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introduction to Word( 2007)

Word 2007 is the word processing software in the Microsoft 2007 Office
Suite. It allows you to easily create a variety of professional-looking documents
using features such as themes, styles, Smart Art, and more.

Lessons

1-Creating a New Document

Formatting Text

Format Font Size

Format Font Style

Format Font Color

Change the Text Case

Change Text Alignment

Using Indents and Tabs

Find and Replace to Replace Existing Text

Copy and Paste Text

Drag and Drop Text

2-Saving Documents

3- Printing

4-Inserting Tables

Modifying Page Layout

Format Page Margins

Insert a Blank Table:

Inserting and Modifying Tables

Add a Row Above an Existing Row:

Add a Column:

Delete a Row or Column

Apply a Table Style:

Modify a Table Using the Layout Tab

5-Text Boxes

Insert a Text box:

Change Text Box Style

Change Shape Fill

6- Shapes

Locate Clip Art:

Modifying Page Layout

Introduction

Change the Paper Size
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http://www.gcflearnfree.org/word2007/1
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Creating a New Document
1- New Documents

To Create a New, Blank Document:
Click the Microsoft Office Button.

Select New. The New Document dialog box appears.

Select Blank document under the Blank and recent section. It will be
highlighted by default.

Templates » |;'.=.= ch Microsoft Office Online fo |

[ EBlank and recent l
Installed Templates Blank and recent

3

My templates...

MNew from existing...
Microsoft Office Online

Featured

Agendas

Award certificates
Erochures
Eudgets : 3 =-

Business cards === i —
= .
Calendars === ==

Contracts e — .
Mewsletter wizard Equity Resume
Diagrams

Envelopes

Expense reports
———] ———] h'd

54

Click Create. A new, blank document appears in the Word window.
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2-Formatting Text
Oa) H9-64 )+
T

Home Insert Page

_3] * Lucida Calligraphy
- EE

Paste » Theme Fonts
- Cambria
Clipboard M=
Calibri
Recently Used Fonts
T Arial

To create and design effective documents, you need to know how to format
text. In addition to making your document more appealing, formatted text
can draw the reader's attention to specific parts of the document and help
communicate your message.

format the font size, style, and color; and use the Bold, Italic, Underline, and
Change Case commands

To Format Font Size:
Select the text you wish to modify.

Left-click the drop-down arrow next to the font size box on the Home tab.
The font size drop-down menu appears.

Move your cursor over the various font sizes. A live preview of the font
size will appear in the document.
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d9-04a -+

| Home l Insert Page Layout

References

g B C A
|Clipbnard ] Font | 10 ]
11
12
14
1a
18
| 20|
22
24
Se( 1Annua
28
36
Bri,. tCance
72 ¥

Left-click the font size you wish to use. The font size will change in the

document.
To Format Font Style:

Select the text you wish to modify.

Left-click the drop-down arrow next to the font style box on the Home tab.
The font style drop-down menu appears.

Move your cursor over the various font styles. A live preview of the font will

appear in the document.
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Do)\ = 9-0 A4 )+ Flyer
Ny —
- | Home | Insert Page Layout References Mailings

_&j “" Lucida Calligraphy Bz& arSNIE] |5§:, =
Paste - Theme Fonts

cnp;uardﬂ Cambria {Headings)

- Calibri (Body)
Recently Used Fonts

T Arial

i Lucida Calligraphy % .

T Lucido Hondwriting

T Eras Medium ITC

T Garamond und

T Times New Roman

All Fonts Zn

T fgency FB
& Albertus MT

Left-click the font style you wish to use. The font style will change in the
document.

To Format Font Color:
Select the text you wish to modify.

Left-click the drop-down arrow next to the font color box on the Home tab.
The font color menu appears.

Move your cursor over the various font colors. A live preview of the color will
appear in the document.
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Page Layout References Mailings Review Vie

A;al

by -8 - |A A
abe %, * Aa~||% - Av| |_
Font . Automatic l

Theme Colors
H EEEEENR

Standard Colors

Second Anmm EEEEE{fQ

Recent Colors

-
(il
11
-
1
|

4

B‘r'eas s More Colors.., h ._./‘
| More Colors I

Left-click the font color you wish to use. The font color will change in the
document.

Your color choices aren't limited to the drop-down menu that appears. Select
More Colors at the bottom of the list to access the Colors dialog box. Choose
the color that you want and click OK

To Use the Bold, Italic, and Underline Commands:

Select the text you wish to modify.

Click the Bold, Italic, or Underline command in the Font group on the Home
tab.

IDH g )+

Home Insert Page Layout References

uj 8 |l Calibri 0 v A AT
R EE |
Paste 7 (B I U -|abe x, x* Aa-|/®"- A -

: b3

Clipboard ™= Font l=

Bold (Ctrl+B)
Make the selected text bold.

B
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To Change the Text Case:
Select the text you wish to modify.

Click the Change Case command in the Font group on the Home tab.
Select one of the case options from the list.

e Insert Page Layout References Mailings

Calibri -l A A =S

‘B I U -ae x, X Aa~||¥- A~ |=E ==

Font Sentence case.

lowercase

UPPERCASE
Capitalize Each Word
1OGGLE cASE

To Change Text Alignment:
Select the text you wish to modify.

Select one of the four alignment options from the Paragraph group on the
Home tab.

Align Text Left: Aligns all the selected text to the left margin.
Center: Aligns text an equal distance from the left and right margins.
Align Text Right: Aligns all the selected text to the right margin.

Justify: Justified text is equal on both sides and lines up equally to the right
and left margins. Traditionally many books, newsletters, and newspapers use
full-justification.

Mailings Review View Add-Ins

i=- =~ g |EE
=-i=-SE||EE

I%S-
Paragraph l=

Align Text Left {Ctrl+L)
Align text to the left.

||%J’|| !T| AaBbCche
|| Ié} |I Ly | T Mormal
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Formatting Text
Using Indents and Tabs

The Tab Selector

The tab selector is above the vertical ruler on the left. Hover over the tab
selector to see the name of the type of tab that is active.

e

The tab options are:

First Line Indent [¥]' Inserts the indent marker on the ruler and indents the
first line of text in a paragraph.

Hanging Indent [=]: Inserts the hanging indent marker and indents all lines
other than the first line.

Left Tab[t]: Moves text to the right as you type.

Center Tab [£]: Centers text according to the tab.

Right Tab [4]: Moves text to the left as you type.

Decimal Tab[]: Aligns decimal numbers using the decimal point.
Bar Tabl'l: Draws a vertical line on the document.

To Set a Tab Stop to Indent the First Line of Text:

Click the tab selector until the First Line Indent icon is visible.
Left-click at any point on the horizontal ruler.

The First Line Indent icon will appear.

The tab options are:

To Set a Tab Stop to Indent the First Line of Text:
Click the tab selector until the First Line Indent icon is visible.
Left-click at any point on the horizontal ruler.
The First Line Indent icon will appear.
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Lyath
Выделение


e s
‘-—-'/ Home Insert | Page Layout | References Mailings Revie

Eﬂ n" |2y Orientation - PE:' Ereaks ~ |4 Watermark ~
— " _I_ IS Size T £ Line Numbers ~ <34 Page Color =
N "l':irﬁt Line Indent [ b~ Hyphenation - | [ Page Borders
Selected on the Page Setup f« || Page Background

=] Tab Selector aﬁ*hi‘__lzl
: Execyliist Line Indent| — Tab Stop on

Ruler

- Text
Indented —* [Decemberzﬂﬂ?hasbeenapmfit

arenas. Ad sales are up by 23% and capita
Department. The salesteam hired a new
chief position was created, and the salest
Additionally, online ad sales doubled since
increase with the use of online ads and ou

Press the Enter key to start a new paragraph and your insertion point will

automatically indent to that point.
To move a tab stop once you have inserted it, left-click and drag the tab stop

back and forth on the ruler.
You can set the Hanging Indent the the same way; however this tab stop

changes all the other lines in a paragraph.

To Set the Left, Center, Right, and Decimal Tab Stops:
Click the tab selector until the tab stop you wish to use appears.
Left-click the location on the horizontal ruler where you want your text to

appear.
Clipboard-'?- Font |
- |
|
Left Tab
Stop

Press the Tab key to reach the tab stop.

Use Find and Replace to Replace Existing Text:
Click the Replace command on the Home tab. The Find and Replace dialog box
appears.
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- B X

% 334 Find -
AaBbCc |E“E§plml
rening2 (S ICRRRIN T b
L Editing
E ' | Replace (Ctrl+H)
Replace text in the document.
r [l

Enter text in the Find field that you wish to locate in your document.
Enter text in the Replace field that will replace the text in the Find box.

Find and Replace

Find | Replace | GoTo |

Find what; |Deceml:uer 2007 W |

Replace with: |Januar';.-' 2003 W |

Mare = [ Replace ] LrRepIace all l [ Find Mexxk l [ Cancel ]
s
N

Click OK. The change is made in the document.

You can also use the Find command to locate specific information in a
document. For example, if you are working with a twenty page report, it would be
time consuming to search the document for a specific topic. You can use the
Find command to locate all instances of the word or phrase in the document.
This is a great way to save time when working with long documents.

To Copy and Paste Text :
Select the text you wish to copy.
Click the Copy command on the Home tab.
Place your insertion point where you wish the text to appear.
Click the Paste command on the Home tab. The text will appear.
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(6@94 e D

Home Insert Page Layout

B - ’Arial o F IR
Paste _} [B I g.vh x, X° Aa~

Clipboard ™= ||| Font

Copy (Ctrl=C)

Copy the selection and put it on
the Clipboard.

Saving Documents

.iEiHﬂ'U:ﬂ :

j Recent Documents
Hew
1 textcodes
':f Open 2 Cover Letter

2 Printing

1= BN
ol e

It is important to know how to save the documents you are working with. There
are many ways you share and receive documents, which will affect how you

need to save the file.

Are you downloading the document? Saving it for the first time? Saving it as
another name? Sharing it with someone that does not have Word 20077 All of
these things will affect how you save your Word documents. you will learn how
to use the save and save as commands, how to save as a Word 97-2003
compatible document, and how to save as a PDF.
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2 - How to Save Documents

To Use the Save As Command:
Click the Microsoft Office Button.

Select Save As =+ Word Document. The Save As dialog box appears.

@quuﬂ :

MNew

fé Prepare
s

L]

Save a copy of the document

i,;'. = Word Document
E Save the document in the default file
format. [%
o] Word Template

= Save the document as a template that can
be used to format future documents.

IE] Word 37-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003.

PDF or XPS
= Publish a copy of the document as a PDF or

XPS file,

+—] Other Formats
Open the Save As dialog box to select from

all possible file types.

Select the location you wish to save the document using the drop-down menu.
Enter a name for the document.

Assistant Lecturer Sherna Aziz Toma

Page 13




Save n: [ pesitop

Trusted My Docurents
Templstes | |y Computer
anm ) Coanlat)

L Coins
|[.3']I Dok | Fsrmer
= i ]inkre video
".-J Documents *ﬂmbﬂ'
My
- Computer
My Mt
‘-! Flaces

IF'EI ame: Cover Latker

Save &5 P | \Word Docurnent

| [ coen |

Click the Save button.

To Use the Save Command:
Click the Microsoft Office Button.
Select Save from the menu.

Using the Save command saves the document in its current location using the
same file name. If you are saving for the first time and select Save, the Save As

dialog box will appear

To Save As Word 97 - 2003 Document:
Click the Microsoft Office Button.
Select Save As - Word 97-2003 Document.
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@

j Mew Save a copy of the document
jw  Word Document
- [ Save the document in the default file
,.f" Open format.
w o | Word Template
| I Save = Sawe the document as a template that can
be wsed to format future documents,

JE = Word 97-2003 Document
| Save As | b Save a copy of the document that s fully

compatible with Word 97-2003.

! !] Print N ; PDF or XPS

Publish a copy of the document as a PDF or
XP5 file.

% Prepare  » |_! Other Formats

Open the Save As dialog box to select from
S Bl

all possible file types.
Select the location you wish to save the document using the drop-down menu.
Enter a name for the document.
Click the Save button.
To Download the PDF Extension:
Click the Microsoft Office Button.

Select Save As =+ Find add-ins for other file formats. This will open your web
browser to the Microsoft site.

Follow the instructions on the Microsoft site for downloading the extension.
To Save As a PDF:

Click the Microsoft Office Button.

Select Save As = PDF. The Save As dialog box will appear.
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@H'J—ﬁﬂ s

Save a copy of the document

)

"’f’f Prepare
_ﬁ Send

(=3

)

il
B
o

Word Document

Sawe the document in the default file
format.

Word Template

Save the document as a template that can
be used to format future documents.
Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003.

PDF or XPS
Publish a copy of the do nt as a PDF or
XP5 file, ﬁm

Other Formats

Open the Save As dialog box to select from
all possible file types.

Select the location you wish to save the document using the drop-down menu.
Enter a name for the document.
Click the Publish button.

3- Printing

Print Preview, Quick Print, and traditional Print.

Printing

s

Preview and print the

Print
- Select a printe

other printing

Quick Print
' Send the doo
primter withou
1 Print Preview
g Preview and m

printing.

Once you complete your document, you may want
to print it for various reasons. three basic features of printing in Word including

To Preview the Document Before Printing:
Click the Microsoft Office Button.
Select Print = Print Preview. The document opens in Print Preview format
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&
j Mew Preview and print the document
ik Print
a. il'___',"u Select a printer, number of copies, and
iy DOpen ather prnting oplions befare printing.
i Quick Print
l I Save Send the document directly to the default
printer without making chamges:.
= T
M Bveds b Preview and make changes to pages befare
printing.

r blish  *

= Clage

| 2 word Options || X Exit word |

Click Print to print the document or Close Print Preview to exit the preview
format and make changes to the document.

In Print Preview format, you can do many tasks including:
To Print:

Click the Microsoft Office Button.

Select Print = Print. The Print dialog box appears.

Select the pages you would like to print -- either all pages or a range of pages.
Select the number of copies.

Check the Collate box if you are printing multiple copies of a multi-page
document.

Select a printer from the drop-down list.
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S \\SERVER\Lexmark X422

Tk

Lexmark X422 P53

Saff Riocen

Comirent: Large prink jobes and duple:x printing.

Page rangs

LT}
) Currgnt page
) Pages:

page page
ranges separated by commas counting
Friem thee start of the document or the
section. For examnple, byps 1, 3, 5-12
or plsl, pls2, pls3-pSs3

Prink phat: | Docurmsnt
Prink:

All pages in rangs w

Scale o paper siga: | Mo Scaling

Click OK.
To Print via Quick Print:

Click the Microsoft Office Button.

Select Print = Quick Print.
The document automatically

4- Inserting Tables

Insert

BE

Table

-

Page Layout Referer

£l
Bk ]

Clip Shapes 5m
Art

A
4

i
Picture

-

| 3x3 Table

I
I
I
I

— e i

prints to the default printer

A table is a grid of cells arranged in rows and

columns. Tables can be customized and are useful for various tasks such as
presenting text information and numerical data.

how to convert text to a table, apply table styles, format tables, and create blank

tables
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To Insert a Blank Table:

Place your insertion point in the document where you want the table to
appear.

Select the Insert tab.
Click the Table command.

Drag your mouse over the diagram squares to select the number of columns
and rows in the table.

G AR - D

Home |Insert | Page Layout References

|] Cover Page - Ell=m —
|_] Blank Fage m‘ cxal K] LEP
— Table Picture Clip Shapes SmartArt
t— Fage Break - Art -

Pages 5x4 Table
[c] 1 N O
= 1
: I [
: I
- I % o [ o |
_ N
- N
: N o

Insert Table...

- Draw Table

R T R

=

== | Convert Text to Table

EI Excel Spreadsheet

| Quick Tables 3

Left-click your mouse and the table appears in the document.
Enter text into the table

Inserting and Modifying Tables

To Convert Existing Text to a Table:
Select the text you wish to convert.
Select the Insert tab.
Click the Table command.
Select Convert Text to Table from the menu. A dialog box appears.
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Home Insert Page Layout References

r Page N

e e B P
Table Picture Clip Shapes Smarthrt

Break - Art -

125 Insert Table
)
N O [
N [ [
N O [
N O [
N [ [
N O [

B EEEn .

E Insert Table...

fﬁ’ Draw Table

| 25 Conyert Text to Table... |

4% Excel Spreadsheet addec
1 Quick Tables » pofol

—weuumganuevent plar

Choose one of the options in the Separate text at: section. This is how
Word knows what text to put in each column.

Convert Text to Table |i||£|
Table size
Murnber of colurmns: 4 =

Murnber af rows;

I

AukaFit behavior
(%) Fixed colurmn width: | Auto %
) AukoFit ko contents
) AutoFit ko window

Separate text at
'CJ Paragraphs O Caommas

() Tabs (%) Other: D

[ Ok ][ Cancel ]

Click OK. The text appears in a table.
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To Add a Row Above an Existing Row:
Place the insertion point in a row below the location you wish to add a row.

By Salesperson Insartion point is in FIRST
Current Salespeople & Monthly Ad Sales (Print, TV, Web)  Tow so we can add a new
row ABOVE it
Jim M. 510,252 525,560 513,745
Beth W. 45,550 513,470 527,800
Luiz D 58, 547 §17,555 58,907
allice 5. $13,578 56,789 $10,239
Right-click the mouse. A menu appears.
Select Insert = Insert Rows Above.
525,560 513,745
513,470 527,800 | &
517,555 58,907 |3
56,789 510,239 05 Paste
HE  Insert Columns to the Left Insert r
H Insert Columns to the Right Delete Cells...
ﬁ Insert Rows Above % EH  split Cells...
ﬁ Insert Rows Below Q Borders and 5hading...
= Insert Cells... |li} Text Direction...
ster in January 2008. All new clients are lo Cell Alignment »
1. Mew categories of business clients we s AutoFit b

usiness.

5]

Table Properties...

A new row appears above the insertion point

By Salesperson
CurrentSalespeople & Monthly Ad Sales [Print, TV, V

Jim M. 510,252
Beth W. $5,550

Luiz D. $8, 547
Alice S. 513,578
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To Add a Column:

Place the insertion point in a column adjacent to the location you wish the
new column to appear.

Right-click the mouse. A menu appears.

Select Insert = Insert Columns to the Left or Insert Columns to the
Right. A new column appears.

To Delete a Row or Column:

Select the row or column.

Right-click your mouse and a menu appears.
Select Delete Columns or Delete Rows

Table Style

To Apply a Table Style:
Select the table. A Table Tools Design tab now appears on the Ribbon.
Select the Design tab to access all the Table Styles and Options.
":T:.’ b9-oA s

CompanyReport - Microsoft Word Table Toaols

Home Insert Page Layout References Mailings Fevigw Wigwr Add-Ing Design Layout
¥ HeaderRow ¥ FistColumn @ [/—m—m|m——m— — — ——— — 3% Shading ~
Tatal Row Last Cobumn —=--= —---- -—--Z- | —---- = | Bordersin|

¥ Banded Rows
Table Style Cptions

Banded Columns
Table Styles

Click through the various styles in the Table Styles section.
Left-click a style to select it. The table style will appear in the document.

CompanyReport - Microsoft Word Table Tools

ik References Mailings Review WView Add-Ins Design Layout

—_ T —— ———— /—— — —— Q Shac

e==ss] e s | e B ELlBor

Table 5tyles

1 i ' |B§- - 1 R L. B 1 B 1
1. 510,252 525,560 513,745
W. 55,550 513,470 527,800
) 58, 547 517,555 58,907
5. 513,578 56,789 510,239

You can modify which table styles are displayed. In the Table Styles
Options you can select and deselect various table options.
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For example, you can select Banded Rows and only tables with banded
rows will appear in the Tables Styles section.

Want to have a little more creative freedom when it comes to formatting your
tables? You can manually change the table border or shading, change line
weight, or erase part of the table.

Modify a Table Using the Layout Tab

When you select a table in Word 2007, Design and Layout tabs appear
under Table Tools on the Ribbon. Using commands on the Layout tab you
can make a variety of modifications to the table such as:

Adding and deleting columns,
Adding and deleting rows,
Changing the cell size,
Aligning cell text,

Changing text direction,
Merging and splitting cells,

And More.
’i'_';:,) H9-0#A )+ mpanyReport - Microsoft Word Table Tools

el

- Home Insert Page Layout References Mailings Review Wi Add-Ins Dresign Layout

L Select - % r_i_l B Insert Betow || [ Merge Cens || 3] loase s HE Ei =HE A= | Al
i'.-'iﬂ""h“ Gﬂdll‘ltsi < trzert Latt 5 sphit Cens o) 1667 o e — ! Z

Drelete | Insert 3 (i Text Cell Sort
B3 Properties - above T Insert Right || 7 Spiit Table =, AutoFit ~ el =l = pirection Margins
Table Rows & Columnds fa Merge Cell Size f Alignment

5-Text boxes

A 2| Quick Parts = |2 Signat
A wardart - Date &
Text I%

an[:% A= Drop Cap - Mg Object
| Text

Text Box
Insert preformatted text boxes.

You may want to insert a text box into your
document to draw attention to specific text or so that you have the ability to
easily move text around within a document.
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Text Boxes
To Insert a Text box:
Select the Insert tab on the Ribbon.
Click the Text Box command in the Text group.
Select a Built-in text box or Draw Text Box from the menu.

If you select Built-in text box, left-click the text box you wish to use and it will
appear in the document.
OR

If you select Draw Text Box, a crosshair cursor will appear. Left-click your
mouse and while holding it down, drag your mouse until the text box is the
desired size.

j j EL & Quick Parts - |2 Signature Line - || JT Equation
= L# A wordart - (5], Date & Time £2 Symbaol =

Footer Page Text

-  Number~ | Box- AS DropCap =~ ‘gg Object -
ader &0 Buikt-In
= =
_ S
Simple Text Box Alphabet Quote Alphabet Sidebar
Annual Quote Annual Sidebar Austere Quote
Draw Text Box [%
d

Release the mouse button.
To Change Text Box Style:
Select the text box. A new Format tab appears with Text Box Tools.
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Flyer [Compatibility Mode] - Microsoft Word Text Box Tools

Page Layout References Mailings Review View Add-Ins Format
4 shape Fill = | l il = &
. . . ~ [ Shape Outline ~ LB O
_ Shadow 0 3-D Position
* Ly Change Shape = | Effects - i Effects= | =
Text Box Styles [ Shadow Effects

Select the Format tab.

Click the More drop-down arrow in the Text Box Style group to display more
style options.

,-’E@ HY-03 ) 7 Flyer [Compatibility Mode] - Microsoft Waord

el

- Home Insert Page Layout References Mailings Review View Add-Ins
A—=| 25 Text Direction 4 shape Fill = ' l i

&= Create Link . . . - [ shape Outline - L 3 O
Diraw ) | Shadow

Text Box &2 Break Link 7| 0¥ Change Shape = || Effects - )
Text [ Text Box Styleh | Shadow Effects
| More

Choose an overall visual style for
the text box,

Move your cursor over the styles and Live Preview will preview the style in
your document.
Left-click a style to select it.
To Change Shape Fill:
6- Shapes
Select the text box. A new Format tab appears with Text Box Tools.
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Page Layout References Mailings Review View Add-Ins

S . |ﬁ shape Fill = [ ] i
. Theme Colors L P

¥ H EEERER o,
Text Box Styles I Effects
UTHTNT
Standard Colors
HE EEEER
MNo Fill
1% | More Fill Colars...
SEQz| peure.. UNDR£
|] Gradient 2
B B Texture bl ‘ﬂ .
reas® )

Click the Shape Fill command to display a drop-down list.
Select a color from the list, choose No Fill, or choose one of the other
options

Page Layout References Mailings Review Vi Add-Ins Format

2 shape Fill = > t =
BEB J esa 2 B
3-D Position
Theme Colors % L Effects = - [

Text Box Styles B HENENNENNWwEfecs
1

All Presenters pleas Ili \ge area.
«ARRNNENER

All Media Personne Standard Colors Ballroom F.
N EEEEE

Mo Cutline

18 | More CQutline Colors..,

Select a color from the list, choose, or choose one of the other options.
To Change the Text Box Shape:

Select the text box. A new Format tab appears with Text Box Tools.

Click the Change Shape command to display a drop-down list.
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atibility Mode] - Microsoft Word

Text Box Tools

Mailings Review View Add-Ins Format
.+ 43 shapeFill - | l il = & T
- [ shape Outline - L2 O By
_ Shadow 0 3-D Paosition ]
= |y change Shape =/ | Efrects - i Effects=| = 6
5 BasicShapﬁ

_IZIE| O®ANOSDT
B (LA EAT) @ P = &

ﬁ“‘.[j Traezmd { }

Block Arrows

DA RUSPLLPRIT

€ dwvnpo » ] dMh
FQT A

Flowchart

OO0y
| ODCIRNR®DB K ¢ AVED
Jasa0

Select a shape from the list.

7- Inserting Clip Art:
To Locate Clip Art:
Select the Insert tab.

Fs

SER for

(AT e

Click the Clip Art command in the Hlustrations group.

I@ HY-04 - Flyer [Compatibility I
"Ll
~ Home Insert Page Layout References Mailings Review Vie
|] Cover Page - lj \ @ E ﬁ & Hyperlink

|_] Blank Fage | | = A Bookmark

= Table Picture | Clip [Shapes Smarthrt Chart

+—=, Fage Break - %Art - ['#] Cross-reference

Pages Tables I Nustrations ] Links

| Clip Art

Insert Clip Art into the document,
including drawings, movies,
sounds, or stock photography to
illustrate a specific concept.

The Clip Art options appear in the task pane on the right.
Enter keywords in the Search for: field that are related to the image you wish

to insert.

Click the drop-down arrow next to the Search in: field.
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Select Everywhere to ensure that Word searches your computer and its
online resources for an image that meets your criteria.

Click the drop-down arrow in the Results should be: field.
Deselect any types of images you do not wish to see.

Clip Art v M
Search For:

|ri|:||:u:|n | I a0 l
Search in:

|.ﬁ.II collections w |

Results should be;

Selected media file byvpes w

= O &l media bypes
Clip At
[0 Phaotographs %
1 Maovies

Sounds

Click Go.
To Insert Clip Art:
Review the results from a clip art search.

Place your insertion point in the document where you wish to insert the clip
art.

Left-click an image in the task pane. It will appear in the document.
OR

Left-click the arrow next to an image in the task pane.
Select Insert, Copy, or any of the other options on the list.
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Insert

Copy
Delete from Clip Organizer
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s g X o

Move to Collection...
Edit Keywords...

Find Similar Style

Preview/Properties
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Modifying Page Layout
Introduction
v 4+

] Insert Page Layout Ref

iy Orientation ~ ¥= Break

— [ size - ¥ Linet
Margins __ a
- £E Columns ~ be Hyph
Page Setup

R -

You may find that the default page layout
settings in Word are not sufficient for the document you wish to create, in

Assistant Lecturer Sherna Aziz Toma
Page 29




which case you will want to modify those settings. In addition, you may want
to change the page formatting depending on the document you are creating.
How to change the page orientation, paper size, and page margins, and
insert a break.

Page Layout and Formatting
To Change Page Orientation:

Select the Page Layout tab.

Click the Orientation command in the Page Setup group.
I'fﬁf:.! H - ) ﬂ &
L

Home Insert Page Layout References
j E- _}'y Orientation = |¥= Breaks =

— v Line Mumbers -
Themes Margins __I Portrait

- @* - = % Hyphenation ~

Themes ]
— Landscape

Eg [ I L R

Left-click either Portrait or Landscape to change the page orientation.

Landscape format means that everything on the page is oriented horizontally
and portrait format is oriented vertically.

To Change the Paper Size:
Select the Page Layout tab.

Left-click the Size command and a drop-down menu will appear. The current
paper size is highlighted.
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Left-click a size option to select it. The page size of the document changes
Modifying Page Layout

To Format Page Margins:
Select the Page Layout tab.

Click the Margins command. A menu of options appears. Normal is selected
by default.

Left-click the predefined margin size you want.
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OR
Select Custom Margins from the menu. The Page Setup dialog box appears.

Page Setup El r’__(

Marging Paper Ly

Margng

Top: 0.5° % pottom 1 =
Ll!fl:: 1* |- E‘nﬂ'rt'. 1 :
Quther: g - Gitter position: Left -
Crienk sticn

Portrat  Landgoape

Pages

[hukiple pages: Hormal w

Preview

Apply toy  |'Whale docurment v

o) Ce )

Enter the desired margin size in the appropriate fields.

You can always access the Page Setup dialog box by clicking the small arrow
in the bottom-right corner of the Page Setup group. The dialog box should
look familiar to people who have used previous versions of Word.
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