size of the indent.
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FormattingParagraphs

Click the dialog box of thearagraphGroup
Click thelndents and Spacingab
Selectyour indents

Add Borders and Shading

You can add borders and shading to paragsagnd entire pagesTo create a border around a
paragraph or paragraphs:

A Select the area of text where you want the border or shading.
A Click theBordersButton on the Paragraph Group on the Home Tab
A Choose théBorder and Shading
A Choose the appropriatoptions
Apply Styles

Styles are a present collection of formatting
that you can apply to text. To utilifguick Styles:

A Select the text you wish to format.

A Click the dialog box next to tHatyles Group
on the Home Tab.

A Click the style you wisto apply.

A
haBbCcDc| AaBbCcDe AaBbCi AaBbCc

THormal | TNo Spaa... Headingl Heading = Change
Styles -
Styles fu
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