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Objectives

You will have mastered the material in this chapter when you can:

e Start and quit Word

* Describe the Word window
* Enter text in a document

* Check spelling as you type
* Save a document

* Format text, paragraphs, and
document elements

* Undo and redo commands or actions

¢ Insert a picture and format it
* Print a document

* Change document properties
* Open a document

* Correct errors in a document
* Use Word’s Help
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What Is Microsoft Office Word 20077

Microsoft Office Word 2007 is a full-featured word processing program that allows you
to create professional-looking documents and revise them easily. A document is a printed
or electronic medium people use to communicate with others. With Word, you can devel-
op many types of documents, including flyers, letters, memos, resumes, reports, fax cover
sheets, mailing labels, and newsletters. Word also provides tools that enable you to create
Web pages. From within Word, you can place these Web pages directly on a Web server.

Word has many features designed to simplify the production of documents and
make documents look visually appealing. Using Word, you easily can change the shape,
size, and color of text. You can include borders, shading, tables, images, pictures, charts,
and Web addresses in documents.

While you are typing, Word performs many tasks automatically. For example, Word
detects and corrects spelling and grammar errors in several languages. Word’s thesaurus
allows you to add variety and precision to your writing. Word also can format text, such as
headings, lists, fractions, borders, and Web addresses, as you type.

"This latest version of Word has many new features to make you more productive.
For example, Word has many predefined text and graphical elements designed to assist
you with preparing documents. Word also includes new charting and diagramming tools;
uses themes so that you can coordinate colors, fonts, and graphics; and has a feature that
enables you to convert a document to a PDF format.

To illustrate the features of Word, this book presents a series of projects that use
Word to create documents similar to those you will encounter in academic and business
environments.

The process of developing a document that communicates specific information requires
careful analysis and planning. As a starting point, establish why the document is needed.
Once the purpose is determined, analyze the intended readers of the document and their
unique needs. Then, gather information about the topic and decide what to include in the
document. Finally, determine the document design and style that will be most successful at
delivering the message. Details of these guidelines are provided in Appendix A. In addition,
each project in this book provides practical applications of these planning considerations.

Project — Document with a Picture

"To advertise a sale, promote a business, publicize an event, or convey a message to the
community, you may want to create a flyer and post it in a public location. Libraries,
schools, churches, grocery stores, and other places often provide bulletin boards or win-
dows for flyers. These flyers announce personal items for sale or rent (car, boat, apart-
ment); garage or block sales; services being offered (animal care, housecleaning, lessons);
membership, sponsorship, or donation requests (club, church, charity); and other mes-
sages. Flyers are an inexpensive means of reaching the community, yet many go unnoticed
because they are designed poorly.
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The project in this chapter follows general guidelines and uses Word to create the
flyer shown in Figure 1-1. This colorful, eye-catching flyer advertises horseback riding
lessons at Tri-Valley Stables. The picture of the horse and rider entices passersby to stop
and look at the flyer. The headline on the flyer is large and colorful to draw attention
into the text. The body copy below the headline briefly describes key points of the riding
lessons, and the bulleted list below the picture concisely highlights important additional
information. The signature line of the flyer calls attention to the stable name and tele-
phone number. Finally, the graphical page border nicely frames and complements the
contents of the flyer.

headline:|

LEARN TO RIDE

High-quality Western and English riding lessons, focusing on
safety and including instruction on horse care, saddling a
horse, and other aspects of horsemanship. .

picture of horse
and rider

| S

page border

body copy

bulleted list
N\

AN

» Novice to advanced instruction for children and adults
e Indoor and outdoor arenas
* $40 per hour for private lessons; $25 for group lessons

CALL TRI-VALLEY STABLES AT 555-2030 TODAY! glonatcling

Figure 1-1
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BTW

Plan
Ahead

The Word Window

The screen in

Figure 1-3 shows how
the Word window looks
the first time you start
Word after installation
on most computers. Your
screen may look different
depending on your
screen resolution and
Word settings.

Overview

As you read this chapter, you will learn how to create the flyer shown in Figure 1-1

on the previous page by performing these general tasks:

* Enter text in the document.

* Save the document.

® Format the text in the document.
* Insert a picture in the document.
* Format the picture.

* Add a border to the page.

¢ Print the document.

General Project Guidelines

When creating a Word document, the actions you perform and decisions you make will
affect the appearance and characteristics of the finished document. As you create a flyer,
such as the project shown in Figure 1-1, you should follow these general guidelines:

1. Choose the words for the text. Follow the /ess is more principle. The less text, the more
likely the flyer will be read. Use as few words as possible to make a point.

2. Determine where to save the flyer. You can store a document permanently, or save it,
on a variety of storage media including a hard disk, USB flash drive, or CD. You also can
indicate a specific location on the storage media for saving the document.

3. Identify how to format various elements of the text. The overall appearance of a
document significantly affects its ability to communicate clearly. Examples of how you
can modify the appearance, or format, of text include changing its shape, size, color, and
position on the page.

4. Find the appropriate graphical image. An eye-catching graphical image should convey
the flyer's overall message. It could show a product, service, result, or benefit, or visually
convey a message that is not expressed easily with words.

5. Establish where to position and how to format the graphical image. The position and
format of the graphical image should grab the attention of passersby and draw them
into reading the flyer.

6. Determine whether the flyer needs a page border, and if so, its style and format. A
graphical, color-coordinated page border can further draw attention to a flyer and nicely
frame its contents. Be careful, however, that a page border does not make the flyer look
too cluttered.

When necessary, more specific details concerning the above guidelines are presented
at appropriate points in the chapter. The chapter also will identify the actions performed
and decisions made regarding these guidelines during the creation of the flyer shown in
Figure 1-1.

Starting Word

If you are using a computer to step through the project in this chapter and you want
your screen to match the figures in this book, you should change your screen’s resolution
to 1024 X 768. For information about how to change a computer’s resolution, read

Appendix E.



Starting Word WD 5

To Start Word

The following steps, which assume Windows is running, start Word based on a typical installation. You may
need to ask your instructor how to start Word for your computer.
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o Click the Start button on the — @ Windows Updats
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(Figure 1-2).
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(Figure 1-3). ]

document

N

e |f the Word window is
not maximized, click
the Maximize button
next to the Close but-
ton on its title bar to
maximize the window.

What is a maximized
window?

Q&A

A maximized window
fills the entire screen.
When you maximize a
window, the Maximize
button changes to a
Restore Down button.

3)

o |f the Print Layout
button is not selected,

Windows taskbar
displays Word program
button, indicating

Word is running

Print Layout button
is selected when you
first install Word

h—

Pagerlofl Wordsi 0
"4 start

B} cocument1 - Microsof

click it so that your Figure 1-3
screen layout matches
Figure 1-3.

Other Ways

1. Double-click Word icon on 2. Click Microsoft Office Word
desktop, if one is present 2007 on Start menu
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The Word Window

"The Word window consists of a variety of components to make your work more efficient and
documents more professional. These include the document window, Ribbon, Mini toolbar
and shortcut menus, Quick Access Toolbar, and Office Button. Some of these components
are common to other Microsoft Office 2007 programs; others are unique to Word.

Document Window

You view a portion of a document on the screen through a document window
(Figure 1-4). The default (preset) view is Print Layout view, which shows the document
on a mock sheet of paper in the document window.

The Word document window in Figure 1-4 contains an insertion point, mouse
pointer, scroll bar, and status bar. Other elements that may appear in the document
window are discussed later in this and subsequent chapters.

Insertion Point The insertion point is a blinking vertical bar that indicates where text,
graphics, and other items will be inserted. As you type, the insertion point moves to the right,
and when you reach the end of a line, it moves downward to the beginning of the next line.

W | scroll box
|

|
Novice to advanced instruction for childre
Indoor and outdoor arenas

$40 per hour for private lessons; $25 for

LEARN TO RIDE

|

|
High-quality Western and English riding lessons, focusing on |
safety and including instruction on horse care, saddling a

CALL TRI-VALLEY STABLES AT 555-4
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Mouse Pointer The mouse pointer becomes different shapes depending on the task
you are performing in Word and the pointer’s location on the screen. The mouse pointer
in Figure 1-4 is the shape of an I-beam.

Scroll Bar You use a scroll bar to display different portions of a document in the
document window. At the right edge of the document window is a vertical scroll bar.

If 2 document is too wide to fit in the document window, a horizontal scroll bar also
appears at the bottom of the document window. On a scroll bar, the position of the scroll
box reflects the location of the portion of the document that is displayed in the document
window. A scroll arrow is located at each end of a scroll bar. To scroll through, or display
different portions of the document in the document window, you can click a scroll arrow
or drag the scroll box.

Status Bar The status bar, located at the bottom of the document window above the
Windows taskbar, presents information about the document, the progress of current tasks,
and the status of certain commands and keys; it also provides controls for viewing the
document. As you type text or perform certain commands, various indicators may appear
on the status bar.

The left edge of the status bar in Figure 1-4 shows the current page followed by the
total number of pages in the document, the number of words in the document, and a but-
ton to check spelling and grammar. Toward the right edge are buttons and controls you
can use to change the view of a document and adjust the size of the displayed document.

Ribbon

The Ribbon, located near the top of the Word window, is the control center in
Word (Figure 1-5a). The Ribbon provides easy, central access to the tasks you perform
while creating a document. The Ribbon consists of tabs, groups, and commands. Each tab
surrounds a collection of groups, and each group contains related commands.

When you start Word, the Ribbon displays seven top-level tabs: Home, Insert, Page
Layout, References, Mailings, Review, and View. The Home tab, called the primary tab,
contains the more frequently used commands. To display a different tab on the Ribbon, click
the top-level tab. That is, to display the Insert tab, click Insert on the Ribbon. To return to the
Home tab, click Home on the Ribbon. The tab currently displayed is called the active tab.

To display more of the document in the document window, some users prefer to
minimize the Ribbon, which hides the groups on the Ribbon and displays only the top-
level tabs (Figure 1-5b). To use commands on a minimized Ribbon, click the top-level tab.

BTW
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Minimizing the Ribbon
If you want to minimize
the Ribbon, right-click
the Ribbon and then click
Minimize the Ribbon

on the shortcut menu,
double-click the active
tab, or press CTRL+F1.

To restore a minimized
Ribbon, right-click the
Ribbon and then click
Minimize the Ribbon

on the shortcut menu,
double-click any top-level
tab, or press CTRL+F1.

To use commands on a
minimized Ribbon, click
the top-level tab.
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WD 8 Word Chapter 1 Creating and Editing a Word Document

Each time you start Word, the Ribbon appears the same way it did the last time you
used Word. The chapters in this book, however, begin with the Ribbon appearing as it
did at the initial installation of the software. If you are stepping through this chapter on a
computer and you want your Ribbon to match the figures in this book, read Appendix E.

In addition to the top-level tabs, Word displays other tabs, called contextual tabs,
when you perform certain tasks or work with objects such as pictures or tables. If you
insert a picture in the document, for example, the Picture Tools tab and its related subor-
dinate Format tab appear (Figure 1-6). When you are finished working with the picture,
the Picture Tools and Format tabs disappear from the Ribbon. Word determines when
contextual tabs should appear and disappear based on tasks you perform. Some contextual
tabs, such as the Table Tools tab, have more than one related subordinate tab.

gallery scroll :;)kr;stextual -| button H text box }_ text box
(0a H9-8 = Docurmentl - Microse| arrows Picture Taals l— scroll arrows
T —_— -
Home Insert Page Layout References Mailings Fleu‘!w\ Wiew | Format \ // (7]

= - SAia s = T\ V
 Brightness = 1& Compress Pictures |||~ — — .‘ri;\' [y Picture Shape = @] ThBringtoFront ~ B2~ || ] 1] e :
(B Contrast = Bl Change Picture ‘ gl gl = & Picture Border — 8 send to Back H -

N Je— Position Crap T=tie: e
Ve -
]

% Recolor = ‘EReset Picture 1 ! Picture Effects - ETeXtWrapping - =
Adjust * Picture Styles Arrange Size {F]

T \ AN
| in-Ribbon gallery | | More button | | button arrow |

Figure 1-6

Commands on the Ribbon include buttons, boxes (text boxes, check boxes, etc.),
and galleries (Figure 1-6). A gallery is a set of choices, often graphical, arranged in a grid
or in a list. You can scroll through choices on an in-Ribbon gallery by clicking the gallery’s
scroll arrows. Or, you can click a gallery’s More button to view more gallery options on
the screen at a time. Some buttons and boxes have arrows that, when clicked, also display
a gallery; others always cause a gallery to be displayed when clicked. Most galleries sup-
port live preview, which is a feature that allows you to point to a gallery choice and see its
effect in the document — without actually selecting the choice (Figure 1-7).

Documentl - Microsoft Word Picture Toals = o X
Format @

age Layout References Mailings Review view |
ictures S| (e — = - - L(P Picture Shape = =] ’{]’ Bring to Front = |'_§.v I | ‘}'IJ 347" -
ure il | =il | el d L7 Picture Barder - B3, Send to Back ~  [f]~

IL - 4 Position _ Crop —1i2.11" 2
) (i vt Wrapping * Sk o

£ a— as you move the mouse e Size =
‘ | pointer from one gallery
[_ option to the next, Word

shows a preview of the

= B= _BE style in the ('iocument, so
IEl | you can decide whether you
} want to select the option

H1

T picture changes to
L Bevel Perspective
clicking More as you point to that

button displays 5
\_/‘ tl'lljese adclii?ior):al sipils n dis clltany
gallery options

Figure 1-7
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Some commands on the Ribbon display an image of

. . . lipboard hel
image to help you remember their function. When |‘.'/Ci‘=> | toidentty
you point to a command on the Ribbon, all or part of - Paste button |
the command glows in shades of yellow and orange, = |y

) ‘ | j . Caliburi (Bin |11
and an Enhanced ScreenTip appears on the screen. An = mouse pointer

Word Chapter 1

Enhanced ScreenTip is an on-screen note that [l R
provides the name of the command, —_— L
available keyboard shortcut(s), a descrip- 53*;22;?3 e | LR

tion of the command, and sometimes button arrow e
instructions for how to obtain help S,

about the command (Figure 1-8). Enhanced ScreenTips
are more detailed than a typical ScreenTip, which
usually only displays the name of the command.

The lower-right corner of some groups on the Ribbon has a small arrow, called
a Dialog Box Launcher, that when clicked, displays a dialog box or a task pane with
additional options for the group (Figure 1-9). When presented with a dialog box, you
make selections and must close the dialog box before returning to the document. A task

pane, by contrast, is a window that can remain open and visible while you work in the
document.

Figure 1-8
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Figure 1-9

Mini Toolbar and Shortcut Menus

The Mini toolbar, which appears automatically based on tasks you perform,
contains commands related to changing the appearance of text in a document. All com-
mands on the Mini toolbar also exist on the Ribbon. The purpose of the Mini toolbar
is to minimize mouse movement. For example, if you want to use a command that
currently is not displayed on the active tab, you can use the command on the Mini
toolbar — instead of switching to a different tab to use the command.
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(a)

When the Mini toolbar appears, it initially is transparent (Figure 1-10a). If you

do not use the transparent Mini toolbar, it disappears from the screen. To use the Mini
toolbar, move the mouse pointer into the toolbar, which causes the Mini toolbar to change
from a transparent to bright appearance (Figure 1-10b).
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Figure 1-10

A shortcut menu, which appears when you right-click an object, is a list of

frequently used commands that relate to the right-clicked object. When you right-click a
scroll bar, for example, a shortcut menu appears with commands related to the scroll bar.
If you right-click an item in the document window, Word displays both the Mini toolbar
and a shortcut menu (Figure 1-11).
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Figure 1-11
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Quick Access Toolbar

The Quick Access Toolbar, located by default above
the Ribbon, provides easy access to frequently used com-
mands (Figure 1-12a). The commands on the Quick Access
"Toolbar always are available, regardless of the task you are
performing. Initially, the Quick Access Toolbar contains the
Save, Undo, and Redo commands. If you click the Customize
Quick Access Toolbar button, Word provides a list of com-
mands you quickly can add to and remove from the Quick
Access Toolbar (Figure 1-12b).

Mini toolbar

shortcut menu
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Quick Access
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v | Undo
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L Draw Table

tdare Commands...

(b)
Figure 1-12
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your Quick Access Toolbar. For more information about how to reset the Quick Access the Quick Access Toolbar
Toolbar, read Appendix E. below the Ribbon,
right-click the Quick
Access Toolbar and then
. click Show Quick Access
Office Button Toolbar below the Ribbon
on the shortcut menu.

While the Ribbon is a control center for creating documents, the Office Button is a
central location for managing and sharing documents. When you click the Office Button,
located in the upper-left corner of the window, Word displays the Office Button menu
(Figure 1-14a). A menu contains a list of commands.

When you click the New, Open, Save As, and Print commands on the Office Button
menu, Word displays a dialog box with additional options. The Save As, Print, Prepare, Send,
and Publish commands have an arrow to their right. If you point to this arrow, Word displays
a submenu, which is a list of additional commands associated with the selected command
(Figure 1-14b). For the Prepare, Send, and Publish commands that do not display a dialog box
when clicked, you can point either to the command or the arrow to display the submenu.
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Figure 1-14
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Plan
Ahead

Zooming

If text is too small for
you to read on the
screen, you can zoom the
document by dragging
the Zoom slider on the
status bar or clicking the
Zoom Out or Zoom In
buttons on the status bar.
Changing the zoom has
no effect on the printed
document.

BTW

Key Tips

If you prefer using the keyboard instead of the mouse, you can press the ALT key on
the keyboard to display a Key Tip badge, or keyboard code icon, for certain commands
(Figure 1-15). To select a command using the keyboard, press its displayed code letter, or
Key Tip. When you press a Key Tip, additional Key Tips related to the selected com-
mand may appear. For example, to select the New command on the Office Button menu,
press the ALT key, then press the F key, and then press the N key.

"To remove the Key Tip badges from the screen, press the ALT key or the ESC key
until all Key Tip badges disappear, or click the mouse anywhere in the Word window.

Key Tip badges
appear when
you press ALT
key on keyboard

/]
- e I

' calibri (Body)

Documentl - Microsoft

Pagj_Lafmut RefTr_r_Tces h‘!gs Rw _VIJ.ET
G 5] R ]
=~ | E =31

-lu -l =

Paste iy
F

Clipboard s

| B L U~ abe % % a2~ A~|=

)

Font

Figure 1-15

Entering Text

The first step in creating a document is to enter its text by typing on the keyboard. By
default, Word positions text you type at the left margin. In a later section of this chapter,
you will learn how to format, or change the appearance of, the entered text.

Choose the words for the text.
The text in a flyer is organized into three areas: headline, body copy, and signature line.

* The headline is the first line of text on the flyer. It conveys the product or service being
offered, such as a car for sale or personal lessons, or the benefit that will be gained, such
as a convenience, better performance, greater security, higher earnings, or more comfort.

* The body text consists of all text between the headline and the signature line. This text
highlights the key points of the message in as few words as possible. It should be easy to
read and follow. While emphasizing the positive, the body text must be realistic, truthful,
and believable.

* The signature line, which is the last line of text on the flyer, contains contact information
or identifies a call to action.
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To Type Text

"To begin creating the flyer in this chapter, you type the headline in the document window. The following steps
type this first line of text in the document.

o

e Type Learn to Ride asthe
headline (Figure 1-16).

Word Chapter 1

< | What if | make an error while

3 typing?
You can press the BACKSPACE key Learnto Ridef*— ';ifv;‘;"{; ?ﬁém
until you have deleted the text Y g3 &5 ot e
in error and then retype the text *
correctly.

g Why did the Spelling and

o| Grammar Check icon appear on the

status bar?

When you begin typing text, the
Spelling and Grammar Check icon
appears on the status bar with an
animated pencil writing on paper
that indicates Word is checking for
spelling and grammar errors. When

Spelling and Grammar

you stop typing, the pencil changes
to a blue check mark (no errors) or
ared X (potential errors found).
Word flags potential errors in the
document with a red or green wavy

Check icon contains a blue
check mark, indicating the
entered text contains no

spelling or grammar errors

/

underline. Later, this chapter shows Pagerlofl  Words3 | |
how to fix flagged errors.

Figure 1-16

12)

® Press the ENTER key to move the
insertion point to the beginning of
the next line (Figure 1-17).

8aBhCeDe | &aB
T Marmal

Why did blank space appear
between the headline and the
insertion point?

Q&A

blank space
automatically

inserted between
paragraphs

Each time you press the ENTER key,
Word creates a new paragraph and
inserts blank space between the two
paragraphs. Later in this chapter,
you will learn how to adjust the
spacing between paragraphs.

Learnto Ride

insertion
point moved
to next line

p—

Figure 1-17
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To Display Formatting Marks

To indicate where in a document you press the ENTER key or SPACEBAR, you may find it helpful to display
formatting marks. A formatting mark, sometimes called a nonprinting character, is a character that Word dis-
plays on the screen but is not visible on a printed document. For example, the paragraph mark () is a formatting
mark that indicates where you pressed the ENTER key. A raised dot () shows where you pressed the SPACEBAR. Other
formatting marks are discussed as they appear on the screen.

Depending on settings made during previous Word sessions, your Word screen already may display formatting
marks (Figure 1-18). The following step displays formatting marks, if they do not show already on the screen.

o

e If necessary, click Home on the @ ¥ - 1 | Hometab ShowrHide | hcrasilt Word
Ribbon to display the Home tab. RO 1 button

| Home |[*“Tnsert Pagelayout  References  Mallings selected [P

e If it is not selected already, click the E‘ # || catiori Body) A RE] EEE Ll — -
i e == || — e—————| i 1
Show/Hide 1] button on the Home (Pete (B2 Tk X A | A= T

tab to display formatting marks on

. Clipboard ™ || Font fu
the screen (Figure 1-18).

< | What if | do not want formatting
o3 raised dot between paragraph mark
o| marks to show on the screen? cedh e eheies at end of line
. SPACEBAR has indicates ENTER key
If you feel the formatting marks been pressed has been pressed
clutter the screen, you can hide \ /
them by clicking the Show/Hide 1 LEamiD ey
button again. It is recommended I paragraph
. . mark at end
that you display formatting marks of document
so that you visually can iden-
tify when you press the ENTER key,
SPACEBAR, and other keys associ-
ated with nonprinting characters;
therefore, the document windows
presented in this book show the
formatting marks.
Figure 1-18
Other Ways
; Strange Formatting 1. Press CTRL+SHIFT+*
E Marks
With some fonts, the
formatting marks are not Wordwrap
diSP'ayled F°“ the Scrfe” Wordwrap allows you to type words in a paragraph continually without pressing
5::‘:::52 p ggf?:r:apcﬁ' the ENTER key at the end of each line. When the insertion point reaches the right margin,
space may be displayed Word automatically positions the insertion point at the beginning of the next line. As you
behind a character type, if a word extends beyond the right margin, Word also automatically positions that
instead of in the space word on the next line along with the insertion point.
between two characters, .
causing the characters to Word creates a new paragraph each time you press the ENTER key. Thus, as you
look incorrect. type text in the document window, do not press the ENTER key when the insertion point

reaches the right margin. Instead, press the ENTER key only in these circumstances:
1. To insert blank lines in a document
2. To begin a new paragraph
3. To terminate a short line of text and advance to the next line
4

. To respond to questions or prompts in Word dialog boxes, task panes, and other
on-screen objects
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To Wordwrap Text as You Type

The next step in creating the flyer is to type the body copy. The following step wordwraps the text in the
body copy.

o

e Type High-quality Western
and English riding

Word Chapter 1

Documentl - Microsoft Word
rt Page Layout References Mailings Rewiewn e

lessons, focusing on

safety and including o) i |A‘ Al ﬂ| [Er =t E”EETQI 23BbceDe | saBbceDe AaBbCi A
instruction on horse care, U - sbe x, x Aa-|[#2- A-| == =={2-|[&- 2| | Thomal [Thospac.. Hesdingl H
saddling a horse, and Rrink f Paragraph r-‘ Styles
other aspects of \ \
horsemanship. l

< | Why does my document wrap on f,'?ﬁ;f;;tfo",fj

g different words? entered

Differences in wordwrap relate to
the printer used by your com-

puter. That is, the printer controls High-qualitywesternandEnglishridinglessons, focusingonsafetyandincludinginstructiononhorsg:
where Wordwrap occurs for each care, saddlingahorse, andotheraspectsof horsemanship. v /5

Learnto-Rideq]

f ; Fra insertion point and ENTER key not
line in your document. Thus, it is h],\ baragraph mark pressed when right
possible that the same document moved to next line margin reached
. . the word, care, because ENTER key

could wordwrap differently if could not fit at end was pressed
printed on different printers. of previous line,

so it wrapped to

beginning of this line

® Press the ENTER key to position
the insertion point on the next
line in the document
(Figure 1-19).
Figure 1-19

To Insert a Blank Line

In the flyer, the picture of the horse and rider should be positioned below the paragraph just entered. The
picture will be inserted after all text is entered and formatted. Thus, you will leave a blank line in the document
for the picture. To enter a blank line in a document, press the ENTER key without typing any text on the line. The
following step inserts one blank line below the first paragraph of body copy.

1)

® Press the ENTER key to insert a blank

line in the document (Figure 1-20). LearntoRide]

blank line | High-gualityWesternand Englishridinglessons, focusingonsafetyandincludinginstructio
inserted | core, caddlingahorse, andatheraspectsof horsemanship. q

Figure 1-20
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BTW

Automatic Spelling
Correction

As you type, Word
automatically corrects
some misspelled words.
For example, if you

type recieve, Word
automatically fixes the
misspelling and displays
the word, receive, when
you press the SPACEBAR
or type a punctuation
mark. To see a complete
list of automatically
corrected words, click
Office Button, click the
Word Options button,
click Proofing in the

left pane of the Word
Options dialog box, click
the AutoCorrect Options
button, and then scroll
through the list of words
near the bottom of the
dialog box.

Spelling and Grammar Check

As you type text in a document, Word checks your typing for possible spelling and
grammar errors. If all of the words you have typed are in Word’s dictionary and your
grammar is correct, as mentioned earlier, the Spelling and Grammar Check icon on the
status bar displays a blue check mark. Otherwise, the icon shows a red X. In this case,
Word flags the potential error in the document window with a red or green wavy under-
line. A red wavy underline means the flagged text is not in Word’s dictionary (because it is
a proper name or misspelled). A green wavy underline indicates the text may be incorrect
grammatically. Although you can check the entire document for spelling and grammar
errors at once, you also can check these flagged errors as they appear on the screen.

To display a list of corrections for flagged text, right-click the flagged text. When
you right-click a flagged word, for example, a list of suggested spelling corrections appears
on the screen. A flagged word, however, is not necessarily misspelled. For example, many
names, abbreviations, and specialized terms are not in Word’s main dictionary. In these
cases, you tell Word to ignore the flagged word. As you type, Word also detects duplicate
words while checking for spelling errors. For example, if your document contains the
phrase, to the the store, Word places a red wavy underline below the second occurrence of
the word, the.

To Check Spelling and Grammar as You Type

Q&A

In the following steps, the word, instruction, has been misspelled intentionally as intrution to illustrate Word’s
check spelling as you type feature. If you are doing this project on a computer, your flyer may contain other misspelled
words, depending on the accuracy of your typing.

1)

e Type Novice to advanced
intrution and then press the
SPACEBAR (Figure 1-21).

wavy underlines?

What if Word does not flag my
spelling and grammar errors with

Learnto-Rideq

High-guality Wy
care,saddling:

nglessons, focusingonsafety-andincludingd nstruction
ectsof-horsemanship. §)

space between
misspelled word
and insertion point

bl

To verify that the check spelling and
grammar as you type features are
enabled, click the Office Button and
then click the Word Options button.
When the Word Options dialog box
is displayed, click Proofing, and
then ensure the ‘Check spelling as
you type’ and ‘Mark grammar
errors as you type’ check boxes have
check marks. Also ensure the ‘Hide
spelling errors in this document
only’ and 'Hide grammar errors in
this document only’ check boxes do
not have check marks. Click the OK
button.

Movicetoadvancedintrution

text entered with
misspelled word

misspelled word
flagged with red
wavy underline

Spelling and Grammar

indicating Word detected
a possible spelling or
grammar error

Check icon contains red X,

/

insertion
point

| WMores 30 | G|

E‘:l Document1 - Microsof, .,

Figure 1-21
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e Right-click the flagged word
(intrution, in this case) to display a
shortcut menu that includes a list of
suggested spelling corrections for
the flagged word (Figure 1-22).

What if, when | right-click the
misspelled word, my desired
correction is not in the list on the
shortcut menu?

Q&A

You can click outside the shortcut
menu to close the menu and then
retype the correct word, or you can
click Spelling on the shortcut menu
to display the Spelling dialog box.
Chapter 2 discusses the Spelling
dialog box.

What if a flagged word actually is,
for example, a proper name and
spelled correctly?

Q&A

Right-click it and then click Ignore
All on the shortcut menu to instruct
Word not to flag future occurrences
of the same word.

(3)

e Click instruction on the shortcut
menu to replace the misspelled word
in the document (intrution) with the
word, instruction (Figure 1-23).
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Home | Insert  Pagelayout  References  Mailings  Review  View
&

=) = Docurmentl - Microsoft Word I

‘ Calibri (Body) -l A A= intrusion . —
Ef -
B I U -abe x, x* Aa~ word: S st list of suggested |1 | T No Spaci..
= Al L i instruction, I 4 N
Il o o el [ instruction . — corrections for
T | Font flagged word
o S s =1 s —

intuition

Ignore

Ignore All || Tgriare &Il

command

AutoCarrect L3

Learnto-Rideq - )
Spelling | ) o
command andincludinginstru

Spelling... —

High-qualitywesternandEng v
care,saddlingaharse, andat & Look Up..
&

Cut

bl -
43 | copy

Mavicetoadvancedi ntrutio& [ Paste

Calibri Bore 11 - A" A" = il
insertion = rl.[ = A A‘ 4
point in right- B I =%~ A - &

clicked word -

Mini toolbar

automatically
appears when you
right-click text

Figure 1-22

LearntoRide]

High-gualityWesternandEnglishridinglessons, focusingonsatetyandincludinginstructiononhorse:
care, saddlingahorse,andotheraspectsof-horsemanship. 9

bl

Novicetoadvancedd nstructionlﬂ

flagged word
replaced with

word selected on
shortcut menu

Spelling and Grammar
Check icon now shows
blue check mark
because no errors are
flagged in document

/

i

Figure 1-23

Other Ways

1. Click Spelling and
Grammar Check icon on
status bar, click correct
word on shortcut menu

Word Chapter 1
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Character Widths
Many word processing
documents use variable
character fonts, where
some characters are
wider than others; for
example, the letter w
takes up more space than
the letter i.

To Enter More Text

In the flyer, the text yet to be entered includes the remainder of the body copy,
which will be formatted as a bulleted list, and the signature line. The following steps enter
the remainder of text in the flyer.

o Press the END key to move the insertion point to the end of the current line.
9 Type for children and adults and then press the ENTER key.
9 Type Indoor and outdoor arenas and then press the ENTER key.

e Type $40 per hour for private lessons; $25 for group lessons and then
press the ENTER key.

e To complete the text in the flyer, type Call Tri-valley Stables at 555-2030
today! (Figure 1-24).

LearntoRideq]
three paragraphs of
body copy that will
be formatted as a
bulleted list entered

High-qualityWesternandEnglishridinglessons, focusingonsafetyandincdudinginstructiononhorse.
care, zaddlingshorse, andotheraspectsof horsemanship. q

bl
Movicetoadvancedinstructionforchildrenand-adultsq
Indoorandoutdoorarenas
S40-perhourforprivatel essons; $25forgrouplessonsi

signature line | -CallTri-*alley Stables-at555-2030- today !h‘l
entered

Figure 1-24

Saving the Project

While you are creating a document, the computer stores it in memory. When you save a
document, the computer places it on a storage medium such as a USB flash drive, CD, or
hard disk. A saved document is referred to as a file. A file name is the name assigned to a
file when it is saved.

It is important to save a document frequently for the following reasons:

® The document in memory will be lost if the computer is turned off or you lose
electrical power while Word is open.

* If you run out of time before completing your project, you may finish your document
at a future time without starting over.
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Determine where to save the document.
When saving a document, you must decide which storage medium to use.

¢ |If you always work on the same computer and have no need to transport your projects to
a different location, then your computer’s hard disk will suffice as a storage location. It
is a good idea, however, to save a backup copy of your projects on a separate medium in
case the file becomes corrupted or the computer’s hard disk fails.

* If you plan to work on your projects in various locations or on multiple computers, then
you should save your projects on a portable medium, such as a USB flash drive or CD. The
projects in this book use a USB flash drive, which saves files quickly and reliably and can
be reused. CDs are easily portable and serve as good backups for the final versions of
projects because they generally can save files only one time.

Plan
Ahead

To Save a Document

Q&A

You have performed many tasks while creating this project and do not want to risk losing the work completed
thus far. Accordingly, you should save the document. The following steps save a document on a USB flash drive
using the file name, Horseback Riding Lessons Flyer.

e \With a USB flash

drive connected to
one of the comput-
er's USB ports, click
the Save button on
the Quick Access
Toolbar to display the
Save As dialog box
(Figure 1-25).

Do | have to save to
a USB flash drive?

No. You can save

to any device or
folder. A folder is a
specific location on
a storage medium.
You can save to the
default folder or a
different folder. You
also can create your
own folders, which
is explained later in
this book.

Save As
Save button .
@ % : dialog box Documentl - Microsoft Ward
B
| Home | Imsert Pignkmu:/ References Mailings Reiew i

Save hs ‘?Hgl AaBbCc

Save in: |‘|_':] My Documents v| @ - | K o B [Heading2 < Eh
) Trusted |ﬂMy MMusic
N Templates ,BMV Pictures

Eb My Recent |L_J5C5_Shats

ERciments i SharePaint Drafts My Documents
[ Desktop )Snaglt Catalog is default folder

(your default

=) My folder may differ)
== Documents
L My

Camputer
‘j Iy Nebwark

Places

words from headline of
document are displayed
as default file name
and are selected in File
name text box

/ default file
Learn ko Ride’ type is Word §
Save as bype ‘Word Document Document

File name:

]

-iave -Cancel

A

Tools )

Pagerlofl
T4 start

Words; 54 | 5

B Document1 - Microsof .,

Figure 1-25

Word Chapter 1
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12)

Q&A

e Type Horseback Riding Lessons

Flyer in the File name text box to
change the file name. Do not press
the ENTER key after typing the file

name (Figure 1-26).

What characters can l use in a
file name?

A file name can have a maximum

of 255 characters, including spaces.
The only invalid characters are the
backslash (\), slash (/), colon (3),
asterisk (*), question mark (?),
quotation mark (“), less than symbol
(<), greater than symbol (>), and
vertical bar ()).

13)

e Click the Save in box arrow to

Q&A

Q&A

display a list of available drives and
folders (Figure 1-27).

Why is my list of files, folders,

and drives arranged and named
differently from those shown in the
figure?

Your computer’s configuration
determines how the list of files and
folders is displayed and how drives
are named. You can change the save
location by clicking shortcuts on the
My Places bar.

How do | save the file if | am not
using a USB flash drive?

Use the same process, but be certain
to select your device in the Save
in list.

Snaglt Catalog

selected words in
default file name
automatically are
replaced when you
type the new file name

/

il mamne: |H0rseback Riding Lessons Flyer|

i

Save as bype: |W0rd Document

]

i Save ][ Cancel ]

clicking Cancel
button will
close the Save
As dialog box

LT, A

T Document1 - Microsaf .

Figure 1-26

| Hnﬁe_|

Insert Page Layout

Documentl - Microsoft Waord

References Mallings Save in

Save As

Save in:

Trusted

= = Templates

Eb My Recent
Diocuments

@ Deskiop

= My
=~ Documents

)
Computer

}g Iy Mebwork
Places

Tools i

box arrow

1) Shelly Cashman's Documents

'i My Computer
o g

# 3 Floppy (A1)
e Local Disk ()

b DVD-RW Drive (D)
e UDISK 2.0 (E3)

Sh bx]
\_) Shared Documnents

: Iy Network Places
| My Docurnenks

list of available
drives and folders
is displayed in
Save in list

project to be
saved on USB

flash drive
My Places bar
allows you to
change save
location
File name: |H0rseback Riding Lessons Flyer

Save as bypet |W0rd Docurment

i ﬁavel

Figure 1-27
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Q&A

e Click UDISK 2.0 (E:)
in the Save in list to
select the USB flash
drive, Drive E in this
case, as the new save
location (Figure 1-28).

What if my USB flash
drive has a different
name or letter?

It is very likely that
your USB flash drive
will have a different
name and drive letter
and be connected to
a different port.
Verify the device in
your Save in list is
correct.

5]

Q&A

e Click the Save
button in the Save As
dialog box to save the
document on the USB
flash drive with the
file name, Horseback
Riding Lessons Flyer
(Figure 1-29).

How do | know that
the project
is saved?

While Word is saving
your file, it briefly
displays a message on
the status bar indicat-
ing the amount of the
file saved. In addi-
tion, your USB drive
may have a light that
flashes during the
save process.
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H9- ! % Dncuu'n&l} fsoft Waord
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Learnto-Rideq]

High-gualitywesternandEnglishridinglessons, focusingonsafetyandincludinginstruction-onhorse.
care, saddlingahorse, andotheraspectsaf- harsemanship.

1
Movicetoadvancedinstructionforchildrenandadultsq
Indoorandoutdoorarenasy]

S40-perhourforprivatel essons; $25forgroupd essonsy)

CalI-Tri-VaIIey-StabIes-at-555—2030-t0day!h1

Figure 1-29

Other Ways

1. Click Office Button, click
Save, type file name,
select drive or folder,
click Save button

2. Press CTRL+S or press
SHIFT+F12, type file
name, select drive or
folder, click Save button
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(a)

Formatting Paragraphs and Characters
in a Document

With the text for the flyer entered, the next step is to format its paragraphs and
characters. Paragraphs encompass the text from the first character in a paragraph up to
and including a paragraph mark (). Paragraph formatting is the process of changing the
appearance of a paragraph. For example, you can center or indent a paragraph. Characters
include letters, numbers, punctuation marks, and symbols. Character formatting is the
process of changing the way characters appear on the screen and in print. You use
character formatting to emphasize certain words and improve readability of a document.
For example, you can italicize or underline characters. Often, you apply both paragraph
and character formatting to the same text. For example, you may center a paragraph
(paragraph formatting) and bold some of the characters in a paragraph (character
formatting).

Although you can format paragraphs and characters before you type, many Word
users enter text first and then format the existing text. Figure 1-30a shows the flyer in this
chapter before formatting its paragraphs and characters. Figure 1-30b shows the flyer
after formatting. As you can see from the two figures, a document that is formatted is
easier to read and looks more professional. The following pages discuss how to format the

flyer so that it looks like Figure 1-30b.

document
before
formatting

Learn to Ride

High-quality Western and English riding lessons, focusing on safety and including instruction on horse
care, saddling a horse, and other aspects of horsemanship.

document
after
formatting

Novice to advanced instruction for children and adults

Indoor and outdoor arenas
S40 per hour for private lessons; $25 for group lessons

Call Tri-Valley Stables at 555-2030 today!

High-quality Western and English riding lessons, focusing on
safety and including instruction on horse care, saddling a
horse, and other aspects of horsemanship.

N

Unformatted Document
¢ Novice to advanced instruction for children and adults

¢ Indoor and outdoor arenas
s $40 per hour for private lessons; $25 for group lessons

CALL TRI-VALLEY STABLES AT 555-2030 TODAY!

(b) B i I
Formatted Document

Figure 1-30
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Fonts, Font Sizes, Styles, and Themes

Characters that appear on the screen are a specific shape and size. The font, or
typeface, defines the appearance and shape of the letters, numbers, and special characters.
In Word, the default font usually is Calibri (Figure 1-31 on the next page). You can leave
characters in the default font or change them to a different font. Font size specifies the
size of the characters and is determined by a measurement system called points. A single
point is about 1/72 of one inch in height. The default font size in Word typically is 11
(Figure 1-31). A character with a font size of 11 is about 11/72 or a little less than 1/6 of
one inch in height. You can increase or decrease the font size of characters in a document.

When you create a document, Word formats the text using a particular style. A
style is a named group of formatting characteristics, including font and font size. The
default style in Word is called the Normal style, which most likely uses 11-point Calibri
font. If you do not specify a style for text you type, Word applies the Normal style to the
text. In addition to the Normal style, Word has many other built-in, or predefined, styles
that you can use to format text. You also can create your own styles. Styles make it easy to
apply many formats at once to text. After you apply a style to text, you easily can modify
the text to include additional formats. You also can modify the style.

To assist you with coordinating colors and fonts and other formats, Word uses
document themes. A document theme is a set of unified formats for fonts, colors, and
graphics. The default theme fonts are Cambria for headings and Calibri for body text
(Figure 1-31). Word includes a variety of document themes. By changing the document
theme, you quickly give your document a new look. You also can define your own
document themes.

-
S
Q
e
Q.
©
4=
Y
e
S
2

Identify how to format various elements of the text. Plan
By formatting the characters and paragraphs in a document, you can improve its overall Ahead
appearance. In a flyer, consider the following formatting suggestions.

* Increase the font size of characters. Flyers usually are posted on a bulletin board or in
a window. Thus, the font size should be as large as possible so that passersby easily can
read the flyer. To give the headline more impact, its font size should be larger than the
font size of the text in the body copy. If possible, make the font size of the signature line
larger than the body copy but smaller than the headline.

* Change the font of characters. Use fonts that are easy to read. Try to use only two
different fonts in a flyer, for example, one for the headline and the other for all other
text. Too many fonts can make the flyer visually confusing.

* Change paragraph alignment. The default alignment for paragraphs in a document is
left-aligned, that is, flush at the left margin of the document with uneven right edges.
Consider changing the alignment of some of the paragraphs to add interest and variety
to the flyer.

* Highlight key paragraphs with bullets. A bullet is a dot or other symbol positioned at the
beginning of a paragraph. Use bullets to highlight important paragraphs in a flyer.

* Emphasize important words. To call attention to certain words or lines, you can underline
them, italicize them, or bold them. Use these formats sparingly, however, because overuse
will minimize their effect and make the flyer look too busy.

* Use color. Use colors that complement each other and convey the meaning of the flyer.
Vary colors in terms of hue and brightness. Headline colors, for example, can be bold and
bright. Signature lines should stand out more than body copy but less than headlines.
Keep in mind that too many colors can detract from the flyer and make it difficult to read.
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To Apply Styles

In the flyer, you want the headline and the signature line to be emphasized more than the other text. Word
provides heading styles designed to emphasize this type of text. The first step in formatting the flyer is to apply
the Heading 1 style to the headline and the Heading 2 style to the signature line. The default Heading 1 style is a
14-point Cambria bold font. The default Heading 2 style is a 13-point Cambria bold font. The default theme color
scheme uses shades of blue for headings.

"To apply a style to a paragraph, you first position the insertion point in the paragraph and then apply the style.
The following steps apply heading styles to paragraphs.

o

® Press CTRL+HOME (that
is, press and hold
down the CTRL key,
press the HOME key,
and then release both B\ U -abe x, 3 Aa-|/?
keys) to position the
insertion point at the
top of the document
(Figure 1-31).
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Q&A

e Click Heading 1 in the
Styles gallery to apply
the Heading 1 style
to the headline
(Figure 1-33).

Why did a square
appear on the screen
near the left edge of
the headline?

The square is a
nonprinting character,
like the paragraph
mark, that indicates
text to its right has
been formatted using
a style.

4]

® Press CTRL+END (that is,

press and hold down
the CTRL key, press
the END key, and then
release both keys) to
position the insertion
point at the end of
the document.

e Click Heading 2 in the

Styles gallery to apply
the Heading 2 style
to the signature line
(Figure 1-34).
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Other Ways

1. Click Styles Dialog Box
Launcher, click desired style
in Styles task pane

2. Press CTRL+SHIFT+S, click
Style Name box arrow in
Apply Styles task pane, click
desired style in list

Word Chapter 1
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To Center a Paragraph

The headline in the flyer currently is left-aligned (Figure 1-35). You want the headline to be centered, that is,
positioned horizontally between the left and right margins on the page. Thus, you will center the paragraph contain-
ing the headline. Recall that Word considers a single short line of text, such as the three-word headline, a paragraph.
The following steps center a paragraph.

o

o Click somewhere in
the paragraph to
be centered (in this
case, the headline) to
position the insertion
point in the para-
graph to be formatted
(Figure 1-35).

12)

e Click the Center
button on the Home
tab to center the
headline (Figure 1-36).

What if | want to
return the paragraph
to left-aligned?

Click the Align Text
Left button on the
Home tab.
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Figure 1-36

Other Ways

1. Right-click paragraph, click
Center button on Mini
toolbar

2. Right-click paragraph, click
Paragraph on shortcut
menu, click Indents and
Spacing tab, click Alignment
box arrow, click Centered,
click OK button

3. Click Paragraph Dialog Box
Launcher, click Indents and
Spacing tab, click Alignment
box arrow, click Centered,
click OK button

4. Press CTRL+E

Formatting Single Versus Multiple Paragraphs
and Characters
As shown in the previous pages, to format a single paragraph, simply move the

insertion point in the paragraph and then format the paragraph. Likewise, to format a
single word, position the insertion point in the word and then format the word.
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"To format multiple paragraphs or words, however, you first must select the
paragraphs or words you want to format and then format the selection. If your screen
normally displays dark letters on a light background, which is the default setting in Word,
then selected text displays light letters on a dark background.

To Select a Line

The font size of characters in the Heading 1 style, 14 point, is too small for passersby to read in the headline
of the flyer. To increase the font size of the characters in the headline, you must first select the line of text containing
the headline. The following steps select a line.

o

e Move the mouse pointer to the left 19 o
of the line to be selected (in this -
case, the headline) until the mouse

¥ Horseback Riding Lessons Flyer - Microsoft word

Home | Insert Page Layout References Mailings Review Wiew

pointer changes to a right-pointing i Cambria tfeadings) - [14 - [[AF W[ 3= - 4= - - em =BT o ppcoo: asmbcioe
block arrow (Figure 1-37). g B2 0 - abe . x Aar|[¥ - A-| (£ fNormal 1 No Spaci..

I} Font [ Paragraph [ 5

mouse pointer changes
to a right-pointing
block arrow when
positioned to the left
of a paragraph
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1

Movicetoadvancedinstructionforchildrenandadultsq

Figure 1-37

12)

e \While the mouse pointer is a
right-pointing block arrow, click
the mouse to select the entire line
to the right of the mouse pointer
(Figure 1-38).

eadings) - 14
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Figure 1-38
Other Ways
1. Drag mouse 2. With insertion point at
through line beginning of desired line,
press SHIFT+DOWN ARROW

Word Chapter 1
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To Change the Font Size of Selected Text

The next step is to increase the font size of the characters in the selected headline. You would like the headline
to be as large as possible and still fit on a single line, which in this case is 48 point. The following steps increase the
font size of the headline from 14 to 48 point.

1)

e With the text selected, click the
Font Size box arrow on the Home

Font Size
box arrow
eference

/ | Home l Insert Page Layou Review Wiew

Q&A

ta_b to display the Font Size gallery E & |c3mbr,a Headings) - fﬁ = | e
(Figure 1-39). |n e ——
Why are the font sizes in my Font Q@,am F] Fant | 10
Size gallery different from those in : un
. 12
Figure 1-39? list of available (14 <« currentfont
. . font sizes are ; size selected
Font sizes may vary depending displayed in 38
Font Size gallery ~ J 18
on the current font and your < 3§
printer driver. 22 e e
24 formatted
. . 26 is selected
g What happened to the Mini toolbar? 2 ~q
% T T e e,
©| The Mini toolbar disappears if you High ,q “WesternandEnglishridinglessans, focusingonsafetyandincludi
do not use it. These steps used the caref 72« ngahorse,andotheraspectsof-horsemanship. 9
e
Font Size box arrow on the Home T

tab instead of the Font Size box
arrow on the Mini toolbar. If a com-
mand exists both on the currently Indoorandoutdoorarenasi]
displayed tab and the Mini toolbar,
this book uses the command on the
tab. When the command is not on = Call-Tri-Valley-Stables-at-555-2030-today!
the currently displayed tab, the Mini

toolbar is used.

12)

e Point to 48 in the Font Size gallery to

Movicetoadvancedinstructionforchildrenandadultsq

240-perhourforprivatelessons; $25forgrouplessons1

Figure 1-39

display a live preview of the headline [2iHeadings =~ 34 |-/ A” NIEEES aaBhCeDe 2aBhceDe | AaBbCi
at 48 point (Figure 1—40) [ IO -oabe x, : 4 |‘?£7w A‘|H = T Mormal T Mo Spaci.. | Heading 1
Font |10 i Styles.
Experiment \ u
12
e Point to various font sizes in the 14
Font Size gallery and watch the font L -
) . . 18 font size of selected text
size of the headline change in the - changes to 48 point,
. showing a live preview i
document window. 2 of font size to which you selection on
24 are pointing in gallew text disappears
2 temporarily while
e | you use live preview
28
e Click 48 in the Font Size gallery to e on = I R
increase the font size of the selected | 48 point - | e arn 0 1
text to 48.
Figure 1-40
Other Ways
1. Click Font Size box arrow on font size in Size list, click OK 4. press CTRL+SHIFT+P, click
Mini toolbar, click desired button Font tab, select desired font
fontsize in Font Size gallery 3 ¢jick Font Dialog Box size in Size list, click OK
2. Right-click selected text, Launcher, click Font tab, button
click Font on shortcut menu, select desired font size in
click Font tab, select desired Size list, click OK button
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To Change the Font of Selected Text

As mentioned earlier, the default Heading 1 style uses the font called Cambria. Word, however, provides
many other fonts to add variety to your documents. To draw more attention to the headline, you change its font so
it differs from the font of other text in the flyer. The following steps change the font from Cambria to Copperplate
Gothic Bold.
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P
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12)

e Scroll through the Font gallery,
if necessary, and then point to

: ﬂm\_/r

|| T Colonna WT :
B Comic Sans MS Paragraph _ font of selected text
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window.

(3)

o Click Copperplate Gothic Bold (or a
similar font) to change the font of
the selected text to Copperplate

selection on

text disappears
temporarily while
you use live preview
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T ENGRAVERS MT heraspectsof harsemanship, 1]
i Eras Bold ITC
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Other Ways
1. Click Font box arrow on Mini Font tab, select desired font 4. press CTRL+SHIFT+F, click
toolbar, click desired font in in Font list, click OK button Font tab, select desired font
Font gallery 3. Click Font Dialog Box in the Font list, click OK
2. Right-click selected text, click Launcher, click Font tab, button
Font on shortcut menu, click select desired font in Font
list, click OK button
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To Select Multiple Paragraphs

The next formatting step in creating the flyer is to increase the font size of the characters between the headline
and the signature line so that they are easier to read from a distance. To change the font size of the characters in
multiple lines, you first must select all the lines to be formatted. The following steps select multiple lines.

o

e Move the mouse
pointer to the left of
the first paragraph
to be selected until
the mouse pointer
changes to a right-
pointing block arrow
(Figure 1-43).

i = e 1 | e e e Al -
Copgerplate Gotticba - 40 - |AT a7[&] [EZ - 25 BUIT | aopbon: assbcen: | AaBbC| AaBbCe -
: THormal WMo Spac.. | Heading1 | Heading2 — thange
. - el Styles= | Wi S

= U - e X, X Aa (W A
| Paragraph Ty i: Styles k| Ed|

ol Ernt |
Font box displays
font of selected text,
which is Copperplate
Gothic Bold

font changed
to Copperplate
N-TO-RIDE

~
ﬂ High-gualityWestern-and-Englishridinglessons, focusingonsafetyandincludinginstructiononhorse:
care, saddlingahorse, andotheraspectsof-horsemanship. 9

mouse
pointer

font size of text 1

in these lines to -><
be changed MNovicetoadvancedinstructionforchildrenandadultsq

Indoorandoutdoorarenasy

\Sdn-per-hnur-for-private-\essons; S25forgrouplessonse

= Call' Tri-Valley-Stables-at-555-2030:today!Y

Figure 1-43

12)

e Drag downward to
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(Figure 1-44).
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Other Ways

1. With insertion point at
beginning of desired
line, press SHIFT+DOWN

ARROW repeatedly until
all lines are selected
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To Change the Font Size of Selected Text

The characters between the headline and the signature line in the flyer currently are
11 point. To make them easier to read from a distance, this flyer uses 16 point for these
characters. The following steps change the font size of the selected text.

o With the text selected, click the Font Size box arrow on the Home tab to display the Font
Size gallery.

e Click 16 in the Font Size gallery to increase the font size of the selected text to 16.

To Format a Line

In the flyer, the signature line is to be centered to match the paragraph alignment
of the headline. Also, its text should have a font size larger than the rest of the body copy.
The following steps center the line and increase its font size to 18.

o Click somewhere in the paragraph to be centered (in this case, the signature line) to
position the insertion point in the paragraph to be formatted.

9 Click the Center button on the Home tab to center the signature line.

9 Move the mouse pointer to the left of the line to be selected (in this case, the signature
line) until the mouse pointer changes to a right-pointing block arrow and then click to
select the line.

0 With the signature line selected, click the Font Size box arrow on the Home tab and
then click 18 in the Font Size gallery to increase the font size of the selected text to 18
(Figure 1-45).
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To Bullet a List of Paragraphs

The next step is to format the three important points above the signature line in the flyer as a bulleted list.
A bulleted list is a series of paragraphs, each beginning with a bullet character. The three lines each end with a
paragraph mark because you pressed the ENTER key at the end of each line. Thus, these three lines actually are three
separate paragraphs.

"To format a list of paragraphs with bullets, you first must select all the lines in the paragraphs. The following
steps bullet a list of paragraphs.

o

° MC.)VG the mouse H9-0 gﬂltlte;: ack Riding Lessons Flyer - Microsoft Word
p0|nter to the Ieft Of Hame Inse! N — References Mqﬂihgi Rewview Vlew_ : - N
the first paragraph ] [ | e = 3] :
paragrap * f-allbriBo i B R =R BT scobcen: aamboen: AaBbC: AaBbCe : %

to be selected until
the mouse pointer
changes to a right-
pointing block arrow.

B3
e ¥ |B 7 U - abe x, x° Aa-\|-=P.?-A-|

fMormal WMo Spac.. Headingl Heading2 - Change
Styles -

Styles )

ard Font fa] Paragraph T

e Drag downward until
all paragraphs (lines)
that will be formatted
with a bullet character

are selected. : LEARN ‘TO oRl D E1I

9 . High-quality-Western-and-English-riding-lessons,-focusing-on-safety-and-
e Click the Bullets button

on the Home tab to
place a bullet character

including-instruction-on-horse-care,-saddling-a-horse,-and-other-aspects:

of-horsemanship .9

at the beginning q
of each selected
paragraph po— e Novice to-advanced- instruction-for-children-and-ad ultsf —
(Figure 1-46). ?ormgattgd as e~ [ndoor-and-outdoor-arenasf paragraphs
bulleted list ; . ! - selected
< | How do | remove e- 540-per-hour-for-private: lessons;-$2 5for- group-lessonsq
o3 .
o| bullets from aist or Call-Tri-Valley-Stables-at-555-2030-today!q
paragraph?

Select the list or

paragraph and Figure 1-46
click the Bulllets Other Ways
button again. . . . .

1. Right-click selected 2. Right-click selected
paragraphes, click Bullets paragraphs, point to Bullets
button on Mini toolbar on shortcut menu, click

desired bullet style

To Undo and Redo an Action

Word provides a means of canceling your recent command(s) or action(s). For example, if you format text
incorrectly, you can undo the format and try it again. When you point to the Undo button, Word displays the action
you can undo as part of the ScreenTip.

If, after you undo an action, you decide you did not want to perform the undo, you can redo the undone
action. Word does not allow you to undo or redo some actions, such as saving or printing a document. The next
steps undo the bullet format just applied and then redo the bullet format.
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o | Undo button | I Redo button
o Click the Undo button @ =) - -9 Horseback Riding Lessons Flyer - Microsoft Waord
. A ke :

on the Quick Access | Home' |\@nsert  Fageloyout  References  Malings  Review  \View

Toolbar to remove ! e e P (e, :
IJj 4 ,"",x“”‘ - |_£ A“il‘ l.‘: = 'L-'”’-'*"E‘@Iil a3BhCeDe | 2aBhceD: AaBbC AaBbCe

the bullets from the <4 clicking the Undo button | ‘ e 2
Ps:u 4 arrow displays a series ||35? - ‘,.” |_ §| = |Q_' b - T Marmal | T Mo $paci.. Headingl Heading2z - Ch

selected paragraphs of prior actions you can u
Clipboard P Y = Paragraph [ Styles

drag through to undo

(Figure 1-47).

o Click the Redo button
on the Quick Access
Toolbar to place a
bullet character at
the beginning of each LEARN -To .RIDE1I
selected paragraph
again (shown in High-quality-Western-and-English-riding-lessons,-focusing-on-safety-and-

Figure 1-46). including-instruction-on-horse- care,-saddling-a-horse,-and-other-aspects-
of-horsemanship.9

b

Novice to-advanced- instruction-fol
bulet format Indoor-and-outdoor-arenas

undone

Other Ways

1. Press CTRL+Z; press Figure 1-47

CTRL+Y

To Select a Group of Words

"To emphasize the types of riding lessons, Western and English, these words are bold in the flyer. To format a
group of words, you first must select them. The following steps select a group of words.

1)

e Position the mouse pointer ’
immediately to the left of the first Clipboard
character of the text to be selected,
in this case, the W in Western
(Figure 1-48).

SB Why did the shape of the mouse
o pointer change?
The mouse pointer’s shape is -
g . mouse pointer
an I-beam when positioned in (I-beam) at
. beginning of
unselected text in the document text to select

window.

High-qualitylwestern-and-English-riding-lessons, focusi

including-instruction-on-horse-care,-saddling-a-horse,-a
of-horsemanship.94

Figure 1-48

Word Chapter 1
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12)

e Drag the mouse pointer through
the last character of the text to
be selected, in this case, the h in
English (Figure 1-49).

< | Why did the mouse pointer shape

g change again?
When the mouse pointer is
positioned in selected text, its shape words,
is a left-pointing block arrow. Western

and English,
selected

Other Ways including: |n5truct|0n on: horse carq saddling-a- horse and-oth
1. With insertion point Of.horsemanshlp_ﬂ mouse
at beginning of first pointer

word in group, press
CTRL+SHIFT+RIGHT

ARROW repeatedly until
all words are selected

Figure 1-49

To Bold Text

Bold characters display somewhat thicker and darker than those that are not bold. The following step formats
the selected words, Western and English, as bold.

o

e With the text SE|ECtEd, @ _ﬂ_") -3 = Harseback Riding Lessans Flyer - Microsoft Word
click the Bold button S Home = it References  Mallings  Review  View

on the Home tab to - e .
T | sspbcene | sspbced: AaBbC AaBbCc =
A = Wrormal | TNo Spac.. Headingl Heading2 - g”

format the selected e
-

E & | Caan 16 -|lA° ‘\']|J| i

ﬁ L0 v abe %, ¢ Aar ([ A"|‘|
H Fant T

Bold button
selected

- i
text in bold st 5
(Figure 1-50).

How would | remove a
bold format?

Q&A

You would click the
Bold button a second
time, or you immedi-
ately could click the
Undo button on the
Quick Access Toolbar.

O-RIDEY]

) 1-riding: lessons,-focusing-on-safety-and-

including- |nstruct|0n on: horse care,-saddling-a-horse,-and-other-aspects:
-horsemanship.9

Figure 1-50

Other Ways
1. Click Bold button on Mini 3. Click Font Dialog Box

toolbar Launcher, click Font tab,
2. Right-click selected text, click CI!Ck Bold in Font style list,

Font on shortcut menu, click click OK button

Font tab, click Bold in Font 4. Press CTRL+B

style list, click OK button




To Underline a Word
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As with bold text, underlines are used to emphasize or draw attention to specific text. Underlined text prints

with an underscore (_) below each character. In the flyer, the word, and, in the first bulleted paragraph is emphasized

with an underline.

As with a single paragraph, if you want to format a single word, you do not need to select the word. Simply

position the insertion point somewhere in the word and apply the desired format. The following step formats a word

with an underline.

o

e Click somewhere in the word to be
underlined (and, in this case).

e Click the Underline button on the
Home tab to underline the word
containing the insertion point
(Figure 1-51).

< | How would | remove an underline?

©'| You would click the Underline
button a second time, or you
immediately could click the Undo
button on the Quick Access Toolbar.

< | Are other types of underlines
g available?

In addition to the basic solid
underline shown in Figure 1-51,
Word has many decorative under-
lines, such as double underlines,
dotted underlines, and wavy under-
lines. You can access the decorative
underlines and also change the
color of an underline through the
Underline gallery.

T
o
3
()
o
Q

b

| e | Insert  Pagelayout  References  Mailings  Review  View

o Horseback Riding Lessons Flyer -

Microsoft Word I

j # | Calibri [Body) = |16
Paste 2 [B 2 Yo w2 Aar|[- A I'I—
Font i

/ \ ——

Underline clicking Underline
button is button arrow displays
selected Underline gallery,
which contains a
variety of underline
styles and colors

|.
5l

Clipboard 'T- |

Tharmal — Tha

no-a-hnrse -3

- LEARN-TO-RI

High-quality-Western-and-English-riding:lessons,-focusi

n

including-instruction-on-horse-care,-saddli
of-horsemanship .9

insertion point
in word to be
formatted

e~ 540per-hour-for-private- lessons,~sz5Tor-group-le

q-| \
e~ Novice-to-advanced-instruction-for-child r(ﬂyabd-a
e-|ndoor-and-outdoor-arenasy underlined
word

. Call-Tri-Valley-Stables-at-555-2030-t

Pagerlofl | Wordsi§T  oZ
j- start B Horsel Riding Les.

Figure 1-51

Font on

button

button
3. Press CT

Other Ways
1. Right-click text, click

shortcut menu,

click Font tab, click
Underline style box
arrow, click desired
underline style, click OK

2. Click Font Dialog Box
Launcher, click Font tab,
click Underline style
box arrow, click desired
underline style, click OK

RL+U

Word Chapter 1
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To Italicize Text

"To further emphasize the signature line, this line is italicized in the flyer. Italicized text has a slanted appearance.
The following steps select the text and then italicize it.

o

e Point to the left of the
line to be selected (in
this case, the signature
line) and click when

Horseback Riding Lessons Flyer - Microsoft Word = = R
Mallings  Review  Wiew @

EE
L | B A— )
; | Home | Insert  Page Layout

References

Ir!&rirm -
25 Replace
Lg select~

Ty BT ——
B ST N N S A
h :. JL<emoria feadingl 18 A Sy Sl 43BhCeDe AaBbCeD: AaBbCi | AaBbCc |
el
| Pasts 7 ‘B‘I ‘ U - she x, AR‘HEP"AJ ‘_ o TNormal  TNoSpad.. Heading1 | Heading2 | - %Tff

the mouse pointer
is a right-pointing

Italic button
is selected

Fant =) Styles )| Editing

block arrow.

o Click the Italic button
on the Home tab
to italicize the
selected text.

Click inside the
selected text to
remove the selection
(Figure 1-52).

How would | remove
an italic format?

Q&A

You would click the
Italic button a second
time, or you immedi-
ately could click the
Undo button on the
Quick Access Toolbar.

How can | tell what
formatting has been
applied to text?

Q&A

Heading 2 style.

Other Ways

1. Click Italic button on
Mini toolbar

2. Right-click selected text,
click Font on shortcut
menu, click Font tab,
click Italic in Font style
list, click OK button

3. Click Font Dialog Box
Launcher, click Font tab,
click Italic in Font style
list, click OK button

4. Press CTRL+I

boxes and selected buttons
in Font, Paragraph,

and Styles groups show
formatting assigned to text
at location of insertion point

LEARN-TO-RIDEY|

High-quality-Western-and-English- riding-lessons,-focusing-on-safety-and-

including-instruction-on-horse-care,-saddling-a-horse,-and-other-aspects:
of-horsemanship.9

when you click in the
document, Word positions
the insertion point at the
location you clicked and
removes any selection
from the screen

1

e~ Novice-to-advanced-instruction-for-children-and -ad uhts9

o= [ndoor-and-outdoor-arenas

e~ 540per-hour-for-private: lessons;- $2 5for-group-lessons9

Call-Tri-Valley-Stables-at-555-2030-toda y.’é?

Pageiiofl  Wordsi57 | 5
T4 start ) Hors

ck Riding Les

Figure 1-52

The selected buttons and boxes on the Home tab show formatting characteristics of the
location of the insertion point. With the insertion point in the signature line, the Home
tab shows these formats: 18-point Cambria bold italic font, centered paragraph, and

Document Formats

One advantage of using styles to format text is that you easily can change the formats
of styles and themes in your document to give it a different or new look. Recall that a style
is a named group of formatting characteristics and a theme is a set of unified formats for
fonts, colors, and graphics. In Word, you can change the style set, theme colors, and
theme fonts.

® The predefined styles in the Styles gallery, such as Heading 1 and Heading 2, each
known as a Quick Style, are part of a style set. A style set consists of a group of
frequently used styles formatted so they look pleasing when used together. When
you change the style set, formats assigned to each Quick Style also change.
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* Each color scheme in a theme identifies 12 complementary colors for text,
background, accents, and links in a document. With more than 20 predefined color
schemes, Word provides a simple way to select colors that work well together.

¢ Each theme has a font set that defines formats for two fonts: one for headings
and another for body text. In Word, you can select from more than 20 predefined
coordinated font sets to give the document’s text a new look.

Use color. Plan
When choosing color, associate the meaning of color to your message: Ahead

* Red expresses danger, power, or energy, and often is associated with sports or physical
exertion.

e Brown represents simplicity, honesty, and dependability.
¢ Orange denotes success, victory, creativity, and enthusiasm.
¢ Yellow suggests sunshine, happiness, hope, liveliness, and intelligence.

* Green symbolizes growth, healthiness, harmony, blooming, and healing, and often is
associated with safety or money.

¢ Blue indicates integrity, trust, importance, confidence, and stability.

e Purple represents wealth, power, comfort, extravagance, magic, mystery, and spirituality.
* White stands for purity, goodness, cleanliness, precision, and perfection.

* Black suggests authority, strength, elegance, power, and prestige.

e Gray conveys neutrality and thus often is found in backgrounds and other effects.

To Change the Style Set

"To symbolize perfection and precision in the flyer, the characters in the headline are white. The style set, called
Modern, formats Heading 1 characters in white. It also formats the Heading 1 and Heading 2 styles in all capital let-
ters and places a background color around the paragraphs, which further emphasize the headline and signature line in
the flyer. Thus, you will change the style set from Default to Modern. The following steps change a style set.

o

e Click the Change Styles button on
the Home tab to display the Change | e Ve Change b
Styles menu (Figure 1-53). _ =i — — —————a— Styles menu

E”ﬂ”ﬂ #3BbCeDe 4aBbCeDe AaBbCi | AaBbCe _ .&m E?Fm :

Horseback Riding Lessons Flyer - Microsoft Word =

E',‘Re lace

THormal  MhoSpaci.  Heading 1 | Heading 2 | — gtr;r?:sie ¥ siacts
Srifl23 | stule set >

Change L n Colars »

Styles button Forts 9

Set as Default

RN-TO-RIDEY]

-riding-

Figure 1-53
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2/

® Point to Style Set on 1 =

Horseback Riding Lessons Flyer - Microsoft Werd

@ =

the Change Styles et Pagelayout  References  Mallings  Review  View
menu to display the : e ,
play atHeadings) 110~ A A HﬂJ = S0 spbcene sapbcepe Default [AaBhCc | m‘ ﬁ},{l,enf:f,d
Style Set ga”ery' l_I_I_ abe x, x' Ax‘“a‘h‘? &"”75 El_@j | Tommal  TNospad.| Styleset |hesding2 = E;T”Eff [T; shtect |
e Point to Modern in Font fE | Reragraph =l [ | betautt Brack and white) i steset o | !
the Style Set gallery Distinctive | corors i
. . Bl t Eonts L3
to display a live pre- FgEH T
. Fancy mouse darm Osfmi
view of the formats | pointer on
. . Formal
associated with the Style Set Modern
M d m t | t gallery Manuscrlpt'/
.o ern style se ; Mo
LEARN-TO-f§i&
Traditional
Experiment wiard 2003
e Point to various style High-quality-Western-and-English-riding-lessons, - g -\:w'itznz s - =
sets in the Style Set including-instructiq formats of stylesin  jaddling-a-hor Fait B cavert B s -
document change to
gallery and watch af-horsemanship.9| Modern, showing a Save 35 Quick Ste Set.,
the formats of the live preview of style
set to which you are
styled text change bl pointing in gallery
in the document : : ; :
. e Novice-to-adydnced-instruction-for-children-and-adultsf]
window.
e~ Indoor-and*outdoor-arenasv
o pet-hour-for-private- lessons; - for-group-lessons
S40-per‘hour-for-private-| 52 5for-group-| ol
* Click Modern in the CALL-TRI-VALLEY-STABLES-AT-555-2030-TODAY!9
Style Set gallery to
change the docu-
ment style set to b EEIET
M Odern - Horseback Riding Les...

What if | want to
return to the
original style set?

Q&A

Figure 1-54

You would click the Change Styles button, click Style Set on the Change Styles menu, and
then click Default in the Style Set gallery, or you could click the Undo button on the Quick

Access Toolbar.

Style Formats

To see the formats assigned to a
particular style in a document,
click the Styles Dialog Box
Launcher on the Home tab and
then click the Style Inspector
button in the Styles task pane.
Position the insertion point in
the style and then point to the
Paragraph formatting or Text
level formatting areas in the
Style Inspector task pane to
display an Enhanced ScreenTip
describing formats assigned to
the location of the insertion
point. You also can click the
Reveal Formatting button in the
Style Inspector to display the
Reveal Formatting task pane.

BTW
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To Change Theme Colors

"To suggest enthusiasm, success, and honesty, the background colors around the headline and signature line
paragraphs in the flyer use shades of orange and brown. In Word, the color scheme called Aspect uses these colors.
Thus, you will change the color scheme to Aspect. The following steps change theme colors.

Word Chapter 1

. Change Styles
o Click the Change = Horsehack Riding Lessons Flyer - Microsoft Word button oo
Styles button on hiert  Pagelsyout  References  Malings  Review  View / @
the Home tab to i e | e Office color .
disolav the Ch (Bady) -lv - [ (S [BUIT] sosbccodr sssbed stheme s |AsBBCC: A. Colors g
3 ke comman
Isplay e ange O ~ abe 3, x* Aav”"yv ‘-”q% _||=§' |$_ -‘ T Marmal Mo Spa default Heading 2 | = Ethgf ‘ TS
Styles menu. \ —
Font i) Paragraph | Styles N
e Point to Colors on : |y - _E
B EEENEE office
the Change Styles

EOO NN Grayscale Set as Default
EOT RN Apex

HC TN Eﬂsnm
Aspect
s mouse

BECEEEE
Equilty pointer on

Aspect

menu to display the
Colors gallery.

Point to Aspect in
the Colors gallery to I EARN o I o .R

display a live preview

Flow
BEOREEEEE  Foundey
BEONENENE  Median

Colors

of the Aspect color e Enalictrifing. gallery L ECREEREE Mo
scheme (Figure 1-55). estern-and-English- riding: (essons, T0CUS gyymmmmmm  Modie
including-instrut{jon-on-horse-care,-saddling-a-horse,-af BEOEEECEE  opulent
Experiment of-horsemanship-* NI oo
colors in document ECMETTEE  onigin
e Point to various change to Aspect, EEFTEEE Faper
. 1 showing a live previeV\_l BN colstice
color schemes in the _ %ﬂfefgg;g:iﬁ:gt?n""h“h _ BN Technic
Colors gallery and o~ Novice-to gojiery for-children-and-af mCEEEEEE T
watch the paragraph e~ Indoor-and-gdtdoor- arenasq| :g;::::: ::':: 1
background colors oS40 per-pOur-for-private- lessons;- 32 5for-group-le Creste New Theme Calors..
change in the &
document window. CALL-TRI-VALLEY-STABLES-AT-555-2030-TODAY!Y
e Click Aspect in the —— T — 5

Colors gallery to
change the document

j Horseback Riding Les.. 24 J P

theme colors Figure 1-55

to Aspect.

What if | want to return to the original color scheme? Other Ways

You would click the Change Styles button, click Colors on the Change Styles menu, and then 1. Click Theme Colors

Q&A

button arrow on Page
Layout tab, select
desired color scheme

click Office in the Colors gallery.

To Change Theme Fonts

Earlier in this chapter, you changed the font of the headline to Copperplate Gothic Bold. In this flyer, all text
below the headline should be the Rockwell font, instead of the Calibri font, because it better matches the western
tone of the flyer. Thus, the next step is to change the current font set, which is called Office, to a font set called
Foundry, which uses the Rockwell font for headings and body text.
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If you previously changed a font using buttons on the Ribbon or Mini toolbar, Word will not alter those when
you change the font set because changes to the font set are not applied to fonts changed individually. This means the
font headline in the flyer will stay as Copperplate Gothic Bold when you change the font set. The following steps
change the font set to Foundry.

o Change Styles

e Click the Change button

H9-0 = Horseback Riding Lessons Flyer - Microsoft Word a8 x
Styles button on the | Home | et Pagelsout  References  Malings  Revew  View
Home tab.

S— Fonts
{ j 4 Qi o 4 BN ‘A = ]\_I DI_/ 4apblcDdt saBbocDdE m AABBCCI command
Fastt 3 ‘ ‘B LU ke 3 0 Aar |- A~ = TNomal  NoSpacing  Heading1 | Heading 2 g;n?é 7
. =l Fes k
e Point to Fonts on the Cliphoard 5| _ — 5 — -
Change Styles menu T T T e S ——

to display the Fonts
gallery.

Franklin Gothic Bo

Perpetuz

font of headline Set as Default

remains [
unchanged E“;‘f"hn
e Scroll through the Aa | contans pointer on
: ] Founds Foundry
Fonts gallery until " Rock\ivell[%/ e

Foundry is displayed Rockwel
and then point to
Foundry to display a
live preview of the
Foundry font set

(Figure 1-56).
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Figure 1-56

12)

e Click Foundry in the Fonts gallery to change the document theme fonts to Foundry.

What if | want to return to the original font set?

Q&A

You would click the Change Styles button, click Fonts on the Change Styles menu, and then
click Office in the Fonts gallery.

Other Ways

1. Click Theme Fonts
button arrow on Page
Layout tab, select

desired font set Inserting and Formatting a Picture in a Word
Document

With the text formatted in the flyer, the next step is to insert a picture in the flyer and
format the picture. Flyers usually contain graphical images, such as a picture, to attract the
attention of passersby.



Inserting and Formatting a Picture

Find the appropriate graphical image.
To use graphical images, also called graphics, in a Word document, the image must be stored
digitally in a file. Files containing graphical images are available from a variety of sources:

* Word includes a collection of predefined graphical images that you can insert in a
document.

¢ Microsoft has free digital images on the Web for use in a document. Other Web sites also
have images available, some of which are free, while others require a fee.

* You can take a picture with a digital camera and download it, which is the process of
copying the digital picture from the camera to your computer.

* With a scanner, you can convert a printed picture, drawing, or diagram to a digital file.

If you receive a picture from a source other than yourself, do not use the file until you
are certain it does not contain a virus. A virus is a computer program that can damage files
and programs on your computer. Use an antivirus program to verify that any files you use
are virus free.

Establish where to position and how to format the graphical image.

The content, size, shape, position, and format of a graphic should capture the interest of
passersby, enticing them to stop and read the flyer. Often, the graphic is the center of
attraction and visually the largest element on a flyer. If you use colors in the graphical
image, be sure they are part of the document’s color scheme.

To Insert a Picture

in a Word Document WD 41

Plan
Ahead

Word Chapter 1

Plan
Ahead

The next step in creating the flyer is to insert the picture of the horse and rider so that it is centered on the
blank line above the bulleted list. The picture, which was taken with a digital camera, is available on the Data Files
for Students. See the inside back cover of this book for instructions on downloading the Data Files for Students, or
contact your instructor for information on accessing the required files. The following steps insert a centered picture,

which, in this example, is located on the same USB flash drive that contains the saved flyer.

o Insert tab

e To position the oo H2-06 ¢/ Toreeae A T Hyer= R avar Word /
insertion point where =2 sk D] Pagelayout  References  Mallings  Review  View
you want the picture 2 Cower Page - D Q g I'L_j) E “ ), Hyperlink = % A= =l Quick Parts = | & Signature Line
to be Iocated, press | 'Ll:Mk:m: Table || Pictwre Ciip Shapes Smn:.&.rt Chatt | :iwmtk Header FcZer Page Text g‘:ud:ﬂ '_ EZ:E:T“!
CTRL+HOME and 5 :gesm | m:m Il - Illustvratmm | - mi;r:smml vHeade;&r::tTrwv: i j:TExt B
then press the DOWN S~ ™~ == 4 R |

ARROW key four times.

o Click the Center
button on the Home
tab to center the
paragraph that will
contain the picture.

o Click Insert on the
Ribbon to display the

Insert tab (Figure 1-57).

|

picture will be
inserted on
this blank line

LEARN-TO

High-quality Western-and-English- ridip
safety-and-including instruction on-hofse care,-saddling-a-

groups on Ribbon
change to show
commands related to
inserting, because Insert
tab now is the active tab

horse,-and-other-aspects-of horsempanship.q

insertion
point and
paragraph
centered

g-lessons, focusing-on-

Figure 1-57
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12)

Q&A

Click the Insert Picture
from File button on
the Insert tab to dis-
play the Insert Picture
dialog box.

With your USB flash
drive connected to
one of the computer’s
USB ports, if necessary,
click the Look in box
arrow and then click
UDISK 2.0 (E:) to select
the USB flash drive,
Drive E in this case, in
the Look in list as the
device that contains
the picture.

Click Horse and Rider
to select the file name
(Figure 1-58).

What if the picture
is not on a USB
flash drive?

Use the same process,
but be certain to select
the device containing
the picture in the Look
in list.

(3]

e Click the Insert button

Q&A

in the dialog box to
insert the picture at
the location of the
insertion point in
the document
(Figure 1-59).

What are the symbols
around the picture?

A selected graphic
appears surrounded
by a selection
rectangle, which
has small squares
and circles, called
sizing handles, at
each corner and
middle location.
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= < Picture Effects =

tabs automatically =
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High-quality- Western

picture inserted in
document at location
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centered paragraph

rest of picture and remaining
text no longer fit in
document window — your
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depending on the type of
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,-and-other-aspe

groups on Ribbon change
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related to formatting
pictures, because Picture
Tools and Format tabs
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inserted picture
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“4 start ]
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Scrolling

As mentioned at the beginning of this chapter, you view only a portion of a
document on the screen through the document window. At some point when you type
text or insert graphics, Word will scroll the top or bottom portion of the document off
the screen. Although you cannot see the text and graphics once they scroll off the screen,
they remain in the document.
As shown in Figure 1-59, when you insert the picture in the flyer, the text and
graphics are too long to fit in the document window. Thus, to see the bottom of the flyer,
you will need to scroll downward.
You may use either the mouse or the keyboard to scroll to a different location ina  =| Minimize Wrist Injury
document. With the mouse, you can use the scroll arrows or the scroll box on the scroll @ Computer users
bar to display a different portion of the document in the document window, and then frequently switch
between the keyboard
click the mouse to move the insertion point to that location. Table 1-1 explains various and the mouse during a

techniques for using the scroll bar to scroll vertically with the mouse. word processing session;
such switching strains the
wrist. To help prevent
wrist injury, minimize
switching. For instance,

Word Chapter 1

Table 1-1 Using the Scroll Bar to Scroll with the Mouse

SCROLL DIRECTION MOUSE ACTION if your fingers already
are on the keyboard, use
Up Drag the scroll box upward. keyboard keys to scroll.
Down Drag the scroll box downward. If your hand already is
. : on the mouse, use the
Up one screen Click anywhere above the scroll box on the vertical scroll bar.
mouse to scroll.
Down one screen Click anywhere below the scroll box on the vertical scroll bar.
Up one line Click the scroll arrow at the top of the vertical scroll bar.
Down one line Click the scroll arrow at the bottom of the vertical scroll bar.

When you use the keyboard to scroll, the insertion point automatically moves when
you press the appropriate keys. Table 1-2 outlines various techniques to scroll through a
document using the keyboard, some of which you have seen used in this chapter.

Table 1-2 Scrolling with the Keyboard

SCROLL DIRECTION KEY(S) TO PRESS
Left one character LEFT ARROW

Right one character RIGHT ARROW

Left one word CTRL+LEFT ARROW
Right one word CTRL+RIGHT ARROW
Up one line UP ARROW

Down one line DOWN ARROW

To end of line END

To beginning of line HOME

Up one paragraph CTRL+UP ARROW
Down one paragraph CTRL+DOWN ARROW
Up one screen PAGE UP

Down one screen PAGE DOWN

To top of document window ALT+CTRL+PAGE UP

To bottom of document window ALT+CTRL+PAGE DOWN
To beginning of document CTRL+HOME

To end of document CTRL+END
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To Apply a Picture Style

Earlier in this chapter, you applied the heading styles to the headline and signature line in the flyer. Word also
provides styles for pictures, allowing you easily to change the basic rectangle format to a more visually appealing
style. Word provides a gallery of more than 25 picture styles, which include a variety of shapes, angles, borders, and
reflections. The flyer in this chapter uses an oval picture style that has a border around its edges. The following steps
apply a picture style to the picture in the flyer.

o Picture Styles

i alle
° CIICk the down SCI’O“ - Horseback Riding L g.. ..J;W remorasoft Waord Pictute Tools | o L
arrow on the verti- . TH } paie i VR @
Cal SCrO” bar as many ompress Pictures _C})Plcture Shape ~ ' 24 Bring to Front - |J' |J 32v =

times as necessary hange Picture ; ‘ B, send to Back = B . )
ore utton rop =Hla2r =

until the entire picture ~ [e=tFicure ™" plTec wrspping * Ske i

. d I d . th it Picture Styles Arrange Size
is displayed in the —

document window
(Figure 1-60).

< | What if the Picture

3 Tools and Format tabs
no longer are displayed
on my Ribbon?

entire picture
is displayed in
document window

Double-click the picture
to display the Picture
Tools and Format tabs.

down scroll
arrow

Figure 1-60

9 expanded

e Click the More button in the Picture gallery .

. Fagatayout | Aemnces  Weiwgr  IaRM Vi | |ORGWRE|
Styles gallery, which shows more i \ s s A L —
- Picture Shape = \EI 4 Bring to Front = |

i b Fictures r -
allery options. i = _RE IR o —
9 y ge Picture ‘ il !‘ ‘ L7 Picture Border ~ A send to Back - |
? Posmon

e Point to Metal Oval in the Picture Picture =) Picture Effects - Be] Text Wirapping ~
Styles gallery to display a live pre- : m m @ )l Ll
view of that style applied to the |

— picture format changes

picture in the document
H . to Metal Oval, showing
(Figure 1-61). or ﬂnShlp-ﬂ a live preview of style to

rE|— — which you are pointing

i in expanded gallery
Experiment e
tetal Creal

. . . . mouse pointer
e Point to various picture styles in the on Metal Oval

Picture Styles gallery and watch picture style
the format of the picture change
in the document window.

(3)

o Click Metal Oval in the Picture Styles
gallery to apply the selected style to
the picture.

picture border
currently is the
color of metal

Figure 1-61
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To Change a Picture Border Color

The flyer in this chapter has a tan border around the picture. Earlier in this chapter, you changed the color
scheme to Aspect. To coordinate the border color with the other colors in the document, you will use a shade of
tan in Aspect color scheme for the picture border. Any color galleries you display show colors defined in this current
color scheme. The following steps change the picture border color.

o

Word Chapter 1

i i Picture
e Click the Picture Border button on eback Riding Lessons Flyer - Microsoft Word _Hr,:;urgfnms_ Border
the Format tab to display the Picture v porererces  Mailings Review  View l.-.—%rm“‘- button
Border gallery. e == — = @Plcture Shape 7, . S Bring to Frant = |2~ @
What if the Picture Tools and |l \ 7 Picture Borde = Sysendtoback - 1B

&A

o| Format tabs no longer are displayed
on my Ribbon?

Picture Styles

LEARES]

Double-click the picture to display
the Picture Tools and Format tabs.

mouse pointer on
Tan, Background
2 color

Standard Colors
ERFAEEEEN

Mo Outline

Border

e Point to Tan, Background 2 (third ZE
theme color from left in the first
row) in the Picture Border gallery to
display a live preview of that border

color on the picture (Figure 1-62).

gh-quality-Western-and-Englis seusing on

Maore Outline Colors,,,

@
fety-and- including instruction-of = weight v ling-a

border color changes
to Tan, Background 2,
showing a live preview
of color to which you

are pointing in gallery

Experiment

e Point to various colors in the Picture
Border gallery and watch the border
color on the picture change in the
document window.

12)

e Click Tan, Background 2 in the
Picture Styles gallery to change the
picture border color.

Figure 1-62

To Zoom the Document

The next step in formatting the picture is to resize it. Specifically, you will increase the size of the picture. You
do not want it so large, however, that it causes the flyer text to flow to a second page. You can change the zoom so
that you can see the entire document on the screen at once. Seeing the entire document at once helps you determine
the appropriate size of the picture. The steps on the next page zoom the document.
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1)
Experiment

o Repeatedly click the
Zoom Out and Zoom
In buttons on the sta-
tus bar and watch the
size of the document
change in the
document window. i

e & 2 1P document
) - = shown at

e Click the Zoom Out : g i 50% zoom
or Zoom In button as
many times as neces- :‘;du'ur_ml;?;\:::z:;s{ for-childrenand adult:f
sary until the Zoom saB40-perhour for privatelessons: 25 for gronplessonsy
level button displays
50% on its face
(Figure 1-63).

LEARN-TO-RIDE'

High-quality Western-andEnglishriding lessons focusing-on-
safetyandincludinginshuctionon-horse-care, saddling a-
horse,and-otheraspects -of-hoﬁ manship ]

picture still
selected

CALL TRI-VALLET-STABLES AT-§55-2030-TOQDATH

If I change the zoom

Zoom In
button
percentage, will the puticn Luticn

document print

dif‘ferently? e |'f eI MEFU =

T} Horseback Riding Les %) LsO0PM

Q&A

Changing the zoom
has no effect on the

printed document. Figure 1-63

Other Ways

1. Drag Zoom slider on 2. Click Zoom level button on 3. Click Zoom level button

status bar

status bar, select desired
zoom percent or type, click
OK button

on View tab, select desired
zoom percent or type, click
OK button

To Resize a Graphic

e With the graphic still selected, point
to the upper-right corner sizing
handle on the picture so that the
mouse pointer shape changes to a
two-headed arrow (Figure 1-64).

Q&A

The next step is to resize the picture. Resizing includes both enlarging and reducing the size of a graphic. The
picture in the flyer should be as large as possible, without causing any flyer text to flow to a second page.

With the entire document displaying in the document window, you will be able to see how the resized graphic
will look on the entire page. The following steps resize a selected graphic.

1)

What if my graphic (picture) is not

selected?

To select a graphic, click it.

horse &

graphic
selected

/,L

sizing
handles

Figure 1-64

mouse pointer shape
changes to two-headed
arrow when positioned
on a sizing handle




12)

e Drag the sizing handle diagonally
outward until the crosshair mouse
pointer is positioned approximately
as shown in Figure 1-65.

13)

e Release the mouse button to resize
the graphic.

What if the graphic is the
wrong size?

Q&A

Repeat Steps 1 and 2.

4]

e Click outside the graphic to deselect
it (Figure 1-66).

What happened to the Picture Tools
and Format tabs?

Q&A

When you click outside of a graphic
or press a key to scroll through

a document, Word deselects

the graphic and removes the
Picture Tools and Format tabs from
the screen.

What if | want to return a graphic to
its original size and start again?

With the graphic selected, click the
Size Dialog Box Launcher on the
Format tab to display the Size dialog
box, click the Size tab, click the
Reset button, and then click the
Close button.

Q&A

Inserting and Formatting a Picture in a Word Document WD 47

‘ﬂ Reset Picture :

Picture Styles

Adjust J L

LEARN-TO-RIDE'

High-quality W estern- and-.EngHJllnd.mw leszons foousing on

*allovicetoadvanced instuchonfor-children-and adnlt: |
sacand -outd oor-arenasf

Figure 1-65

as you drag a corner
sizing handle,

Word changes
mouse pointer to a
crosshair shape

transparent

image of how the
graphic will look
at that proposed
size appears in
document window

\ FER J *
i Home tab is active =
Hnm ! ES

tab — Picture Tools and

Horseback Riding Lessons Flyer - Microsoft Word ’

Format tabs disappear

when graphic is

BaBhCeD | AaBh

E # Rockwell [Bo
not selected

U e, X AT A

Tharmal | NoSp

Font e

Figure 1-66

graphic
resized

Other Ways

width in Shape Height and
Shape Width text boxes in
Size group on Format tab
in Picture Tools tab

1. Enter graphic height and 2.

Click Size Dialog Box
Launcher on Format tab in
Picture Tools tab, click Size
tab, enter desired height
and width values in text
boxes, click Close button

-
S
(V)
e
Q
©
=
Y
©
S
2
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Enhancing the Page

With the text and graphics entered and formatted, the next step is to look at the page

as a whole and determine if it looks finished in its current state. As you review the page,
answer these questions:

* Does it need a page border to frame its contents, or would a page border make it
look too busy?

* Is the spacing between paragraphs and graphics on the page adequate? Do any

sections of text or graphics look as if they are positioned too closely to the items
above or below them?

You determine that a graphical, color-coordinated border would enhance the flyer.
You also notice that the flyer would look more proportionate if it had a little more space

below the headline and above the graphic. The following pages make these enhancements
to the flyer.

To Add a Page Border

In Word, you can add a border around the perimeter of an entire page. In this flyer, you add a graphical border
that uses a shade of brown from the Aspect color scheme. The following steps add a graphical page border.

o

® Click Page Layout on the Ribbon to i Eage ety Hersebagk Biding [ e=sons Flyer - Microsoft Weord
. ayout ta :

dlsplay the Page LayOUt tab ert | Page Layout I‘{lflmﬁnyd Mailings gi?gers e

e Click the Page Borders button on L1y Orientation ~ #= Breaks * 2 watermal 0 | Spacing 4 4

. e Eea - HERE - - = 5 " - | A= v - =23

the Page Layout tab to dlsplay the : I3 Size £ Lime Mumbers LA Page Cndnf/ =i ] 4= Eefore: 10 pt > | —— <
Borders and Shadlng dlalog box EE Columns ~ b~ Hyphenation ~ | IR Panzt%nrdtrs | £E Rights 0" s 1AS aen 10pt 3 g
(Figure 1 67) Page Setup || Page Backiround I Faragraph ) 1

Borders and

Shading ey Dorders and Shading
dialog box

]_Eﬂf'ﬂﬂ Page Border | Shading |

Setting: Preview

Click on diagram below or use

buttons ta apply borders
High-guality Weste:

safetyand including
horse,-and otheraspd

Shadaw

it
=

Autoratic b

Width:

]| || | (| || 0

Cuskom 14 ph -
Apply to;

Art: | ‘Wwhole document

Sptions

) Cana )

=alovicetoadvanced mstuchontor-chldren-and adultsy|
salndoorand-outd o or-arenasf
*afd(-perhour for privatelessons; 25 for-grouplessons|

CALL TRI-VALLEY ETABLES AT 555-2030-TADATH|

Figure 1-67
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9 Art box
arrow
o Click the Art box
arrow to display the

Art gallery.

Opkions. ..

-
S
(V]
e
Q
©
=
Y
©
S
2

| T

e Click the down scroll
arrow in the Art +alndoorand outdoorarenas{
gallery until the art e

. s = .= be selected __
border shown in ARG N
. J arrow
Figure 1-68 appears.

13)

e Click the art border

shown in Figure 1-68 e .
t d' | H clicking None Setting: Preview — A
o display a preview =] area
) . removes a — Click o use
of the selection in the page border B R
Preview area of the T
dialog box. ; preview of
selected
. art border
e Click the Color box
arrow to display a g " Automatic "
: | [ B ]
Color gallery \ ¥ R right-most
(Figure 1-69). . H £ theme color
4 . 1 Tin (Tan, Accent 6)
g Do | have to use an art = | to be selected
o/ border?
No. You can select a S o,
SO“d or decorative Iine +a§i40 perhour for private lessons: $25 for of
in the Style list.
g Can | add color to
every border type?
(=4 y yp . At | . - .
You can color all of | n £ Line Numbers ~ | <% Page Calor~ | £ Lefty 0" Before: 454
H -3 31 S - £rh Al Position
the line styles and S Columns = bE Hyphenation = || ] Page Borders ptbe
many of the m :
art borders. | default spacing

above (before) a

0 : ' ; . paragraph is 10 pt

* Click the right most LEARN-TO-RIDERI B
eme color (Tan, headline

Accent 6) in the Co'or High-quality W estern-and Englishriding lessons, focusing on
. safetyand including instuctononhorse-care, saddlinga:
ga”ery to dlSplay a horse,and otheraspects-of horsemanship

preview of the
selection in the

H . border
Preview area. . i

to flyer

e Click the OK button to
add the border to the
page (Figure 1-70).

< | What if | wanted to

g remove the border?
Click None in the
Setting list in the ~ced instructiondor-chi
Borders and Shading
dialog box.

Figure 1-70
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To Change Spacing Above and Below Paragraphs

The default spacing above a heading paragraph in Word is 10 points. In the flyer, you want to remove this
spacing so the headline is closer to the page border. The default spacing below (after) a body text paragraph is
0 points. Below the first paragraph of body copy in the flyer, you want to increase this space. The following steps
change the spacing above and below paragraphs.

o

e Position the insertion point in the
paragraph to be adjusted, in this
case, the headline.

e Click the Spacing Before box down
arrow on the Page Layout tab as
many times as necessary until 0 pt is
displayed in the Spacing Before text
box (Figure 1-71).

< | Why is a blank space still between
3 the border and the headline?

The space is a result of Word's preset
left, right, top, and bottom margins

=il * Horseback Riding Lessons Flyer - Microsoft ; ’ ,
_ change
- Page = 5
b | Page Lyt w Layout tab ngs Review b DO
| |3 Orientation » %= Breaks = I ] Watermark = | Indent Spacing
T Size - £ line Numbers ~ || 4] Page Colar - || £E Left: 0" % || *= Before: 0pt
14 : ¥
Margins __ . I = = I
vﬁ EE Columns = b¥” Hyphenation ~ |__J] Page Burmﬂ- E# Right: 0" % :_ After: 0 pt
| Fage Setup a
— insertion —_...,—
Spacing

Before box
down arrow

point
extra space
removed
LEARN-TO-RIDE

High-guality Western-and Englishriding lessons, focusing on-
safety-and including instuctionon-horse care saddlinga-
horse,and-otheraspacts-ofhorsemanship

and other settings.

12)

e Position the insertion point in the
paragraph below the headline.

e Click the Spacing After box up
arrow on the Page Layout tab as
many times as necessary until
24 pt is displayed in the Spacing
After text box, shown in Figure 1-72.
(If the text flows to two pages, resize
the picture so that it is smaller.)

paragraph below
headline

Figure 1-71

Centering Page
Contents Vertically

To Zoom the Document

BTW

You can center page
contents vertically
between the top and
bottom margins. To do
this, click the Page Setup
Dialog Box Launcher on
the Page Layout tab,

100% on its face, shown in Figure 1-72.

You are finished enhancing the page and no longer need to view the entire page in
the document window. Thus, the following step changes the zoom back to 100 percent.

a Click the Zoom In button as many times as necessary until the Zoom level button displays

click the Layout tab in
the dialog box, click the
Vertical alignment box
arrow, click Center in the
list, and then click the OK
button.

Changing Document Properties and Saving Again

Word helps you organize and identify your files by using document properties, which

are the details about a file. Document properties, also known as metadata, can include

such information as the project author, title,

or subject. Keywords are words or phrases

that further describe the document. For example, a class name or document topic can

describe the file’s purpose or content.



Document properties are valuable for a variety of reasons:

* Users can save time locating a particular file because they can view a document’s
properties without opening the document.

* By creating consistent properties for files having similar content, users can better
organize their documents.

* Some organizations require Word users to add document properties so that other
employees can view details about these files.

Five different types of document properties exist, but the more common ones used
in this book are standard and automatically updated properties. Standard properties
are associated with all Microsoft Office documents and include author, title, and subject.
Automatically updated properties include file system properties, such as the date you
create or change a file, and statistics, such as the file size.

Changing Document Properties and Saving Again WD 51

Printing Document
Properties

To print document
properties, click the
Office Button to display
the Office Button menu,
point to Print on the
Office Button menu to
display the Print submenu,
click Print on the Print
submenu to display the
Print dialog box, click the
Print what box arrow,
click Document properties
to instruct Word to print
the document properties
instead of the document,
and then click the

OK button.

BTW

To Change Document Properties

The Document Information Panel contains areas where you can view and enter document properties. You
can view and change information in this panel at any time while you are creating a document. Before saving the
flyer again, you want to add your name and course information as document properties. The following steps use the
Document Information Panel to change document properties.

o Office
. Button a-8 ¢ o . - x
o C||ck ‘the I~ 78777 ¥ Horseback Riding Lessons Flyer - Microsoft Word -
. * i i @
Office Button to l Prepare the document for distribution clicking Properties = s
d. | h Of'f Mews command will open Spacing _4‘ 14 Bring to Front - |2 Align ~
|Sp ay the Ice _":".:r Broperties -————— h P 2| IS mefore: 10 pt - — i sendtoBack -~ 18] Group -
- =] ‘iew and edit dacument praperties, such | the Document = ; || Pasitian )
Button menu. |47 Qoen as Title, Author, and Keywords. Information Panel Sl-= 0 e - [Tt Wrapping - T Ratate - |
-, Inspect Document B | Faragraph =l Arrange _:
° POin‘t ‘tO Prepare on | l Save @r Check the document far hidden metadata .
ot personal information,
. changed
- 2 ) ot e L
the Office ﬂ Sawve fis ¥ &E Increase the security of the document by A A A A A A A A to24pt |
Button ofﬂce Edd‘ng en(rypticm‘ B ¥, B y, B y, B r B y, o y,
Button b | Add a Digital Signatur
menu to menu < @ T ¥ Li Ensu:ent.:ei:'vt;gr\ty ufethe document by P.repare sul?menu
. adding an invisible digital signature, displays a list of tasks
dlsplay that can be used

the Prepare

submenu (Figure 1-72).

What other types
of actions besides
changing properties
can you take to
prepare a document
for distribution?

Q&A

The Prepare submenu
provides commands
related to sharing a
document with others,
such as allowing or
restricting people to
view and modify your
document, checking to
see if your document
will open in earlier
versions of Word, and
searching for hidden
personal information.

@ Prepare | k| |— Mark as Final

Let readers know the document is final and to prepare files for

N IDE®

o ) make it read-only, distribution
Lﬁ g & Run Compatibility Checker
- heck for features not supported by earlier
L/ puslisn v PR d-English riding lessons,-focusing-on-
. command ruction- on-horse-care,-saddling- a-|+—— insertion
] Gose L point

of horsemanship.
B

|g iword Options ‘ |X Exit Word |r

> /”’_—‘_.—_—_-—‘k_-\

space increased
below paragraph

.

zoom \
changed
t0 100% f

e \5

b E =" 2 =
Pageriofl Wordsi5T | 5

T4 start =11 I Riding

Figure 1-72

Word Chapter 1
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2]

e Click Properties on the Prepare
submenu to display the Document
Information Panel (Figure 1-73).

Why are some of the document
properties in my Document
Information Panel already filled in?

Q&A

-0 5 Horseback Riding Lessons Flyer - Microsoft Waord
o e e — : : :
‘Home Insert | Page Layout l References Mailings Review i
Ev |2y Orientat{ Document |_31 wWatermark = Indent
TN Information Panel E X o B
e, [&]- et [0 Size - is displayed at top |* Al Page Color = || 25 Left: {0
= g' e == columng ©f document [Ll Page Borders E}!ﬂlqht: s
Themes Page Setup ,l, ' || Page Background

The person who installed Microsoft

o Document Properties =

Location: E:iHorseback Riding L

Office 2007 on your computer or I ] | | |
networ.k may have set or Comments: \\ A N
customized the properties. tudent mama e — O —
will be typed in section will be will be typed
Auiier tyext e typed in Subject in Keywords
text box text box
Figure 1-73
o C|ICk the Author r H2-09 Horseback Riding Lessons Flyer - Microsoft Word ’ - o X
text box, if neces- = Home Insert | Pagelavout | References  Mallings  Redew  View ©
= B [ 24 Orientation = +=) Breaks - | Watermark = | Indent Spacing ] o Front - |2 &lign ~
sary, and then type [z]- Ei 103 Size - tine umpers = | (Al Page Calor = | 25 Left 07 : = llmmnim i !J < o Back - 1B Group -
your name as the -t [Z- MO, partnne s - Pyphanalitn [ PageBorders || EZRight 00 3 | S aften ;24pt_7; L o rapping - Gk Rotate =
AUthor property. Themes. Flgf Setup. 1 || Page Background Paragraph = range
o Document Properties ™ Location:  E:lHorseback Riding Lessons Flyer.docx » Required field X
If a name already
IS dlsplayed in the [Mary Ann Beaumont | T | Jos 210 sec, 10 | [Fri-valley Stables] ]
Author text box, E \ / Closethe
delete it before student course and keywords Information
. name section entered Panel button
typing your name. entered entered -
e Click the Subject Y
text box, if necessary
delete any existing
text, and then type - -

your course and
section as the
Subject property.

Click the Keywords
text box, if necessary
delete any exist-

ing text, and then
type Tri-valley

High-quality-Western-and-English riding: lessons,-focusing-on-
safety-and-including- instruction - on-horse-care, saddling-a-
horse,-and- other-aspects of horsemanship.{|

Stables as the
Keywords property
(Figure 1-74).

What types of
document properties does Word collect

Q&A

Page: 101 | Wordsi57 | 5

ElEE

Figure 1-74

automatically?

Word records such details as how long you worked at creating your project, how many times
you revised the document, and what fonts and themes are used.

4]

e Click the Close the Document Information Panel button so that the Document Information

Panel no longer is displayed.
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To Save an Existing Document with the Same File Name

Saving frequently cannot be overemphasized. You have made several modifications to the document since you
saved it earlier in the chapter. When you first saved the document, you clicked the Save button on the Quick Access
Toolbar, the Save As dialog box appeared, and you entered the file name, Horseback Riding Lessons Flyer. If you
want to use the same file name to save the changes made to the document, you again click the Save button on the
Quick Access Toolbar. The following step saves the document again.

o

e Click the Save button on the Quick @.|
Access Toolbar to overwrite the RCiy :

Word Chapter 1

Horseback Riding Lessons Flyer - Microseft Word

Save button
Page Layout | References Hﬁlk&m' Rewiew  iew

Home  Insert

p|reV|2TS Hors;:back Ii;ldlr;]gdLessons I N 24 Orientation = ¥=\Break| Word saved - P
Flyer file on the USB flash drive e e B document with same | __ o el ]

y Themes ¥ (B §i Line N file name, Horseback I Left: L + | y= Before: 1
(Flgure 1—75) = v - S= columns = b Hyphi Riding Lessons Flyer s g}gﬂw e 5 :z After; |24

. . Theme v

Why did the Save As dialog box not |- s | Page Setup = || Page Background | Faragraph
appear?

Q&A

Word overwrites the document
using the settings specified the first
time you saved the document. To
save the file with a different file
name or on different media, display = . -
the Save As dialog box by clicking

the Office Button and then clicking

Save As on the Office Button menu.

Then, fill in the Save As dialog box High-quality- Western-and-English riding: lesson
as described in Steps 2 through 5 on safety-and- including- instruction-on-horse-care, - sa
pages WD 20 and WD 21.

horse,-and-other-aspects-of horsemanship. §|

.‘-’_’f’
Figure 1-75
Other Ways
1. Press CTRL+S or press
SHIFT+F12, press ENTER
Printing a Document
= | Conserving Ink and
After you create a document, you often want to print it. A printed version of the & | Toner
. . You can instruct Word
document is called a hard copy or printout. . .
. . . to print draft quality
Printed copies of your document can be useful for the following reasons: documents to conserve

ink or toner by clicking
the Office Button, clicking
the Word Options button,
* Hard copies can serve as reference material if your storage medium is lost or becomes | clicking Advanced in the

corrupted and you need to re-create the document. left pane of the Word
Options dialog box,

It is a good practice to save a document before printing it, in the event you scrolling to the Print area,
experience difficulties with the printer. placing a check mark in
the ‘Use draft quality’
check box, and then
clicking the OK button. To
print the document with
these settings, click the
Office Button, point
to Print, and then click
Quick Print.

* Many people prefer proofreading a hard copy of the document rather than viewing it
on the screen to check for errors and readability.
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To Print a Document

With the completed document saved, you may want to print it. The following steps print the contents of the

saved Horseback Riding Lessons Flyer project.

o Office
e Click the Office Button @;ﬂﬁ" Button Horseback Riding Lessons Flyer - Microsoft Word - = Q
to display the Office [— iew ew
Button menu. D Bew Lo = |:"‘d!ﬂ.t Spacing . | CyBring to Front - |2 Align =
=, Erint = ‘ S5 (e - $ZBerore: 10pt 3| iy send to Back - 18 Graup -
. . 2 aoen ol o o oo Quick Print Semen 2ot 3| e BTt Wrapping - ShRotate -
e Point to Print on the -y M command prints e n—— bdical
i B send the document dive cderaut | dOCUMeNt on
Office Button menu H S - f;rinz:rhm?nnutmﬁ;g S«j:nt;::' BN default printer
to display the ﬁ s Print Pregiew
. ave s changes t b
Prlnt Submenu i s = Prin.t e anges to pages efore
. — command
(Figure 1-76). S e

/)

Print [CErl+F]

@ Prepare
Office
Button @ g e
menu
IEE) Publish  *
L.
I_J Close

Print submenu
displays a list of
tasks related to
printing documents

nd-English- riding-lessons, focusing on:
truction- on-horse-care, saddling- a:
5 of horsemanship.q]

12)

o Click Quick Print on the Print
submenu to print the document.

e When the printer stops, retrieve the
hard copy of the Horseback Riding
Lessons Flyer (Figures 1-77).

How can | print multiple copies of
my document other than issuing the
Quick Print command twice?

Click the Office Button, point to
Print on the Office Button menu,
click Print on the Print submenu,
increase the number in the Number
of copies box, and then click the
OK button.

Q&A

Do | have to wait until my document
is complete to print it?

Q&A

No, you can follow these steps to
print a document at any time while
you are creating it.

Other Ways

=1 Word Options '-|x Exit Word }-

Figure 1-76

LEARN TO RIDE

High-quality Western and English riding lessons, focusing on
safety and including instruction on horse care, saddling a
horse, and other aspects of horsemanship.

+ Novice to advanced instruction for children and adults
¢ Indoor and outdoor arenas
* $40 per hour for private lessons; $25 for group lessons

CALL TRI-VALLEY STABLES AT 555-2030 TODAY!

Figure 1-77

1. Press CTRL+P,
press ENTER
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Quitting Word

If you save a document and then quit Word, all Word windows close. If you have made
changes to a document since the last time the file was saved, Word displays a dialog box
asking if you want to save the changes you made to the file before it closes that window.
The dialog box contains three buttons with these resulting actions:

* Yes button — Saves the changes and then quits Word
* No button — Quits Word without saving changes

BTW

Printed Borders
If one or more of your

borders do not print, click

the Page Borders button
on the Page Layout tab,
click the Options button
in the dialog box, click
the Measure from box
arrow and click Text,
change the four text
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boxes to 15 pt, and then
click the OK button in
each dialog box. Try
printing the document
again. If the borders still
do not print, adjust the
text boxes in the dialog
box to a number smaller
than 15 point.

¢ Cancel button — Closes the dialog box and redisplays the document without saving
the changes

If no changes have been made to an open document since the last time the file was
saved, Word will close all windows without displaying any dialog boxes.

To Quit Word

You saved the document prior to printing and did not make any changes to the project. The Horseback Riding
Lessons Flyer project now is complete, and you are ready to quit Word. The following steps quit Word.

o

e Point to the Close button on the Horseback Riding Lessons Flyer - Microsoft word Close button |——H». = X
right side of the Word title bar e e c|.§
(Figure 1-78). TR T T . X e =

|_] Watermark = | Indent Spacing 4 4 Bring to Frant 1= Align ~

@ Page Color = 'EE Left: 0" o | :: Before: |10 pt o e <4 Send to Back - EGroup :

9 [} Page Barders £ Right: 07 e fi After; 24 pt % SR |28 Text Wrapping = S Riotate -
e Click the Close button to quit Word.  |Fage Backgraund Paragraph = Arrange

Figure 1-78

Other Ways

1. Double-click Office
Button

2. Click Office Button, click
Exit Word on Office
Button menu

Starting Word and Opening a Document

Once you have created and saved a document, you may need to retrieve it from your 3 \F;\ilgh;'gif('i Microsoft
. . . . . ort utton on
storage medium. For example, you might want to revise the document or reprint it.

Windows taskbar,
Opening a document requires that Word is running on your computer. click Close on

shortcut menu

4. Press ALT+F4

To Start Word

The following steps, which assume Windows is running, start Word.

o Click the Start button on the Windows taskbar to display the Start menu.

Q Point to All Programs on the Start menu to display the All Programs submenu and then
point to Microsoft Office on the All Programs submenu to display the Microsoft Office
submenu.

9 Click Microsoft Office Word 2007 on the Microsoft Office submenu to start Word and
display a new blank document in the Word window.

o If the Word window is not maximized, click the Maximize button on its title bar to
maximize the window.
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To Open a Document from Word

Earlier in this chapter you saved your project on a USB flash drive using the file name, Horseback Riding
Lessons Flyer. The following steps open the Horseback Riding Lessons Flyer file from the USB flash drive.

o

e With your USB flash drive connected [ B9 4 one SR MR o
to one of the computer’s USB ports, Button b e
click the Office Button to display the (| D g Recent Documents ' -
. . Mew
Office Button menu (Flgure 1_79) 1 Horseback Riding Lessons Flyer = 'l blank zqcumenﬂ
. . - op_ene n
< | What files are shown in the Recent | / Open e Wi
o . | — \ Recent Documents window
©| Documents list? [ list displays |fragraph f .
) ) | I | n Open 4 names of recently /
Word displays, by default, the nine | comman opened Word files ;
most recently opened [ Iﬁ_! |
. Save s #
document file names Office | |
H e l: Button —
in this |I.S’E. If the name menu \< @ e s
of the file you want to '
open appears in the rﬁ S #
Recent Documents list, you could
click it to open the file. [ seng  »
EI:I Fublish #
Jﬁ Close
\ r—s — -
|j Word Optjonsl X Exit Word |
F' f
Figure 1-79
9 Open
i . dialog box
e Click Open on the Office Button
displ he O u - 1 9ED |32 ~ dlie == =ll=y - T Maormal | T ho Spaci.,  Heading 1
menu to display the Open USB flash drive
dialog box is selected
' device
Look in: |--.- UDISK 2.0 (E:) v| @ -
olf necessary, click the Look in box = Trusted @anply 1-1 Autumn Fest Flyer Unformatted ‘
arrow and then click UDISK 2.0 (E) Templates @Extend 1-1 Baseball Sign Ups Flyer Look in
. . . My Recent ; : pefit «— selected e BT
to select the USB flash drive, Drive E Fe gl faes Rt p—— ] file
. . . Lo 01| Make Tt Right 1-1 Mew York TourElye
in this case, in the Look in list as the @ Deskion
new open location. i
. o 'a Documents
e Click Horseback Riding Lessons Flyer g
to select the file name (Figure 1-80). ;m;piter ]
B [=dlln]y
‘gPlzces

g How do | open the file if | am not
o| using a USB flash drive?

Use the same process, but be
certain to select your device in the
Look in list.

File name:

Files of bype: |.°.II word Documents

Open button

Open

e —
Figure 1-80

e —
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o Click the Open button
to open the selected
file and display the
Horseback Riding
Lessons Flyer document

Horseback Riding Lessons Flyer - Microsoft Wore
Mailings  Rewiew  ‘iew

Insert Page Layout  References

flyer appears
in document
window

title of saved faBbGeD

document is
displayed on
title bar

o Spacing

in the Word window
(Figure 1-81).

Why is the Word icon
and document name
on the Windows
taskbar?

Q&A

When you open a
Word file, a Word
program button is
displayed on the
taskbar. The button in
Figure 1-81 contains
an ellipsis because
some of its contents
do not fit in the allot-
ted button space. If
you point to a pro-
gram button, its entire
contents appear in a
ScreenTip, which in
this case would be the
file name followed by
the program name.

High-quality- Western-and-English- riding: lessons, focusing-on
safety-and- including- instruction- on-horse-care, saddling-a-

horse,-and- other-aspects of horsemanship.§|

Word program
button is
displayed on
Windows taskbar

Figure 1-81

DO | nnsace . A
Heading1 | Headingz - Ghange
eading eading =) Soes

-

Correcting Errors

After creating a document, you often will find you must make changes to it. For example,
the document may contain an error, or new circumstances may require you to add text to

the document.

Types of Changes Made to Documents

The types of changes made to documents normally fall into one of the three
following categories: additions, deletions, or modifications.

Additions Additional words, sentences, or paragraphs may be required in a document.
Additions occur when you omit text from a document and want to insert it later. For
example, additional types of riding lessons may be offered.

BTW

3 Find -
2 Replace
L select =
|| Editing

Other Ways

1. Click Office Button,
double-click file name
in Recent Documents
list

2. Press CTRL+O, select file
name, press ENTER

Print Preview

You can preview a
document before
printing it by clicking the
Office Button, pointing
to Print, and then clicking
Print Preview. When
finished previewing the
document, click the Close
Print Preview button.

-
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Deletions Sometimes, text in a document is incorrect or is no longer needed. For
example, group lessons might not be offered. In this case, you would delete the words,
$25 for group lessons, from the flyer.

Modifications If an error is made in a document or changes take place that affect the

document, you might have to revise a word(s) in the text. For example, the fee per hour
may change from $40 to $50 for private lessons.

To Insert Text in an Existing Document

Word inserts text to the left of the insertion point. The text to the right of the insertion point moves to the
right and downward to fit the new text. The following steps insert the word, various, to the left of the word, aspects,
in the flyer.

e Scroll through the document and
then click to the left of the location
of text to be inserted (in this case,
the a in aspects) to position the
insertion point where text should be

inserted (Figure 1-82). 3 S g‘;ien'tm"
safety-and-including instruction- on-horse-care, saddli

horse,-and: otherﬂﬂspects- ofhorsemanship.q

Figure 1-82

12)

e Type various and then press
the SPACEBAR to insert the word,
various, to the left of the insertion
point (Figure 1-83).

Why did the text move to the right
as | typed?

Q&A

In Word, the default typing mode

is insert mode, which means as you
type a character, Word moves all the
characters to the right of the typed High-quality-Western-and-English- riding: lessons,-foc
character one position to the right.
You can change to overtype mode
by pressing the INSERT key on the
keyboard. In overtype mode, Word

safety-and-including- instruction- on-horse: care, - saddli

horse,-and-other various: hspects- of horsemanship.q

!

. d
replaces characters to the right of inserted

the insertion point. Pressing the
INSERT key again returns Word to
insert mode.

Figure 1-83
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Deleting Text from an Existing Document

It is not unusual to type incorrect characters or words in a document. As discussed
earlier in this chapter, you can click the Undo button on the Quick Access Toolbar to
immediately undo a command or action — this includes typing. Word also provides other

methods of correcting typing errors.

To delete an incorrect character in a document, simply click next to the incorrect
character and then press the BACKSPACE key to erase to the left of the insertion point, or
press the DELETE key to erase to the right of the insertion point.

To Select a Word and Delete It

To delete a word or phrase, you first must select the word or phrase. The following steps select the word,
various, that was just added in the previous steps and then delete the selection.

o

e Position the mouse pointer
somewhere in the word to be
selected (in this case, various), as
shown in Figure 1-84.

12)

e Double-click the word to select it
(Figure 1-85).

3]

e With the text selected, press the
DELETE key to delete the selected
text (shown in Figure 1-82).

S e e

pointer in
word to be
selected

High-quality- Western-and-English riding lessons,-foc
safety-and-including- instruction- on-horse: care, - saddling

horse,-and-other rious-hspects-of-horsemanship.ﬂ

Figure 1-84

text to be
deleted is
selected

LEAH\I-TO-RII'.'

High-quality- Western-jand-English-riding lessons, - foc

safety-and-including igstruction- on-horse:care, saddling

s-aspects-of horsemanship.q|

Figure 1-85

Closing the Entire Document

Sometimes, everything goes wrong. If this happens, you may want to close the
document entirely and start over with a new document. You also may want to close a
document when you are finished with it so you can begin your next document. If you
wanted to close a document, you would use the steps on the next page.

Word Chapter 1
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Word Help

The best way to become
familiar with Word Help
is to use it. Appendix C
includes detailed
information about
Word Help and exercises
that will help you gain
confidence in using it.

BTW

To CLose THE ENTIRE DocUMENT AND START OVER
1. Click the Office Button and then click Close.

2. If Word displays a dialog box, click the No button to ignore the changes since the last
time you saved the document.

3. Click the Office Button and then click New on the Office Button menu. When Word
displays the New Document dialog box, click Blank document and then click the
Create button.

Word Help

At any time while using Word, you can find answers to questions and display
information about various topics through Word Help. Used properly, this form of assis-
tance can increase your productivity and reduce your frustrations by minimizing the time
you spend learning how to use Word.

"This section introduces you to Word Help. Additional information about using
Word Help is available in Appendix C.

To Search for Word Help

Using Word Help, you can search for information based on phrases such as save a document or format text, or
key terms such as copy, save, or format. Word Help responds with a list of search results displayed as links to a vari-
ety of resources. The following steps, which use Word Help to search for information about selecting text, assume
you are connected to the Internet.

o

e Click the Microsoft
Office Word Help
button near the
upper-right corner of
the Word window to
open the Word Help
window.

e Type select text
in the "Type words to
search for’ text box at
the top of the Word
Help window
(Figure 1-86).

Word Help window
allows you to search
for information Maximi
o) i -3+ k Ricling Lessons Flyer - Micros 2XIMNae R =%
) L based on phrases £ 2 button Microsoft
— | Home | Insert  Pagelayout | OF key terms Review  Wiew Office Word —>?
oy - — Help button
=1 # yl g lE s [ = %
hj 'y e [1s - |a |lE- -5 fl@\il‘; AaBhCeD | AalhCeD m RABRCC PR
3l e - ah
| e | [B £ U - ae % Asm || @ word Help - = x| Heading1 Heating? . Change I [} setest
- i e e i ikt bl (5 T
|Clipboard = | - (> () (& Y
Eligbeard 7 TEewEds [CRORA - T A lSaies | ediing
to search for select text] ~ P search ~ . N
text box L] " Al
‘What's new Activating Word
I E Getting help Creating spedfic documents
Converting documents Viewing and navigating i
Margins and page setup Headers and footers
ngh-qual Page numbers Page breaks and section breaks cusmg-on-
safety-and| | 4, Formatting ng-a
horse,-and | +ding dhanges end comments 1ts L
Tables ‘Working with graphics and charts
Tables of contents and ather Mail merge
references
Saving and printing Collaboration
File management Customizing \\
Accessibility Security and privacy \
‘Waorking in a different language Automation and pragrammability
g Ao | 3 Comnesiea o G onine 1
= 5
T P =
Pagerlofl  wordsiS? o
4 start T Horseback Riding Les. .. @ word Help

Figure 1-86
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Q&A

Word Help
window
maximized

Correcting Errors WD 61

® Press the ENTER @ Word Help

key to display the

RN BAaE S

=X
clicking these links
will display other
i

select text | first 25 results Search - [pEGes widh il
search results. Boupi [ g R / about selecting text
. L. ot ol displayed ,
e Click the Maximize Searched for: "select text"
button on the Word

Help window title bar

to maximize the Help Help > Writing

Results 1-25 of top 100

@ Word scrolls too quickly when I select text

Select
text link

window (Figure 1-87). @ select text+—
Help = Writing
Where is the Word @ Applya style

window with the
Horseback Riding
Lessons Flyer
document?

Help = ‘Word Demos

Word is open in the
background, but the

@ Center the text on

When the Word Help

Help = Formatting > Quick formatting
@ Demo: Make documents look great in Word 2007
@ Convert text to a table or vice versa

Help = Tables > Creating tables

@ select chart elements
Help > Warking with graphics and charts > Adding charts, diagrams, or tables

@ mMake the text bold
Help > Formatting > Formatting text > Change text formatiing

@ Text appears outside the borders of a shape in my SmartArt graphic
Help = Working with graphics and charts » Adding charts, diagrams, or tables > SmartArt graphics

Help = Waorking with graphics and charts > Adding charts, diagrams, or tables > SmartArt graphics

Vv_ord He_l p search results
window is | display
. different
overlaid icons, @ Move or resize the Text pane
on top of | ey || i i
: “] Research agency selection questionnaire
the Word link Templates
. Provided by: Paubed
window.

Help > Formatting > Farmatting text > Change spadng or alignment

a page

window is closed,
the document will

@ adi

Help | Word window
in background

a list bullet or number and the text

@ Maktcoresopop=o

reappear.

Help = Formatting| > Formatting text > Change text formatting

rpreor=ubseript

Allwors

3

Q&A

4]

Figure 1-87

Back, Forward,
Stop, Refresh, and
Home buttons

I

e Click the Select text link to display
information about selecting text

€ Word
e aMe s

elp

(Figure 1-88).

What is the purpose of the buttons
at the top of the Word Help
window?

select text \ + D search -
Viord Hame = Writing | Print button |
Select text

Use the buttons in the upper-left
corner of the Word Help window to
navigate through Help, change the
display, show the Word Help table
of contents, and print the contents
of the window.

o Click the Close button on the Word
Help window title bar to close the
Word Help window and redisplay
the Word window.

In Microsoft Office Word 2007, you can select text oritems inat
you can select 3 paragraph on one page and 3 sentence on a d

What do you want to do?

4 Select text by using the mouse
4+ Zelect text by using the keyboard
+ Select text in different places

¥ Selecttext in Outline view

Figure 1-88

Close button

>

s that are in different places. For example,

b Show All

Other Ways

1. Press F1

Word Chapter 1
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Quick Reference

For a table that lists how
to complete the tasks
covered in this book
using the mouse, Ribbon,
shortcut menu, and
keyboard, see the Quick
Reference Summary at
the back of this book, or

To Quit Word

visit the Word 2007 Quick

Reference Web page

The following steps quit Word.

o Click the Close button on the right side of the title bar to quit Word.

9 If necessary, click the No button in the Microsoft Office Word dialog box so that any
changes you have made are not saved.

(scsite.com/wd2007/qr).

Chapter Summary

In this chapter you have learned how to enter text in a document, format text, insert a picture, format a picture, add
a page border, and print a document. The items listed below include all the new Word skills you have learned in this

chapter.

1.

AN el

Start Word (WD 35)

Type Text (WD 13)

Display Formatting Marks (WD 14)
Wordwrap Text as You Type (WD 15)
Insert a Blank Line (WD 15)

Check Spelling and Grammar as You

Type (WD 16)

7. Save a New Document (WD 19)

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

BTW

. Apply Styles (WD 24)

Center a Paragraph (WD 26)

Select a Line (WD 27)

Change the Font Size of Selected Text (WD 28)
Change the Font of Selected Text (WD 29)
Select Multiple Paragraphs (WD 30)
Bullet a List of Paragraphs (WD 32)

Undo and Redo an Action (WD 32)

Select a Group of Words (WD 33)

Bold Text (WD 34)

Underline a Word (WD 35)

Ttalicize Text (WD 36)

Change the Style Set (WD 37)

21.
22.
23.
24.
25.
26.
27.
28.
29.

30.
31.

32.
33.
34.
35.
36.
37.

38.

Change Theme Colors (WD 39)

Change Theme Fonts (WD 39)

Insert a Picture (WD 41)

Apply a Picture Style (WD 44)

Change a Picture Border Color (WD 45)
Zoom the Document (WD 45)

Resize a Graphic (WD 46)

Add a Page Border (WD 48)

Change Spacing Above and Below
Paragraphs (WD 50)

Change Document Properties (WD 51)

Save an Existing Document with the Same File
Name (WD 53)

Print a Document (WD 54)

Quit Word (WD 55)

Open a Document from Word (WD 56)
Insert Text in an Existing Document (WD 58)
Select a Word and Delete It (WD 59)

Close the Entire Document and Start

Over (WD 60)
Search for Word Help (WD 60)

A
SAM

If you have a SAM user profile, you may have access to hands-on instruction, practice, and
assessment. Log in to your SAM account (http://sam2007.course.com) to launch any assigned
training activities or exams that relate to the skills covered in this chapter.

Certification

The Microsoft Certified Application
Specialist (MCAS) program
provides an opportunity for you

to obtain a valuable industry
credential - proof that you have
the Word 2007 skills required by
employers. For more information,
see Appendix F or visit the

Word 2007 Certification Web page
(scsite.com/wd2007/cert).
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Learn It Online

Test your knowledge of chapter content and key terms.
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Instructions: "To complete the Learn It Online exercises, start your browser, click the Address bar, and
then enter the Web address scsite.com/wd2007/1learn. When the Word 2007 Learn It Online
page is displayed, click the link for the exercise you want to complete and then read the instructions.

w
-
2
Chapter Reinforcement TF, MC, and SA Who Wants To Be a Computer Genius? s
A series of true/false, multiple choice, and short An interactive game that challenges your E
answer questions that test your knowledge of the ~ knowledge of chapter content in the style of a A
chapter content. television quiz show. :
Flash Cards Wheel of Terms E
An interactive learning environment where An interactive game that challenges your E
you identify chapter key terms associated with knowledge of chapter key terms in the style of the
displayed definitions. television show Wheel of Fortune.
Practice Test Crossword Puzzle Challenge
A series of multiple choice questions that test your A crossword puzzle that challenges your
knowledge of chapter content and key terms. knowledge of key terms presented in the chapter.

Apply Your Knowledge

Reinforce the skills and apply the concepts you learned in this chapter.

Modifying Text and Formatting a Document

Instructions: ~ Start Word. Open the document, Apply 1-1 Autumn Fest Flyer Unformatted, from the

Data Files for Students. See the inside back cover of this book for instructions on downloading the

Data Files for Students, or contact your instructor for information about accessing the required files.
The document you open is an unformatted flyer. You are to modify text, format paragraphs and

characters, and insert a picture in the flyer.

Perform the following tasks:
1. Delete the word, entire, in the sentence of body copy below the headline.

2. Insert the word, Creek, between the text, Honey Farm, in the sentence of body copy below the
headline. The sentence should end: ...Honey Creek Farm.

(9N}

. At the end of the signature line, change the period to an exclamation point. The sentence should
end: ... This Year’s Fest!

. Apply the Heading 1 style to the headline. Apply the Heading 2 style to the signature line.
. Center the headline and the signature line.

. Change the font and font size of the headline to 48-point Cooper Black, or a similar font.

. Change the font size of body copy between the headline and the signature line to 22 point.
. Change the font size of the signature line to 28 point.

O w9 N w»n b

. Bullet the three lines (paragraphs) of text above the signature line.
10. Bold the text, October 4 and 5.

Continued >
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Apply Your Knowledge continued

11. Underline the word, and, in the first bulleted paragraph.

12. Ttalicize the text in the signature line.

13. Change the theme colors to the Civic color scheme.

14. Change the theme fonts to the Opulent font set.

15. Change the zoom to 50 percent so the entire page is visible in the document window.

16. Change the spacing before the headline paragraph to 0 point. Change the spacing after the
headline paragraph to 12 point.

17. Insert the picture of the combine centered on the blank line above the bulleted list. The picture is called

Fall Harvest and is available on the Data Files for Students. Apply the Snip Diagonal Corner, White
picture style to the inserted picture. Change the color of the picture border to Orange, Accent 6.

v
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18. The entire flyer now should fit on a single page. If it flows to two pages, resize the picture or
decrease spacing before and after paragraphs until the entire flyer text fits on a single page.

STUDENT

19. Change the document
| Heading 1 style; 48-point

Cooper Black font; properties, as specified by
centered; spacing before Civic theme colors; your ins Ctor.

0 pt; spacing after 12 pt Opulent theme fonts
20. Click the Office Button

\ -
= and then click Save As.
Autumn Festival I ———

the file name, Apply
The 25" Annual Honey Creek Autumn Festival snp Disgonal 1-1 Autumn Fest Flyer
will be held the weekend of October 4 and 5 | geure s Formatted.
at Honey Creek Farm. . 21. Submit the rewsed.
document, shown in
Figure 1-89, in the
format specified by your
instructor.

22-point font size

» Quilting and canning demonstrations
e Music and d

« Craft items and produce for sale ?:Eil%?{:%‘fed
[ouleted st Don’t Miss This Year’s Fest!~~

Figure 1-89
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Extend Your Knowledge

Word Chapter 1

Extend the skills you learned in this chapter and experiment with new skills. You may need to
use Help to complete the assignment.

Modifying Text and Graphics Formats
Instructions: ~ Start Word. Open the document, Extend 1-1 Baseball Sign Ups Flyer, from the Data
Files for Students. See the inside back cover of this book for instructions on downloading the Data
Files for Students, or contact your instructor for information on accessing the required files.

You will enhance the look of the flyer shown in Figure 1-90.

Perform the following tasks:
1. Use Help to learn about the following formats: grow font, shrink font, change text color, decorative
underline, and change bullet.
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2. Select the headline and use the Grow Font button to increase its font size just
enough so that the headline still fits on a single line. If it wraps to two lines, use change color and
the Shrink Font button. width of border

3. Change the font color of /
all body copy between e e et i _,J,_, -
the headline and the i i
signature line to a color

other than Automatic,
or Black.

4. Change the picture style
of the picture so that it
is not the Drop Shadow
Rectangle picture style.
Add a Glow picture effect
to the picture of the
baseball player.

5. Change the solid
underline below the
words, Indoor facility, to
a decorative underline.

6. Change the color and
width of the border. i

change style

7. Change the style of the of bullet
haract
bullets to a character character

other than the dot. !

use Grow Font
button to increase
headline size

Play Ball!

Sign-ups for early spring baseball camps will be
on February 26 and 27 at the Green Diamond
Center.

B S SR

change color of
body copy text

change picture
style and add
a glow effect

SEE SENED  SEEE)  SEEED  VEEE] SEEE)  SEEED  VEEND Ve wE)

¢ Indoor facility with batting cages
e Speed and conditioning training
e Pitching, hitting, and fielding practice

Call Mike at 555-2241 for more information.

8. Change the document
properties, as specified
by your instructor. Save
the revised document
with a new file name
and then submit it in the
format specified by your
instructor.

S e v
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Figure 1-90
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Make It Right

Analyze a document and correct all errors and/or improve the design.

Correcting Spelling and Grammar Errors

Instructions: ~ Start Word. Open the document, Make It Right 1-1 New York Tour Flyer, from the Data
Files for Students. See the inside back cover of this book for instructions on downloading the Data
Files for Students, or contact your instructor for information on accessing the required files.

The document is a flyer that contains spelling and grammar errors, as shown in Figure 1-91. You
are to correct each spelling (red wavy underline) and grammar error (green wavy underline) by right-
clicking the flagged text and then clicking the appropriate correction on the shortcut menu. If your
screen does not display the wavy underlines, click the Office Button and then click the Word Options
button. When the Word Options dialog box is displayed, click Proofing, be sure the ‘Hide spelling
errors in this document only’ and ‘Hide grammar errors in this document only’ check boxes do not
have check marks, and then click the OK button. If your screen still does not display the wavy under-
lines, click the Recheck Document button in the Word Options dialog box.

Change the document properties, as specified by your instructor. Save the revised document with
a new file name and then submit it in the format specified by your instructor.
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@- H9-4 )7 Make It Right 1-1 MNew York Tour Flyer - Microsoft Word - =7 X
R e——— : ) -
Home  Insert  Pagelayout  Refersnces  Mallings  Review  View (7}

Citythis-fall-foranby-51,250. the fiva-daysAstincluda™s
bothairfarandiodgeing. The

Ignore Ohee

Grammar...
| About This Sentence
\ .
spelling and Look Up...
grammar errors "
flagged in document
with red and green / d Copy
wavy underlines )11 S

Cut

shortcut menu
appears when
you right-click
flagged text
saDailycontinentel-breaksfastprovidedy
ss[iscountevent-ticketsand-admisioncoupons-frarea-
areasattractionsy
s+l imitedgrouptoursavailabley

CALLBAY TRAVEL-RESERVATIONS -AT-555-67 88! ¢

4
B e e e e e e |

Figure 1-91
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Design and/or create a document using the guidelines, concepts, and skills presented in this
chapter. Labs are listed in order of increasing difficulty.

Word Chapter 1

Lab 1: Creating a Flyer with a Picture

Problem: You work part-time at Scenic Air. Your boss has asked you to prepare a flyer that advertises
aerial tours over the city of Campton. First, you prepare the unformatted flyer shown in Figure 1-92a,
and then you format it so that it looks like Figure 1-92b on the next page. Hint: Remember, if you
make a mistake while formatting the flyer, you can click the Undo button on the Quick Access Toolbar
to undo your last action.

Instructions: Perform the following tasks:
1. Display formatting marks on the screen.
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2. Type the flyer text, unformatted, as shown in Figure 1-92a. If Word flags any misspelled words as
you type, check the spelling of these words and correct them.

. Save the document on a USB flash drive using the file name, Lab 1-1 Airplane Rides Flyer.
. Apply the Heading 1 style to the headline. Apply the Heading 2 style to the signature line.

. Center the headline and the signature line.

. Change the font and font size of the headline to 48-point Arial Rounded MT Bold, or a
similar font.

~J

. Change the font size of body copy between the headline and the signature line to 22 point.
8. Change the font size of the signature line to 28 point.
9. Bullet the three lines (paragraphs) of text above the signature line.

10. Bold the text, change your view.

11. Italicize the word, aerial.

i Aa

B 7 U -ahe x, x° Aa'llal’)'ﬁv| |§I Tharmal | THo Spaci.. Headingl Heading2 - gg:ﬂg!
&5
Faont = Paragraph | Styles F

birplaneRidesq

Gainan-entirelynewvisionof Camptonbytakinganaerial tour, visitorord ocal, businessorpleasure, the:
tripawillchangeyouryiewofthecity, 9

1

Pilotsaredicensedandexperienced9]

15-,30-, or60-minutetoursavailableduringdaylighthoursy)
Individual-and-groupratese

Call Scenicdirat:555-955311)

Figure 1-92a

Continued >
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WD 68 Word Chapter 1 Creating and Editing a Word Document

In the Lab continued

12.
13.
14.
15.
16.

17.

18.

19.
20.
21.

Underline the word, and, in the first bulleted paragraph.

Change the style set to the Formal.

Change the theme fonts to the Metro font set.

Change the zoom to 50 percent so the entire page is visible in the document window.

Change the spacing before the headline to 0 point. Change the spacing after the first paragraph of
body copy to 0 point. Change the spacing before the first bulleted paragraph to 12 point.

Insert the picture on the blank line above the bulleted list. The picture is called Airplane Ride over
City and is available on the Data Files for Students. Apply the Relaxed Perspective, White picture
style to the inserted picture.

The entire flyer should fit on a single page. If it flows to two pages, resize the picture or
decrease spacing before and after paragraphs until the entire flyer text fits on a single page.

Change the document properties, as specified by your instructor.
Save the flyer again with the same file name.

Submit the document, shown in Figure 1-92b, in the format specified by your instructor.

[

Formal style set;
Heading 1 style; 48-point Metro theme fonts
Arial Rounded MT Bold T
font; centered; spacing
before 0 pt

~AIRPLANE RIDES
[EEE%E}__ﬁgig_EE_EEE;:gly new vision of Campton*
by taking am*agerial tour. Visitor or

local, business or pleasure, the trip

will change your view_of the city.
[ boi |

spacing after
0 point

Relaxed
Perspective,
White
picture style

22-point
font size

e Pilots are licensed and_experienced

e 15-, 30-, or 60-minute tours
available during daylight hours

e Individual and group rates

bulleted list

sspamiom . ——CALL SCENIC AIR AT 555-9883!

size; centered

Figure 1-92b
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Word Chapter 1

Lab 2: Creating a Flyer with a Picture and a Border

Problem: Your boss at Danvers Nursery has asked you to prepare a flyer that promotes its expanded
greenhouses and grounds. You prepare the flyer shown in Figure 1-93. Hint: Remember, if you make
a mistake while formatting the flyer, you can click the Undo button on the Quick Access Toolbar to
undo your last action.

Instructions: Perform the following tasks:
1. Display formatting marks on the screen.

2. Type the flyer text, unformatted. If Word flags any misspelled words as you type, check the spelling
of these words and correct them.

3. Save the document on a USB flash drive using the file name, Lab 1-2 Nursery Expansion Flyer.

| Traditional style set;
Heading 1 style; 48-point Solstice theme colors;
Arial Rounded MT Bold 4+ Flow theme fonts
font; centered; spacing
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before to be 0 pt \ L l E L
" . spacing
— Our plants are growing — and so are we. Visit after
italicized }7 24 point

our recently expanded greenhouses and
grounds for the hardiest\and most beautiful
additions to your yard. Footd |

22-point font size

e Wide variety of perennial and annual flowers
bulleted list ¢ Trees, shrubs, and grasses
¢ Knowledgeable and experienced staff

Heading 2 style;

zpontfont  —— (C3|| Danvers Nursery\at 555-8804 today!

size; centered
underlined

Figure 1-93

Continued >
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In the Lab continued

. Apply the Heading 1 style to the headline. Apply the Heading 2 style to the signature line.

. Center the headline and the signature line.

. Change the font and font size of the headline to 48-point Arial Rounded MT Bold, or a similar font.
. Change the font size of body copy between the headline and the signature line to 22 point.

. Change the font size of the signature line to 28 point.

O © 3 O v p

. Bullet the three lines (paragraphs) of text above the signature line.
10. Italicize the word, growing.

11. Bold the text, recently expanded.

12. Underline the word, and, in the third bulleted paragraph.

13. Change the style set to the Traditional.

14. Change the theme colors to the Solstice color scheme.
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15. Change the theme fonts to the Flow font set.
16. Change the zoom to 50 percent so the entire page is visible in the document window.

17. Change the spacing before the headline to 0 point. Change the spacing after the first paragraph of
body copy to 24 point. Change the spacing before the first bulleted paragraph to 12 point.

18. Insert the picture on the blank line above the bulleted list. The picture is called Bradford Pear in
Bloom and is available on the Data Files for Students. Apply the Soft Edge Oval picture style to the
inserted picture.

19. The entire flyer should fit on a single page. If it flows to two pages, resize the picture or decrease
pacing before and after paragraphs until the entire flyer text fits on a single page.

20. Add the graphic border, shown in Figure 1-93 on the previous page (about one-third down in the
Art gallery). Change the color of the border to Tan, Background 2.

21. Change the document properties, as specified by your instructor.
22. Save the flyer again with the same file name.

23. Submit the document, shown in Figure 1-93, in the format specified by your instructor.

Lab 3: Creating a Flyer with a Picture and Resized Border Art
Problem: Your neighbor has asked you to prepare a flyer that promotes her cabin rental business. You
prepare the flyer shown in Figure 1-94.

Instructions: Enter the text in the flyer, checking spelling as you type, and then format it as shown

in Figure 1-94. The picture to be inserted is called Paddle Boat on Lake and is available on the Data
Files for Students. After adding the page border, reduce the point size of its width so that the border
is not so predominant on the page. Change the document properties, as specified by your instructor.
Save the document on a USB flash drive using the file name, Lab 1-3 Cabin Rentals Flyer. Submit the
document, shown in Figure 1-94, in the format specified by your instructor.
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Art cabin border; Aspect theme
color Accent 6; 1 colors; Opulent
width25pt [T R R IR IR IR NN RN RN AR RIIN theme fonts
Heading 1 style; 48-poi =~ e
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Figure 1-94

Cases and Places

Apply your creative thinking and problem solving skills to design and implement a solution.

® Easier ®® More DirricuLt

® 1: Design and Create a Grand Reopening Flyer

Your friend owns the Craft Barn, a large, year-round craft fair. She recently has renovated and
remodeled the facility and is planning a grand reopening. She has asked you to create a flyer
advertising this fact. The flyer should contain the following headline: Craft Barn. The first paragraph
of text below the headline should read: Pick up a jar of homemade jam or a handcrafted gift at the
completely remodeled and renovated Craft Barn, located at 8701 County Road 300 West. Insert the
photograph named, Barn and Silo, which is available on the Data Files for Students. The bullet items

Continued >
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Cases and Places continued

under the photograph should read as follows: first bullet — Expanded and paved parking; second bullet
— More than 150 booths; and third bullet — Open Monday through Saturday, 10:00 a.m. to 7:00 p.m.
The last line should read: Call 555-5709 for more information! Use the concepts and techniques
presented in this chapter to create and format this flyer. Be sure to check spelling and grammar.

® 2: Design and Create a Property Advertisement Flyer

As a part-time employee of Markum Realty, you have been assigned the task of preparing a flyer
advertising lakefront property. The headline should read: Lakefront Lot. The first paragraph of text
should read as follows: Build the house of your dreams or a weekend getaway on this beautiful lakeside
property located on the north side of Lake Pleasant. Insert the photograph named, Lake at Sunset,
which is available on the Data Files for Students. Below the photograph, insert the following bullet
items: first bullet — City sewer and water available; second bullet — Lot size 110 X 300; third bullet

— List price $65,000. The last line should read: Call Markum Realty at 555-0995 for a tour! Use the
concepts and techniques presented in this chapter to create and format this flyer. Be sure to check
spelling and grammar.
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® e 3: Design and Create a Flyer for the Sale of a Business

After 25 years, your Uncle Mitch has decided to sell his ice cream shop and wants you to help him
create a sales flyer. The shop is in a choice location at the corner of 135th and Main Street and has

an established customer base. The building has an adjacent, paved parking lot, as well as an outdoor
seating area. He wants to sell the store and all its contents, including the equipment, tables, booths, and
chairs. The 1200-square-foot shop recently was appraised at $200,000, and your uncle is willing to sell
for cash or on contract. Use the concepts and techniques presented in this chapter to create and format
a sales flyer. Include a headline, descriptive body copy, a signature line, an appropriate photograph or
clip art image, a bulleted list, a decorative underline, and if appropriate, a page border. Be sure to check
spelling and grammar in the flyer.

® e 4: Design and Create a Flyer that Advertises You

Make It Personal

Everyone has at least one skill, talent, or special capability, which if shared with others, can lead to
opportunity for growth, experience, and personal reward. Perhaps you play a musical instrument. If
so, you could offer lessons. Maybe you are a skilled carpenter or other tradesman who could advertise
your services. If you speak a second language, you could offer tutoring. Budding athletes might harbor
a desire to pass on their knowledge by coaching a youth sports team. You may have a special knack
for singing, sewing, knitting, photography, typing, housecleaning, or pet care. Carefully consider
your own personal capabilities, skills, and talents and then use the concepts and techniques presented
in this chapter to create a flyer advertising a service you can provide. Include a headline, descriptive
body copy, a signature line, an appropriate photograph or clip art image, a bulleted list, a decorative
underline, and if appropriate, a page border. Be sure to check spelling and grammar in the flyer.

® ¢ 5: Redesign and Enhance a Poorly Designed Flyer

Working Together

Public locations, such as stores, schools, and libraries, have bulletin boards or windows for people

to post flyers. Often, these bulletin boards or windows have so many flyers that some go unnoticed.
Locate a posted flyer on a bulletin board or window that you think might be overlooked. Copy the text
from the flyer and distribute it to each team member. Each member then independently should use this
text, together with the techniques presented in this chapter, to create a flyer that would be more likely
to catch the attention of passersby. Be sure to check spelling and grammar. As a group, critique each
flyer and have team members redesign their flyer based on the group’s recommendations. Hand in each
team member’s original and final flyers.



