Document Formatting in Word

Presented By: Terence Peak

Topics

® Format Text

@ Section Breaks

@ Columns

@®Add, Edit and Format Clip Art
® Spell Check

@®Dictionary and Thesaurus
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What you will Need

@ Before you begin this tutorial, click here:
http://support.uiwtx.edu/MediaTraining/Tutorials.html

@ Download the Zip file For Word.zip

@The .zip file contains all of the documents necessary to
complete the exercises outlined in the instructions.
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@ Clipboard group: Options to cut, copy and paste.

& The Font group: Edit fonts, font colors, font sizes & font styles.

& The Paragraph group: Edit bullets and numbering, indentation,
sorting, show/hide paragraph marks, text alignment, line
spacing, shading, and borders.

& Insert or change formatting styles in a Word
document.

& The Edit group: Find, replace, go to and select options are
located here.
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THE BACKWARDS “P"

®There will be making a
pocumentt  variety of formatting

Review  View  Acrobat changes in this document.

To keep track of all of
them, activate
[t=-||& - -]  Show/Hide.
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! Paragraph =~ @By clicking the ] in the
Paragraph group on the
Home tab.

FORMATTING

@ Open “Letterhead”
@ Using the functions located in the

Font and Paragraph groups on the
Home tab

@® Highlight and Right align the text
of the document

@ Highlight, Bold, and Center the
title

@ Change the title font size to 16

@ The changes will prep text to
convert to newsletter format
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THE PAGE LAYOUT TAB

------

@ The Themes group: Themes are a series of designs for
background color, font color & effects.

@& The Page Set-up group: Margins, orientation, columns, page
breaks, and hyphenation.
@ The Page Background group: Watermark, Page Color, Page

Borders.

& functions for indentation and character

spacing.

@ The Arrange group: Formats images that are imbedded within

text.

INSERT SECTION BREAK
| SR 5 7 s

PaUe Droans

Page
Mark the point at which one page ends
ﬁ and the next page begins,

Column
= Indicate that the text following the column
= break will begin in the next column.

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

Section Breaks

Next Page
B Insert a section break and start the new

i—_ section on the next page.

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

= Even Page
Insert a section break and start the new
[ EEN sertinn nn the newt even-numhered nane.

@In the Page Layout tab, in
the Page Setup group,
choose Breaks

@ Under Section Breaks,
choose Continuous
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BORDERS

@ Move mouse to the title and
click Page Borders on the

Page Layout tab
&® Under the Borders tab
® Choose a style, color, and
width
@& Make sure the “Apply To”
box reads
& Click OK
j' = Breaks ~
_ | Line Numbers - @ Click mouse before
2 f|Columns
" Hyphenation ~ lloverviewn
£ 58 I
= |=|| one @ On the Page Layout tab,
B i click Columns
== Two .
@Click Three
i—;} Three
E} Left
i.—;} Right 1'
£E  More Columns...
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me Insert

Design

T ’ ., ®O0n the Insert tab, choose
bd A [P T

@Click anywhere in the
document

_ Clip Art
i

Picture § Clip Phota Shapes SmartArt Chart
At Album ~
@ Nesting allows for an
image to be placed within

ﬂ 1 I Align ~ a document so that the
N e L image is surrounded by

- Text Wrapping | LLK Rotate - text

I Arrange

@ Double-click the image

® Choose Text Wrapping
from the Arrange group

& On the next menu, choose
Tight
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TEXT WRAP
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@ Notice that the text
surrounds the image
®Move the image around

and the text moves with
the image

SPELL GHECK ON STERDIDS

ne Spring 2008.doc

EE HOoVeEsgs9-0 )¢
Recent Documents
New
1 Viookup-two worksheets.doc
= 2 MATH 2303 Course Outlil
7 Qpen
T 3 MATH 2303 syllabus.doc
4 Good Morming.doc
H Save
5 letterhead.doc
=] & website ideas.doc
Save As
1 Lorem ipsum dolor sit amet.doc
8 Mr.doc
HEP Erint % |9 Teen Acts Retreat.doc
Pastoral Council Meeting Mar.doc
)
7| Prepare ¥ BINF2325_Examl.dac
BINF2325_Examl.doc
[
_ﬁ Send  * BINF2325_Examl.dac
workbook assignment.doc
/ Publish ¥ Pastaral Ci | Meeti Mar.d
L/ Publis astoral Council Meeting Mar.doc
HoodBIBL3503.dac
D Close HoodBIBL3503.doc
—a
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it Word

@ Click the Office Button (or
push the F7 Key)

@® Click Word Options
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SPELL CHECK ON STERDIDS

Popular ABC|

B g‘ Change how Word corrects and formats yot
Display :
ro—— AutoCorrect options
Save Change how Word corrects and formats text as you type
Advanced

When correcting spelling in Microsoft Office programs

Customize
[¥ lgnore wards in UPPERCASE

Add-Ins [¥ Ignore wards that contain numbers
[V Ignore Intemet and file addresses

¥ Flag repeated words

Resources [~ Enforce accented uppercase in French

™ suggest from main dictionary only

Custom Dictionaries...
French modes: [Traditional and new spellings v

When correcting spelling and grammar in Word

Trust Center

[¥ Check spelling as you type

[¥ Use contextual spelling

[V Mark grammar errars as you type
Lo L

¥ Show readability statistics
Writing Style: [ Grammar & Style | | Settings... I

Recheck Document

@ Click Proofing

@® Click the checkbox Show
readability statistics. This will
show the Flesch-Kincaid
Reading level for your paper
after the Spell Check has been
completed. You will want to
strive for a twelfth grade
reading level

@ Click Settings

READABILITY AND WRITING STYLE

Spelling & Grammar 21 x| I
a I
+ Spelling & Grammar |

B4 Grammar Settings ] x|

o=t

o Wrting styie:
i

n L
i

|

E Skyle: . =]
u iches, L ollaquialsrns, and largon F

1 [V contractions

[¥ Fragment - stylistic suggestions

[V Gender-specific wor ds

7 ¥ Hyphenated snd compound waords J

[V Misused words - stylistic suggestions
I A

A I [ Passive sentences I
tt 05SESSIVES and PUUrls - SUylIsUC SUggeEstons
[¥ Punchustion - shylistic sugaestions

[¥ Relative clauses - skylistic suggestions
[¥ sentence length {mare than sixty words) =l

0
Beset &l Cancel
3

A P

@Under the Style menu
@®Click on the check boxes
to select
@ Passive Sentences

@®Click OK Continue with
Spell Check
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EASY THESAURUS

EE]

3 Paste

A Font..

ﬁ Paragraph...

i= | Bullets C

i=  MNumbering »

&, Hyperlink...

';i Look Up...

r Synonyms »
Translate 3
Styles 3

®Right-click the word that you
need a synonym for

® Choose Synonyms

@ Choose a synonym from the
menu

EASY DICTIONARY

EE]

L Paste

A Font.

=% Paragraph...

i=  Bullets »

i=  MNumbering »

[*] ink

E; Look Up...
Synonyms 3
Translate »
Styles »

@Right-click the word that you
want to define

@®Choose Look Up
@ Review the definitions
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WORD COUNT

-
- Home Insert Page Layout References Mai

fv I_.l_i [—;LJ a& é‘jTranslation ScreenTip = @Wa nt tO knOW hOW
Sgreallr;rﬁaft Res‘earch Thesaurus Translata% mush you have Written?

I it ol ®Click the Review tab

) St:tistics= @On the Proofing group,
3 oo click Word Count

i Wards 668
" Characters {no spaces) 3,507
“ Characters (with spaces) 4,190
t  Paragraphs 17

Lines 161

1 [ Include footnotes and endnokes

Shioy Toolbar |

[JUESTIONS?

Terence Peak, M.Ed.

Coordinator of Technology Training
Blackboard Certified Trainer

The University of the Incarnate Word
(210) 829-3920

tpeak@uiwtx.edu
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