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Tables

You can use tables in your documents to arrange text ..
Objectives

and data neatly in a grid, organized by columns and
rows. Once you’ve entered information into a table,
you can style a table to stand out on the page or sort a
table’s contents alphabetically or numerically.

Create Tables
Convert Tables

Resize Rows and Columns
In this module, you’ll learn how to create tables from

.. , Table Styles
scratch or from existing text. You’ll also learn how to
change a table’s size, position, and style, as well as how Borders and Shading
to sort a table’s contents. Position a Table

Cell Alignment and Margins
Merge and Split Cells
Sort a Table

Row Headers and Page Breaks
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Create Tables

Tables are very useful tools when creating and formatting documents. For example, with a table you can:

e Align Text, Numbers, and Graphics: Many people prefer to use tables for alignment instead of tab
stops because text can wrap to multiple lines in a table.

o Create a Form: You can use tables to store lists of telephone numbers, clients, and employee

rosters.

e Share Information: You can use tables to share information between programs. For example, you
can copy and paste a table’s information into a Microsoft Excel worksheet or Access database.

e Create a Publication: Tables make it easier to create calendars, brochures, business cards, and many

other publications.

Insert a Table

To create a table, you must first determine how many columns (which run up and down) and rows (which
run left to right) you want to appear in your table. Cells are small, rectangular boxes where the rows and
columns intersect. The number of columns and rows determines the number of cells in a table.

Click the
Click the

tab.

button.

Use the grid to select how
many columns and rows you’d
like.

The table with the specified
number of rows and columns is
inserted.

Enter your content into your
newly created table.

You can use the arrow keys to navigate
from cell to cell as you type. You can
also press the Tab key to move to the
next cell.

EH S B
HOME INSERT

=0~y

Pages

PAGE1 OF1

Table P3

© Pictures -

Insert Table

I o
I o
Ofn

Insert Table...

8 o 00000

Draw Table

EE'! Excel Spreadsheet

M Quick Tables

0 WORDS

01-create-tables - Word ? E - 0O X
PAGE LAYOUT REVIEW VIEW Kayla Clay... ~ ‘}‘
a EE- @ ] [ Header~ 4 Q
= = Footer =
. Online Shapes Apps  Online  Links  Comment e

ooooaO

I | | i

OO OO0 OO pre Customer complaint because of a delay.
EDDDD

I

Text  Symbols

@+” T Video [®) Page Mumber= -

Media Comments Header & Footer ~

e a very busy and productive month for Bon Voyage. New
G4 ‘om last April. Flight delays were minimal—Bon

Orsion

ze will introduce our new 7-day “Classic Las Vegas”

get to experience the Las Vegas of yesterday.

be in the famous Gold Nugget hotel, located on history

[2 ENGLISH (UNITED STATES)




Add a Row or Column

You can add more columns and rows to a table after you’ve inserted it. This way, you’re not trapped using a
fixed structure if you need to add more data later.

Select a cell in a row or column
adjacent to where you want
the new row or column
inserted.

Click the Layout tab in the
Table Tools ribbon group.

You can insert a row above or below
the selected cell’s row, or a column to
the left or right of the selected cell’s
column.

Click one of the Insert buttons
in the Rows & Columns group.

Tip: Hover your mouse above the line
between columns, or to the left of the
line between rows, and click the +
button that appears to quickly add a
new column or row.

= I :

PAGE1 OF1

The Month in Review
March turned out to be a very

Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on history
Freemont Street.
&

07-create-tables - Word

HOME INSERT DESIGN PAGE LAYOUT REVIEW VIEW DESIGN
D, Select~ E"fDrawTab\e ,_—| m [ Insert Below %[l 0.24"
[ View Gridlines [ Eraser s £ Insert Left ] Split Cells E 216"
%Propeme: De\vete I::\:te [ Insert Right % Split Table = AutoFit 7
Table Draw Rows & Columns ] Merge Cell Size

~ and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.

TABLE TOOLS

7T EH - O %
LAYOUT Kayla Clay... = ﬁ
e
WEINE
* Alignment Data
IF] ~

Excursion Length Standard Loyalty
7-day $2,500 $2,000
S-day $1,700 $1,400
3-day $1,000 $850

0 WORDS

[2 ENGLISH (UNITED STATES)
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Delete a Row or Column

You can delete rows and columns that you don’t want, in case you made a table that was bigger than you

needed.

Select a cell in a row or column
you want to delete.

Click the Delete button on the
Layout tab (in the Table Tools
ribbon group).

Here, you have the option to
delete the specific cell, the
column or row the selected cell
is in, or the entire table.

Select one of the options.

If you decide to delete only the
selected cell, you can choose how to
move the rest of the cells around to fill
the gap. You can shift the rest of the
row’s cells to the left or shift the rest of
the column’s cells up.

= I :

01-create-tables - Word

REVIEW

m Insert Below

HOME INSERT DESIGN PAGE LAYOUT
D, Select~ E‘fDrawTab\e A
[ view Gridlines DEras x £ Insert Left
Delete  Insert
ER Properties - Above [ Insert Right
Table Draw ©x Delete Cells...

PAGE1 OF1

The Month in Re\ %
March turned out|3x
business was up 3 [

Delete Columns
Delete Rows

Delete Table

Classic Las Vegas Excursion
Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on history

Freemont Street.

[F]

TABLE TOOLS

VIEW  DESIGN
Merge Cells | § []|0.24"
[ split cells | 5oy |216"
S split Table 5 AutoFit~

Merge Cell size

LavouT
E | m

Pt
- |0

Alignment  Data

[

ana pwductive month for Bon Voyage. New
t April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.

?

E - 0 %

Kayla Clay... = ﬁ

=3

Excursion Length Standard Loyalty
7-day $2,500 $2,000
S-day $1,700 51,400
3-day $1,000 $850

0 WORDS

[ EMNGLISH (UNITED STATES)
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Convert Tables

You don’t need to create a table from scratch every time. You can convert a selection of existing text into a
table, as long as it’s properly formatted. You can also convert an existing table into regular text, in case you
want to keep the data but don’t need it in a table.

Convert Text to Tables

If you have a lot of text already formatted properly, you can quickly turn it into a table.

DO

(6

Select the text and make sure
it’s properly formatted.

Word will insert a new column
when a tab character is found,
so make sure that columns are
separated by tabs.

Click the Insert tab.
Click the Table button.
Select Convert Text to Table.

If the text was formatted right,
some of the options in this
dialog box should already be
filled in. Otherwise, set the
number of columns and rows,
and how to separate the text
into columns.

(Optional) Customize AutoFit
behavior.

You can choose whether to set
a fixed column width,
automatically fit the columns
to the content, or
automatically fit the table to
the page or window.

Click OK.

The selected text is automatically
turned into a table.

Bde O-
HOME IMSERT

B WD&Q;

Pages Table Pilgf= Online Shapes
M - Pictures =

Insert Table

Insert Table...
Draw Table

b B @

Conyert Text to Table...

i

@ Excel Spreadsheet

A

oy ey
Las Vegas 7-day
Paris 7-day

[2 ENGLSH

PAGE1OF1 0WORDS

Quick Tables 3

Media

n

02-convert-tables - Word ?
) PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
e " .
E] ] =] [ Header 4 O
» E = [ Footer- —
Apps  Online Links  Comment Text  Symbols
@+’ T Video M [#) Page Number - - -

Comments Header & Footer

will introduce our new 7-day “Classic Las Vegas”
to experience the Las Vegas of yesterday.
in the famous Gold Nugget hotel, located on history

1gth Luxury
55,000
$2,000
53,000
) 56,000
$2,700
54,400
$8,000
$3,500
56,000

(UNITED STATES)

Standard Loyalty
$4,000 $3,500
$1,000 $850

$2,000 $1,600
$5,000 $4,500
$1,700 $1,400
$3,400 $3,000
$7,000 $6,500
$2,500 $2,000
$5,000 $4,500

EH -

Kayla Clay... = ﬂ

o x

BH® O- 7 m -
HOME INSERT DESIGN PAGE LAYQUT REFERENCES MAILINGS REVIEW VIEW
SR .

n = @ ; [ Header o
= D - @ @ [l 2 E:L = [2) Footer - . =
Pages  Table Pictures Online Shapes Apps  Online  Links  Comment Text  Symbals
- - Pictures - @47 7 Video M [#] Page Number - - -

Tables lllustrations hac e Haader & Footer
C rt Text to Tabl ? X
Classic Las Vegas Excursion o o leme
Next month Bon Voyage will Table size Vegas”
Excursion. Guests will get to] Number of columns: 5 % Y.
Accommodations will be It umber of rows: 20 = d on history
Fremont Street. AutaFit behavior
Fixed column width: | Auto a
Location  Excursic gt @ - oyalty
Beijing 3-day () AutoFit to contents 3 500
Las Vegas 3-day () AutoFit to window 850
Paris 3-day Separate text at ,600
Beijing 5-day () paragraphs () Commas ,500
Las Vegas 5-day @ Tabs () other. |- ,400
Paris 5-day ,000
Beijing 7-day Cancel ,500
Las Vegas 7-day
Paris 7-day

PAGE1OF1 0WORDS

[[2  ENGLISH (UNITED STATES)

Kayla Clay... = ﬂ

o X
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Convert Table to Text

You can also convert an existing table back into plain text. This frees up the text from the table, so that you
can keep the table’s data without the strict table formatting.

o With the table selected, click B HS O- 02-convert-tables - Word TABLE TOOLS 7 ®E - :I‘:(
HOME INSERT DESIGN PAGELAYOUT REFERENCES MAILINGS REVIEW VIEW _ LAYOUT | KaylaCla.. = S
the Layout tab. 1} Select~ [ Draw Table ’__>|< m BlinsetBelow  ElMergecans  §l[10s i|HE [ =
EX and the Data rou if [ view Gridlines DErasar De\e;e nsert & Insert Left @Spht(ells :.,,.: 3.25" s |H Alignment | Data
p g P, B Properties + Above % InsertRight [ SplitTable  F4 AutoFit~ - o
necessa ry. Table Draw Rows & Columns ] Merge Cell Size ] ~
Classic Las Vegas Excursion '%l E@ r‘é fx
ClICk the Convert to Text Next n‘lmnth Bon Voyage will introc’iuce our new 7-day “Classic La Sort Repest  Convert Formula
Excursion. Guests will get to experience the Las Vegas of yesterd: Header Rows to Text
button_ Accommodations will be in the famous Gold Nugget hotel, locate Data
Fremont Street.
#
o Choose hOW you want the Ce”S Location | Excursion Length | Luxury | Standard | Loyalty
Beijing 3-day $5,000 | $4,000 $3,500
Separated' Las Vegas | 3-day $2,000 | $1,000 5850
Paris 3-day 53,000 | $2,000 51,600
You can separate the columns Beijing | 5-day $6,000| $5,000 | $4,500
. th h k Las Vegas | 5-day 52,700 | 51,700 51,400
Wi new paragrapn marks, o 5 day 54,400 | $3,400 $3,000
tabs, or commas. You could Beijing | 7-day S,000 57,000 56,500
R Las Vegas | 7-day 53,500 | $2,500 52,000
also specify another custom Parls 7-day 56,000 5,000 | 54,500

separator.

Click OK.

The table is converted back to text.

[  ENGLISH (UNITED STATES)

PAGE1 OF1

0 WORDS

B d® O- TABLETOOLS ?7 ® - 0O %
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN  LAYOUT Kay\aC\au.'ﬁ
[ Select~ 7 Draw Table AL [ Insert Below Merge Cells £ ]/ 1.05" 2B =%
+ 9 B =] =3
View Gridl 2 X & Insert Left Split Cell o 325" T
T View Gridlines | [ Eraser o il B sprece &3 B pigment Dots
EFy Properties . B Insert Right 5 Split Table = AutoFit~ - -
[ Prop: Above 9! ==y =]
Table Draw Rows & Columns ) Merge Cell Size L} -

Classic Las Vegas Excursion
Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”

Excursion. Guests will get to expj Convert Table To Tt~ 7 tl
Accommeodations will be in the f; on history
Fremont Street. Separate text with
B () Paragraph marks
Location | ExcursionLe | | L 8?”? ........ B
Beijing 3-day \/1 OK omm.as‘ | |
Las Vegas | 3-day k Cie |8 .
Paris 3-day 4 1] Convert nested tables
Beijing 5-day g
Las Vegas | 5-day F Cancel
Paris 5-day 54,400 53,47 $3,000
Beijing 7-day $8,000[ 57, - | $6,500
Las Vegas | 7-day $3,500] 52,500 | $2,000
Paris 7-day $6,000 | 55,000 | $4,500

PAGE1OF1 OWORDS [2 ENGLISH (UNITED STATES) Bl
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Resize Rows and Columns

When you first create a table, all the rows and columns will start the same size. As you add information to
the table, you'll likely find that some rows and columns will need to be bigger than others. You can adjust
the size of rows and columns manually, or automatically resize them.

Manually Resize

The most direct way to manually adjust the width of a column or the height of a row is by directly adjusting
them with the mouse.

Click and drag a cell border WHS O - 03-resize-rows-and-colurmns - Word T = - o x
. . HOME INSERT DESIGN PAGE LAYOUT REVIEW WVIEW Kayla Clay... ~ ‘2
until the row or column is the - . .
: 0 ol Boi s ] PN N aBbhC¢ #
B I U -amx X #A AaBbCo | =
Size you need. Paste o oy A- :a_x R 5l q THormal |THoSpac..| Heading1 || Editing
Clipboard & Font & Paragraph & Styles I ~

The columns or rows adjust to the new
size.

The Menth in Review

March turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.

Classic Las Vegas Excursion

Distribute Rows and Columns

PAGE1 OF1

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on history

Freemont Street.

8
Excursion Length Standard Loyalty
7-day 52,500 $2,000
5-day §1,700 $1,400
3-day 51,000 $850

2

0 WORDS

ENGLISH (UNITED STATES)

If your table has columns and rows of different sizes, you can distribute them so that they’re all the same
width or height.

0 Click the Layout tab in the EH e = 03-resize-rows-and-columns - Word TABLE TOOLS 7 B - O ;
. h HOME  INSERT  DESIGM  PAGELAYOUT  REVEW  VIEW LAYOUT Kayla Clay... = ffi
Table TOOIS rlbbon group. [ Select~ [ Draw Table L—\ m [ Insert Below s )BT =
H fekr {FE View Gridlines [T raser X Elinsert Lefe W spliecels 27 G|, b
e CIICk the Distribute Columns EFy Properties DEI-EE :L:rta [ Insert Right B2 Split Table = AutoFit - H‘gnvmant Eta
-~

button or the Distribute Rows

Table

Draw

The Month in Review

Rows & Columns

5 Merge

Cell Size

button.

March turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.

The columns or rows in the table are all
set to the same width or height.

Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on history
Freemont Street.

Excursion Length | Standard Loyalty
7-day $2,500 $2,000
5-day $1,700 $1,400
3-day $1,000 $850

PAGE1OF1 OwORDS [F

ENGLISH (UNITED STATES)
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Automatically Resize

You can also have rows and columns resize automatically to fit the table’s contents.

Click the button.

The AutoFit menu has three
options.

e AutoFit Contents will
automatically resize the
rows and columns to fit the
content in the cells. The
table will automatically
adjust to new content,
resizing the columns and
rows as you type.

e AutoFit Window will resize
the table to fill the available
space on the page.

o Fixed Column Width will
stop the columns and rows
from resizing as new content
is added if you've previously
enabled an AutoFit setting.

Select an AutoFit option.

The table’s rows and columns are
resized according to the option you
selected.

EH - = 03-resize-rows-and-columns - Word TABLE TOOLS ?7 ® - 0O %
HOME  INSERT ~ DESIGN  PAGELAYOUT ~ REVEW  VIEW  DESIGN  LAYOUT Kayla Clay... ~ ﬁ
[ Select~ [ Draw Table L—‘f [‘?] B Insert Below fle2r  tHE gz &
[ View Gridlines (74 Eraser X & insertLeft I SphitCells T2 IH
Delete  Insert 5 Alignment  Data
ER Properties - Above [ InsertRight B3 Split =5 AutoFit - -
Table Draw Rows & Columns m Merge H AutoFit Contents ~
The Month in Review B4 AutoFit Window
March turned out to be a very busy and productive mont =4 Fixed Column Width [y
business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.
Classic Las Vegas Excursion
Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on history
Freemont Street.
#
Excursion Length Standard Loyalty
7-day $2,500 $2,000
S5-day §1,700 $1,400
3-day $1,000 $850

PAGE1OF1 0WORDS
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Table Styles

Apply a Table Style

By default, a table is created with the Table Grid style, which includes a basic black border around each cell
in the table. Word includes many built-in styles that provide more visual appeal.

Click inside the table.

Click the Design tab in the
Table Tools ribbon group.

The Table Styles group will
show a few table styles, but to
see the rest, you’ll need to
expand the gallery.

(Optional) Click the Table
Styles More button to see all
the available styles.

Select a style.

The style is applied to the table,
changing the borders, shading, and

colors.

Tip: You could create a new style by
selecting New Table Style or modify an
existing one by selecting Modify Table
Style and choosing which formatting
you’d like.

Tip: To remove a Table Style,
select Clear from the More Table Styles

menu.

04-table-styles - Word TABLE TOOLS ?

@HE o O-
HOME INSERT

DESIGN  PAGELAYOUT  REVIEW  VIEW | DESIGN | LAYOUT
| Header Row  [¥] First Column D = )% _ -
Total R Last Col EEEEE] = = Yo pt
otal Row ast Column B - ip
EEEEH = — Shading WBarder —
/| Banded Rows || Banded Columns i R LZ pen Color -

Styles + i

Table Style Options Table Styles Borders

The Month in Review

March turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.

Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous#id Nugget hotel, located on history
Freemont Street.

Borders Border

E - O %

Kayla Clay... = l’l

~  Painter
IF] -~

Excursion Length Standard| Loyalty
7-day 52,500 52,000
5-day $1,700 $1,400
3-day $1,000 $850

[2 ENGLISH (UNITED STATES)

PAGE1 OF1  0WORDS

04-table-styles - Word TABLE TOOLS ?

DESIGN PAGE LAYOUT REVIEW VIEW DESIGN LAYOUT

B H S :
HOME  INSERT

¥| Header Row |/ First Column

Plain Tables

Total Rowr Last Column

¥| Banded Rows Banded Columns

Table Style Options

The Month in Revie
March turned out tc ~
business was up 34
Voyage receivad.onl

Classic Las Vegas Ex
Next month Bon Vo =
Excursion. Guests w
Accommodations w| TEE

Freemont Street.
&

Excursion Length

7-day E
5-day
3-day

[ Modify Table Style...
F Clear

(] MNew Table Style...
¢ ENGLSH

PAGE1OF1 0WORDS

E - 0 %

Kayla Clay... = ﬂ
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Adjust Style Options

You can further customize a table style by changing the table style options.

Use the check boxes in the
Table Style Options group to
toggle the following settings:

o Header Row will apply
special formatting to the
first row of the table. This
special formatting can
include font effects, or font,
background, and border
color.

o First Column will apply
special formatting to the
first column.

o Total Row will add special
formatting to the final row
of a table, designed to
summarize the rows above
it.

e Last Column will apply
special formatting to the last
column to summarize the
earlier columns.

o Banded Rows will alternate
the background color of
rows.

e Banded Columns will
alternate the background
color of columns.

Tip: The special formatting applied by
each option is controlled by the style
that’s been applied to the table. You
can customize these formatting options
by clicking the Table Styles More
button, then selecting Modify Table
Style.

04-table-styles - Word TABLE TOOLS ? B -

DESIGN

Bd S s
HOME  INSERT

| Header Row

REVIEW

VIEW

&

PAGE LAYOUT
- Yapt

EEEEE
n— ==
= =]
- = - Shading Border

Banded Columns o3 -

DESIGN LAYOUT

| First Column

- (=4
= Borders Border
Styles = mm Pen Colar - *  Painter

Total Row Last Calumn

| Banded Rows

Table Style Options Table Styles Borders &

The Month in Review

March turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.

Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on history

Freemont Street.
5

Excursion Length Standard Loyalty
7-day $2,500 $2,000
5-day $1,700 $1,400
3-day $1,000 $850

PAGE1OF1 0WORDS
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Borders and Shading

Add a Border

Borders can improve a table’s appearance, giving it a polished, professional look. Borders also make it easier
to keep the information in different cells visually separate.

o Select a ceII, multiple CEHS, or FHS- = 05-borders-and-shading - Word TABLE TOOLS 7 B - O %

HOME INSERT DESIGN PAGE LAYOUT REVIEW DESIGN LAYOUT Kayla Clay... ~ b
the whole table. £

/| Header Row [ First Column [y [e———— by 7}1\ _ -
. Total Row Last Column =) == - . Yopt -
Borders will onIy be added to /| Banded Rows [ | Banded Columns = - ;;,’::Ewn Color- 1 E:’ntr,
the cell or cells you have Table Style Options Theme Borders
The Month in R -
Selected. March tu 1 ot
business' g up _—
e Click the Design tab in the Voyage received -
Table Tools ribbon group. Classic Las Vega ¢ Border sempler

Next month Bon Voyage will introduce our new /-day "Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
ccommodations will be in the famous Gold Nugget hotel, located on history

Before applying a border, you

need to specify the border Freemont Strest,
Style. You can individ Ua”y Excursion Length Standard Loyalty
select a line style, weight, and 7-day $2,500 $2,000
L 5-day $1,700 51,400
color, or use an existing border 3-day 51,000 850
style. -
O Click the Border Styles list
arrow. PAGE1OF1 0WwORDS [[2 ENGLISH (UNITED STATES)

This menu shows a few borders

InCIUdEd in the document B H S = 05-borders-and-shading - Word TABLE TOOLS 2 - 0 x
theme, inava I’iety Of CO|0rS HOME  INSERT ~ DESIGN  PAGELAYOUT  REVIEW  VIEW | DESIGN | LAYOUT Wayla Clay... = ﬁ
and line styles. ! Headerfiow | | First Column o [ B — MER B
Total Row Last Column =EEEE! | EEEEE BEEss |- 1% pt —— - s
v| Banded Rows Banded Columns | SSSSS |5 shading ft;lrder L# pen Color - forders Eordter
- s v - Painter
o SeIeCt a border Style' Table Style Options Table Styles Bdiii Bottom Border
, The Month in Review Top Border
Now that youve Selected a March turned out to be a very busy and productive month for Bon Voyage. Left Border

business was up 34 percent from last April. Flight delays were minimal—Bo
Voyage received only one customer complaint because of a delay.

Right Barder

border style, choose which

¥ No Border
rder ly th le to. .
bo de sto app y that Sty eto Classic Las Vegas Excursion B AllBorders
. . Next month Bon Voyage will introduce our new 7-day “Classic Las Vegee”  |[E]  Outside Borders
e Cllck the Borders ||St arrow. Excursion. Guests will get to experience the Las Vegas of yesterday. S Inside Borders
Accommodations will be in the famous Gold Nugget hotel, located on histol Inside Horizontal Border
This menu shows which borders FrECMmanESIEst B Inside Verticl Border
. N
the style can be applied to. You Excursion Length Standard Loyalty [
7-day 52,500 2,000 /4 Diagenal Up Border
can select All Borders or a 5= Horgontal Line
5-day $1,700 $1,400 =
subset. iy $1,000 5850 [ Draw Table
B View Gridlines
[ Borders and Shading...

O Select the borders you want to
add.

PAGE1OF1 OWORDS [ ENGLISH (UNITED STATES)

The selected border style is applied to
the selected borders.

Tip: Select No Borders from the Borders
menu to remove borders from the
selected cells.
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Add Cell Shading

Shading includes fill colors and patterns that you can apply to table cells.

o Select the cell or cells you want Ed o = 05-borders-and-shading - Word ) TABLETOOLS 2 B - 0O X
. HOME  INSERT  DESIGN  PAGELAYOUT  REVEW  VIEW W DESIGN | LAYOUT Kayla Clay... - Jf3
to add Shadlng to. V] Header Row First Column - HE‘Y : ﬂ
. . . Total Row Last Column - N 1Y%pt — - Ll
9 Click the Shading list arrow on | pvucions 1 pencied courmes o[ Shadne B e otar 2o Border
the Table Tools Design tab. Tabie syle Options Table Syl Theme Colors g Boa
The Month in Review E EEE UL
. . March turned out to be a very busy and productive W
The Shadlng menu WI“ ShOW a business was up 34 percent from last April. Flight del
Spectl’u m of Colors from the Voyage received only one customer complaint becau |y I I I I I I I I
Standard Colors
current document theme as Classic Las Vegas Excursion mm EEEEE
Next month Bon Voyage will intreduce our new 7-da N Color
well as a few standard colors. Excursion. Guests will get to experience the Las Vega & More Cor
A dations will be in the Gold N L s Suden
You could also select More pecommodations willben the famous Gold Nugget =
Colors to select a custom color
Excursion Length Standard Loyalty
or select No Color to remove 7-day S P
existing shading. 5-day $1,700 $1,400
3-day $1,000 5850
0 Select a color. o
The color is added as a background to

PAGE1OF1 O0WORDS [2 ENGLISH (UNITED STATES) El B -——b——+ 0%
the selected cells. <

Tip: To use a pattern instead of a solid
color in your table, click the Borders
group dialog box launcher, click

the Shading tab, and select a pattern in
the Style list.

18



Position a Table

Tables aren’t simply stuck where they are when you first insert them. You can move them around
manually or let Word position them automatically for you.

Align a Table

You can position a table the same way that you position regular text, using the alignment controls.

o Select the table by c|icking the B H S = 06-positian-a-table - Ward TABLE TOOLS T E - O ;
h HOME | INSERT  DESIGN  PAGELAVOUT  REVEW  VIEW  DESIGN  LAYOUT Kayla Clay... - )
Move handle (+)) that appears - ¥ ([ o - - "

e AaBbCcDc  AaBbCeDe AaBbCc
=T -

above the top left corner of the | V& 5 1 u-sex x
~ &-'r"A'Aa- - e = ik TMNormal  TNo Spac.. Headingl |z

table. -

Clipboard & Font 13 Paragraph a Styles 5 ~

Editing

The Menth in Review

|t'5 |m porta nt that the Wh0|e March turned out to be a very busy and productive month for Bon Voyage. New
ta ble is Selected . |f on Iy certain business was up 34 percent from last April. Flight delays were minimal—Bon

Voyage received only one customer complaint because of a delay.
cells are selected, the text in

Classic Las Vegas Excursion

those cells will be aligned Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”

. Excursion. Guests will get to experience the Las Vegas of yesterday.

|nStead Of the ta ble Accommodations will be in the famous Gold Nugget hotel, located on history
Freemont Street.

e Select an alignment option in B :

the Paragraph group on the 7-day $2500 | $2,000

Home tab. 5-day $1,700 | $1,400
3-day $1,000 | 5850

The table is aligned to the left, center,
or right margin of the page, just like
teXt W0u|d be. PAGE1OF1 OWORDS [[2 EMGLISH (UNITED STATES)

Move a Table

If the basic alighment options don’t position the table where you want it to be, you can move the table
around the page manually.

o Cllck the table's Move handle [ I R s 06-position-a-table - Word TABLE TOOLS ?7 B - O X
. HOME INSERT DESIGN PAGE LAYOUT REVIEW VIEW DESIGN LAYOUT Kayla Clay... = I)’
(*#)) and drag it to where you o 0 (G i “
want to move the table. Des sz u-menn 8 Aasbccn |smeced| AaBDC )|
Pate e R-W-A-Aa- KA Normal |1 No Spac..| Heading 1 || Editing
Clipboard & Font [ Paragraph [ Styles [ -

The table moves, and the text on the The Month in Review

March turned out to be a very busy and productive month for Bon Voyage. New
page moves arou nd toma ke room. business was up 34 percent from last April. Flight delays were minimal—Bon
Voyage received only one customer complaint because of a delay.

Classic Las Vegas Excursion
Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on history
Freemont Street.

el

Excursion Length Standard Loyalty

7-day $2,500 $2,000
5-day $1,700 51,400
3-day $1,000 5850

PAGE1OF1 OWORDS [  ENGLISH (UNITED STATES)
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Adjust Text Wrapping

Text wrapping controls how text in your document flows around a table.

With the table selected, click
the Layout tab in the Table
Tools ribbon group.

Click Properties.

In the Text Wrapping section of
the dialog box, you can choose
from two text wrapping
options.

e None will clear the areas to
the left and the right of the
table.

e Around will let the text
wrap around the table on
the left and right sides.

Make your text wrapping
selection.

3
@

The text wrapping is changed to the
selected setting.

Click OK.

Resize a Table

B H S
HOME

[ Select~
i View Gridlines
ER Properties

Table

PAGE1 OF 1

0 WORDS

e TABLE TOOLS ?T EH - 0o x
INSERT ~ DESIGN  PAGELAYOUT  REVEW  VIEW  DESIGN  LAYOUT Kayla Clay... ~ ﬁ
- P PR
[*] Draw Table L—‘X [‘?] [ Insert Below Merge Cells | §[]|n.24 A= -
[T Eraser - £ Incert | eft (2 Snlit Cell =g y
Alignment  Data
Table Properties ? X . i
Draw | fable  Row  Colmn  Cel  ARText = ~

The Mont|
March tur] - e. New

. D Preferred width: |0 + | Measurein: |Inches
business Bon
Voyage re| Alignment ustomer
complaint m | | Indent from left:
Classic Las

Left Center Right
Next mon = = o ]
. Text i .
introduce | | "7 WrEPPIng ssic Las
Vegas” Ex 22| | get to
experienc: = mous
Gold Nugg
HNone Around
Borders and Shading... Options...

[[2  ENGLISH (UNITED STATES)

You can also easily resize a table to fit within a certain space.

Click and drag the Sizing box in
the bottom-right corner of the
table to make your table larger
or smaller.

The table is resized, with the columns
and rows resizing proportionally.

Tip: You can also specify a preferred
table width, but not height, in the
Table Properties dialog box.

B H S
HOME

[3 Select -
fE View Gridlines
IR Properties

Table

PAGE1 OF 1

0 WORDS

s 06-position-a-table - Word TABLE TOOLS ?T EH - 0O X
INSERT ~ DESIGN  PAGELAYOUT  REVIEW  WIEW  DESIGN  LAYOUT Kayla Clay.. ~ ﬁ
[P Draw Table L—‘X [1‘] [ Insert Below Mergecells | Efllo2e  IBE g =
E = & Insert Left Split Cell o2 t|H
[y raser Delete  Insert & Inse EE] spli Cells e “ /& Alignment  Data
~ Above 2 InsertRight [ Split Table = AutoFit~ - -
Draw Rows & Columns ) Merge Cell Size ) A

The Menth in Review

March turned out to be a very busy and productive month for Bon Voyage. New
business was up 34 percent from last April. Flight delays were minimal—Bon

Voyage received only one customer complaint because of a delay.

&

Y Excursion Length Standard Loyalty
7-day $2,500 $2,000
5-day $1,700 | $1,400
3-day $1,000 $850

Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”

Excursion. Guests will get to experience the Las Vegas of yesterday.

Accommodations will be in the famous Gold Nugget hotel, located on history

Freemont Street.

g

[2  ENGLISH {UNITED STATES)

B -—F+——+ 9%
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Cell Alignment and Margins

Text Alignment

You can control how text is aligned within a table cell, just like you’d align text on the page.

Select the cell or cells you want
to align.

D, Select~ EfDrawTab\e
. [ view Gridlines DErasar
You could also select the entire | = e

Table Draw

table if you want to align all
the text together.

Click the Layout tab in the
Table Tools ribbon group.

Expand the Alignment group, if
necessary.

=3

There are nine alignment
options, letting you align the
content to either side of a cell,
any corner, or center it in the
middle of the cell.

7-day
5-day
3-day

PAGE1OF1 0WORDS

Select an alignment option.

@

The text in the selected cell realigns to
the selected side or corner.

Tip: You can also select Text Direction
to change the text from left-to-right to
top-to-bottom or bottom-to-top.

EHS O-
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW

The Menth in Review
March turned out to be a very busy and productive month Text Cell
business was up 34 percent from last April. Flight delays we
Voyage received only one customer complaint because ofa ..,

Excursion Length

07-cell-alignment-and-margins - Word TABLE TOOLS ?

VIEW
L—|>( [T] B Insert Below mergecets | oz i|HE L [
~ — g
€ Insert Left Split Cells oy 216" H
Delete  Insert E P :': Alignment Data
Above ©F InsertRight [ Split Table = AutoFit~ s -
Rows & Columns ) Merge Lallsize 7]
FIE=E| A E
EEE| —

=l =] = Direction Margins

Alignment

Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on historic
Fremont Street.

Standard Loyalty
$2,500 52,000
$1,700 $1,400
$1,000 5850

[2 ENGLISH (UNITED STATES)

B -
LAYOUT | Kayla Clay... = ‘i

o x

B
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Add Cell Margins

You can also adjust the margins between cell borders and the text within those cells.

o Select Ce” or Ce”s you want to B dH®-O0- 07-cell-alignment-and-margins - Word TABLE TOOLS ?7 H - 0O %X

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW  DESIGN LAYOUT | Kayla Clay.. 'Ii

adJUSt' [ Select~ [ Draw Table L—| m ] Insert Below Merge Cells | §T /027" 1= = B
. [ View Gridlines  [F4) Eraser 5 "' ‘ & insert Left [ SplitCells 5o 216" 6 e T
You can select the entire table |z e e S ertRight | Splt Table | 3 Autoft SEEs
H H Table Draw Rows & Columns [ Merge Cell Size [} -~
to adjust all the margins at o 555 a5
once. The Month in Review oEE —

March turned out to be a very busy and productive month f oEg Text Cell
business was up 34 percent from last April. Flight delays we Direction Margins

e From the Layout ta b, expa nd Voyage received only one customer complaint because of @ weuw,.  A190ment 6
the Alignment gFOUp, |f Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on historic

o Click the Cell Margins button. Fremont Street.

necessary.

In the Table Options dlalog o Excursion Length Standard Loyalty

. . 7-d 52,500 $2,000
box, we can adjust the margins = $1700 S1.400
for the selected cell or cells. ik 200 Bl L

The margin affects how much
space there is between the
edge of the cell and the PAGE1OF1 OWORDS [P ENGUSH (UNIED STATES 3] [ ——
contents of that cell.

o Adjust the margins. 05 0. oo 7 ® - 0 x

. . HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW  DESIGN LayouTt Kayla Clay... = J&&
You can adjust the margin on &

[+ Select - [*] Draw Table 5 P [ Insert Below MergeCells | §lllo2r BT |g =
X

each side of the cell [ View Gridlines [ Eraser pette | Inaen @l insertLeft [ splitcells 3216 I|E Aignment Dot
. R Properties e ;;:VE 3 Insert Right 3 Split Table = AutoFit - = -
Independently' Table Draw Rows & Columns ) Merge Cell Size M -~
H The Month in Review
e CIICk OK. March turned out to | Options ? w |Bon Voyage. New
business was up 34 p minimal—Bon
. Voyage received.only| Default cell margins lay.
The cell margins are changed. % o (005 ) Lew [oor 12
Classic Las Veg el Bottom: |0.05° 2| Right [0.08 =
Next month Bon VOVe perauit cell spacing Las Vegas”
Excursion. Guests wil (] Allow spating between cells [0 : rday.
Accommaodations wil ated on historic
Fremont Street. LI
Automatically resize to fit contents
Excursion Length cencel
7-day 52,500 52,000
5-day $1,700 $1,400
3-day $1,000 $850
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Merge and Split Cells

Even though a table starts out as a strict grid of cells, you can change a table’s layout by merging multiple
cells together, as well as splitting a cell into multiple cells.

Merge Cells

You can combine several smaller cells into a single, larger cell that spans the space previously occupied by
the individual cells.

i B H S s 08-merge-and-split-cells - Word TABLE TOOLS 7T EH - O %
o Select multiple cells that share
HOME INSERT DESIGN PAGE LAYOUT REVIEW VIEW DESIGN LAYOUT Kayla Clay... = ‘i
a border .
: [ Select~ [ Draw Table l_—l m i Insert rE Mergecels Ell0d2 A g &
. . [ View Gridlines [ Eraser 5 ‘e;I neert £ Insert Left [ Split Cells E S Aignment Data
o CIICk the LayOUt tab In the Ef Properties e. ¢ ;bs:ve % InsertRight [ Split Table  F& AutoFit~ - -
Table TOOIS ribbon group' Table Draw Rows & Columns [ Merge Cell Size [ ~

Accommodations will be in the famous Gold Nugget hotel, located on history
Freemont Street.

e Click the Merge Cells button.

Featured
. Monthly Deals
The selected cells are merged into a Location | Excursion Length Standard Loyalty
single cell that takes up the entire Beijing 3-day $4,000 53,500
. ) . Beijing 5-day $5,000 $4,500
width and height of the original cells. Beljing Tday $7.000 36,500
Las Vegas 3-day 51,000 S850
Tip: You can also right-click the LosVegas | S-day 51700 51400
Las Vegas 7-day $2,500 $2,000
selected cells and select Merge Cells paris 3-day $2,000 $1,600
from the menu. Paris 5-day 53,400 53,000
Paris 7-day 45,000 54,500
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Split Cells

Cells can also be broken up into several smaller cells by using the Split Cells command.

Select a cell.

Click the Split Cells button in
the Layout tab.

Tip: You can also right-click a
cell and select Split Cells from
the menu.

Enter the number of rows and
columns you want the cell split
into.

Click OK when you’re done.

The selected cell is split into the set
number of columns and rows.

Split Tables

TABLE TOOLS

Ed S s
HOME  INSERT

DESIGN ~ PAGELAYOUT — REVIEW  VIEW  DESIGN  LAYOUT
[3 Select~ 7 Draw Table AL [ Insert Below Merge Cells £ ] 0.42" 2|8
v €] H
[ View Gridlines [ Eraser X # Inse M splitcells | 57 tE
Delete  Insert o b

roperties - 2 Insert Right it Table = AutoFit -
R prap Above [E InsertRight [ SplitTable = AutoFi

Table Draw Rows & Columns ) Merge Cell Size [F]

Accommodations will be in the famous Gold Nugget hotel, located on history
Freemont Street.

ot dan__ali_ o i

Split Cells ? X

Location Excursio Loyalty
Beijing 3-day Number of columns: |2 : 500
Beijing Sday  [Numbercfiows |1 : Qsou
Beljing 7-day Merge cell before spiit $6,500
Las Vegas 3-day Cancel 5850
Las Vegas 5-day S TSL7UU $1,400
Las Vegas 7-day 2,500 52,000
Paris 3-day $2,000 51,600
Paris 5-day $3,400 $3,000
Paris 7-day $5,000 54,500

oworps [2
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You can also split an entire table in two, letting you move part of it somewhere else. You can move the new
part to another page, another document, or just add text or images in the space between the split table.

Place the text cursor in the row
that you want the second table
to start with.

Splitting a table will split it
right above the selected line.

The table is split.

Click the Split Table button.

EH - = 08-merge-and-split-cells - Word TABLE TOOLS
HOME  IMSERT  DESIGN  PAGELAYOUT  REVEW  VIEW  DESIGN  LAYOUT
[} Select~ [ Draw Table L—| I:*] B Insert Below [ Merge Cells | §]/042" 2 |HE
[ View Gridlines [ Eraser = #H Insert L M splitcells | 57 tE
Delete  Insert o b
F Properties + Above [Z Inse S SplitTable |5 AutaFit -
Table Draw Rows & Columns ) Merge Cell Size [F]

Accommodations will be in the famous Gold Nugget hotel, located on history
Freemont Street.

£3
i Featured Monthly Deals Pricing
Location Excursion Length Standard Loyalty

Beijing 3-day $4,000 43,500
Beijing 5-day 45,000 $4,500
Beijing 7-day $7,000 $6,500
Las Vegas 3-day $1,000 5850
Las 5-day $1,700 $1,400
Las 5 7-day $2,500 52,000
Paris| 3-day $2,000 51,600
Paris 5-day $3,400 $3,000
Paris 7-day $5,000 54,500

oworps [2
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Sort a Table

Word can sort data in a table alphabetically, numerically, or chronologically (by date). In addition, it can sort
information in ascending (low to high / A to Z) or descending (high to low / Z to A) order. You can sort an
entire table or a portion of a table by selecting what you want to sort.

Sort Tables

(6

Click inside the table.

You can also select a range of
cells to sort just those cells.

Click the Layout tab in the
Table Tools ribbon group.

Expand the Data group, if
necessary.

Click the Sort button.
Set up your sort criteria.

The initial options selected in
this dialog box will be
automatically set based on the
data in the table.

e First, select which column to
sort by. If your table has a
header row, you’ll be able to
see the column names in the
first list field. Otherwise, the
columns will simply be
numbered.

e Next, select how to sort,
either by Text, Number, or
Date.

e Finally, choose whether to
sort in Ascending or
Descending order.

Tip: To sort by multiple criteria,
add additional sort choices
with the Then by dropdown.

Click OK.

The table is rearranged, as the data is
sorted by the criteria you set.

B H o
HOME

Table

PAGE1 OF 1

oworps [[2

= 09-sort-a-table - Word

INSERT DESIGN PAGE LAYOUT

Draw Rows & Columns

Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Veg
Excursion. Guests will get to experience the Las Vegas of yesterday.
Accommodations will be in the famous Gold Nugget hotel, located on

Freemont Street.

Featured Monthly Deals
Location Excursion Length
Las Vegas 3-day
Paris 3-day
Beijing 3-day
Las Vegas 5-day
Paris S5-day
Beijing 5-day
Las Vegas 7-day
Paris 7-day
Beijing 7-day

ENGLISH {UNITED STATES)

REVIEW VIEW
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[ View Gridlines [ Eraser X £ Insert Left {7 Split Cells
Delete  Insert =

EF Properties - Above [Z InsertRight £ Split Table

5 Merge

Standard
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$2,000
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$5,000
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$5,000
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$850
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$3,500
$1,400
$3,000
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4,500
56,500

we to Text
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HOME  INSERT  DESIGN  PAGELAYOUT  REVIEW  VIEW  DESIGN  LAYOUT Kayla Clay... ~ ‘2
[ Select - [} Draw Table AT ] Insert Below Merge Cells | §[ljo2a 2 |BT e
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View Gridl E & Insert Left split Cell 27 L
[ View Gridlines [T Eraser Delete | Insert &l Inse 5 split Cells b M plignment  Data
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hoog Loction Using: |Paragraphs o] © Restending
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.- Then by
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Be My list has
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Par | Options... Cancel
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Row Headers and Page Breaks

If you have a large table that spans across several pages, you have a few options to control its appearance.

Repeat Row Headers

If the table has a header row, you can repeat it on the top of each page.

Select the header row.

The header row will now be
automatically repeated whenever the
table appears across multiple pages.

Click the Layout tab in the
Table Tools ribbon group.

Expand the Data group, if
necessary.

Click the Repeat Header Rows
button.

To turn this off, just click the Repeat
Header Rows button again.

FHS- = 10-row-headers-and-page-breaks - Word TABLE TOOLS 7 B - O %
HOME INSERT DESIGN PAGE LAYOUT REVIEW VIEW DESIGN LAYOUT Kayla Clay... ~ ‘2
[¥ Select~ [/ Draw Table =) PH [ Insert Below MergeCells | §lljo2e  JE 5 &
q =
View Gridl Er N &4 Insert Left Split Cell o 217"
T View Gridiines | [ Eraser o e Esplitcels o 2 [l
EF Properties - Above B lInsertRight =5 SplitTable R AutoFit~ - -
Table Draw Rows & Columns 7] Merge Cell Size [F] ~
Al E fr
28l B 2 A
& ”
Location Excursion Luxury  Standard  Loyalty Notg sort Repeat  Convert Formula
Header Rows to Text
Length
Beijing 3-day $5000 | $4,000 $3,500 | Shorten.. Data
trip with
limited time Y
at the big
destinations.
Beijing 5-day $6,000 £5,000 54,500 Includes an
entire day
dedicated to
visiting the
Forbidden
City.
Beijing 7-day $8,000 57,000 $6,500 Plenty of
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Adjust Page Break Options

Occasionally, a table will get split up over a page break, making it difficult to consume. Word has settings to

prevent this from happening.

o Select the table.
e Click the Properties button on

the Layout tab.

The Table Properties dialog box
opens.

You can also right-click the
table and select Table
Properties from the menu.

Click the Row tab.

The Row properties let you
control the height of the row,
as well as two options for how
the row appears when the
table spans multiple pages.

Allow rows to break across
pages toggles whether the
row can be split when the
table expands to another
page. When turned off, the
row will move to the next
page entirely instead of
splitting.

Repeat as header row at
the top of each page lets
you use the selected row as
a header.

Clear the Allow row to break
across pages check box.

Click OK.

Any previously broken rows move to
the next page to keep the rows intact.

B H S
HOME

Q Select~

Table
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INSERT
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o Location | Excursion  Luxury Standard  Loyalty Notes

Length
Beijing 3-day $5,000  $4,000 $3,500 Shortened
trip with
limited time
at the big
destinations.
Beijing 5-day 36,000  $5,000 54,500 Includes an
entire day
dedicated to
visiting the
Location Excursion Luxury Standard Loyalty Notes
Length
Forbidden
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Graphics

Documents that include pictures, drawings, and
graphics can be much more compelling and effective
than documents that only contain plain text. Once you
know how to work with pictures and graphics, you can
make all kinds of documents, such as newsletters,
greeting cards, and pamphlets.

In this module, you’ll learn how to insert pictures, text
boxes, shapes, and other sorts of graphics into your
documents. You’ll also learn how to position, layer,
rotate, align, and group the graphics you insert.

Objectives

Pictures

Screenshots and Remove Background

Text Boxes

Shapes

Add Descriptive Text
WordArt

Charts

SmartArt

Modify Objects
Position and Text Wrap
Layer Objects

Flip and Rotate Objects
Distribute and Align Objects
Group Objects
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Pictures

Insert a Picture

You can insert graphics and pictures that you have on hand into your document. For example, you can insert
an image made in another program, or a photo off a digital camera.

Click in your document where
you want to insert your
picture.

Click the Insert tab.
Click the Pictures button.
A file browser window opens.

Navigate to the picture you
want to insert and select it.

Tip: To insert more than one
file at a time, press and hold
down Ctrl as you select them.

Click the Insert button.

The selected picture is inserted.

B HS O- 01-pictures-01 - Ward 2
HOME | IMSERT PAGELAYOUT  REFERENCES ~ MAILNGS  REVIEW  VIEW
B
B D K= 3 E“ﬂ @ - [ Header ~ 4 Q
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Pages Table Pictures Online Shapes Apps  Online Links  Comment Text  Symbals
- [# Page Number - - -
Header & Footer

- - Pictures + @+ *  Video
Tables wstrations Media Comments
Travelling the World
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Kayla Clay... = ‘2
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“The purpose of life is to live it, to taste experience to the
utmost, to reach out eagerly and without fear for newer and
richer experience.” - Eleanor Roosevelt

o IWhy travel with Bon Voyage?

Have you ever wanted to just get up and go somewhere and not stress over the
details? Here at Bon Voyage we plan your trip around YOU. Our team of expert
travel planners will create a unique personal profile matched to your interests,
budget, and adventure level. Whether you're a daredevil adventurer or a casual
sight-seer, our mission is to make your next vacation truly an exceptional
experience!
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Insert an Online Picture

You can also use the internet to search for a picture if you don't have one handy in your files.

Click where you want to insert
your online picture.

Click the Online
Pictures button on the Insert
tab.

From here, you can search for
pictures using Bing Image
Search, or browse your
OneDrive account for
something to use.

Enter keyword text into the
search field and press Enter.

Tip: You can use the options
below the search field to adjust
your search.

e Size: Choose how big you
want the image to be, from a
small thumbnail to an extra-
large image.

e Type: You can search for a
photograph, clipart, line
drawings, animations, or
images with transparent
backgrounds.

e Color: Select a color to show
images that primarily
feature that color.

e Layout: Search for square,
wide, or tall images.

Select the picture you wish to
use.

The image is inserted.

Click the Insert button.

B H® O- 01-pictures-01 - Word PICTURE.. ? B - 0O X
HOME  INSERT  DESIGN PAGELAYOUT REFERENCES MAILINGS REVIEW  VIEW FORMAT Kayla C\a”.'ll
DR [ Header -
Bl A A O 8 e {5 Dt Al e
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hy travel with Bon Voyage?

Have you ever wanted to just get up and go somewhere and not stress over the
details? Here at Bon Voyage we plan your trip around YOU. Our team of expert
travel planners will create a unique personal profile matched to your interests,
budget, and adventure level. Whether you're a daredevil adventurer or a casual
sight-seer, our mission is to make your next vacation truly an exceptional
experience!|
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Crop a Picture

When you crop a picture, you trim its horizontal and vertical sides. Cropping is useful when you only want to
include a portion of a picture, or when you need to adjust its proportions.

o Select the picture.

Click the Format tab in the
Picture Tools ribbon group.

©
o Click the Crop button.
(4]

Crop handles appear on the
sides and corners of the image.

Click and drag the crop handles
where you want to crop.

Tip: To crop all four sides of a
picture or graphic at once
while maintaining the graphic’s
proportions, press and hold
down Ctrl as you drag the
handles.

o Click the Crop button again
when you’re finished setting
the crop area.

The image is cropped to the borders
you set.

m H -0 = 01-pictures-01 - Word PICTURE.. 7
HOME  INSERT  DESIGN  PAGELAYOUT REFERENCES MAILINGS REVIEW  VIEW FORMAT

G o g wd ey Bl

Send

Remove Quick Position Wrap Crop = "
Background [E] Artistic Effects~ 0 - Styles = Tm1 T ~ Text- OlsSelectionPane k- o 192
Adjust Picture Styles Arrange Size

“The purpose of life is to live it, to taste experience to the
utmost, to reach out eagerly and without fear for newer and
richer experience.” - Eleanor Roosevelt

b just get up and go somewhere and not stress over the
details? Here at Bon Voyage we plan your trip around YOU. Our team of expert
travel planners will create a unique personal profile matched to your interests,
budget, and adventure level. Whether you're a daredevil adventurer or a casual
sight-seer, our mission is to make your next vacation truly an exceptional

—
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Use Picture Styles

Picture styles let you add borders and effects, such as shadows, reflections, and 3D rotation, to images. You
can select a Quick Style or customize your own style.

o Click the QUiCk Sty|es button B HEHS- O - 01-pictures-01 - Word PICTURE.. 2?2 B - 0O X
the F ttab HOME INSERT DESIGN PAGELAYOUT REFERENCES MAIINGS REVEW VIEW = FORMAT | KayiaCla. - I
on € rorma ab. E;I “ Corrections= =, Q % - Bring Forward E- : '; sz -
. : Color~ - Send Backward -
The QUICk Styles ga”ery E:i’;,?f,‘d [E3 artistic Effects'Q S?;::k. T Pos\vtmn -‘gz;i Bl selection Pane k- Cr'op ey [192° :
expands. Each thumbnail gives Adjust r—— size g e
h . fh h “The purpose ¢ == e to the
a rough preview of how the utmost, to reaq .., newer and
style will affect the image. anat

richer experie
I

e Select a style.

The style is applied, updating the
picture’s border and effects.
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Have you ever wa t stress over the
details? Here at B ir team of expert
travel planners will create a unique personal profile matched to your interests,
budget, and adventure level. Whether you’re a daredevil adventurer or a casual
sight-seer, our mission is to make your next vacation truly an exceptional
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Use Artistic Effects

You can apply a variety of artistic effects to the images in your Word document. Using these effects is an
easy way to make your document stand out.

o With the picture selected, click | H - O = O1-pictures 01 - Word A B D‘"
. . . HOME INSERT  DESIGN PAGELAYOUT REFERENCES MAILINGS REVIEW  VIEW FORMAT Kayla Cla... ~ 1

the Artistic Effects‘llst arrow O consctons~ w- P = -

on the Format tab n the R-E- [& color~ Eg Qﬁ:k o - Posttion Wra Send Backward C--ru - - -

Picture Tools ribbon group Eac EatsticEffectss B~ s Bt - Ted. DhSclectonPane  the o es1820 -

Arrange Size ] ~
2 jt, to taste experience to the

and without fear for newer and

Roosevelt

Thumbnails for the available
artistic effects appear, with
emulated pencil sketch styles,
paint styles, and texture
effects.

o Select an effect from the list.

vel with Bon Voyage?
5 and go somewhere and not stress over the
. . n your trip around YOU. Our team of expert
8y Artistic Effects Options... - i
e s e e e ey ee. PEFSONAI profile matched to your interests,

You can use the Corrections menu the budget, and adventure level. Whether you're a daredevil adventurer or a casual
same way to adjust and enhance your sight-seer, our mission is to make your next vacation truly an exceptional
picture brightness, contrast, sharpness,
or softness. You can also use the Color
menu to adjust saturation and tone, or
to add a color filter.

The artistic effect is applied.
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Screenshots and Remove Background

Insert a Screenshot

A screenshot is a digital image of the content displayed on your screen. Screenshots can help relay
information that might otherwise be difficult to explain.

A screenshot of the selected window, or

Click where you want to insert
your screenshot.

Click the Insert tab.

Click the Take a
Screenshot button.

Choose an option from the
drop-down menu:

e Animage from Available
Windows inserts an entire
application window.
Selecting a window inserts a
screenshot of the entire
window.

e Screen Clipping lets you
capture a selected area of
your computer screen. After
selecting this option, the
mouse cursor becomes a
crosshair. Click and drag to
select part of the screen to
insert.

To cancel a screen clipping,
press Esc while the screen
clipping tool is active.

the selected part of the screen, is
inserted.
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Remove a Background

You can remove the background of a picture or screenshot to highlight a picture’s subject or remove
distractions.

With the picture selected, click
the Remove

Background button on the
Format tab in the Picture Tools
ribbon group.

A new Background Removal
ribbon appears, and the
picture is highlighted with a
bright magenta color. Any
highlighted areas will be
removed.

A box will also appear over the
image, around what Word
guesses is the subject of the
picture.

Click and drag the box around
what you want to keep.

Resizing the box will change
which areas are highlighted. If
resizing this box doesn’t quite
remove the background
precisely, you can mark specific
areas to keep or remove.

Click either the Mark Areas to
Keep or Mark Areas to
Remove button in the Refine
group.

Click and drag the pencil tool
through sections to either add
or remove them.

Click Keep Changes.

The Background Removal ribbon
closes, and the background of the
picture or screenshot is removed.

If the final results aren’t quite what you
wanted, you can click Remove
Background again to continue adjusting
the picture.
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Text Boxes

Insert a Text Box

A text box is an element you can insert and position anywhere in a document. Text boxes are great for
calling special attention to a quote or a whole block of text.

Click the Insert tab.

Expand the Text group, if
necessary.

Click the Text Box button.

A gallery of text box styles
appears. The styles range from
simple text boxes to stylized
sidebars.

Select the text box you’d like to
use.

The text box is automatically
inserted.

Click the text box and type to
replace the placeholder text.

The placeholder text disappears as soon
as you start typing.

Tip: Text boxes can be sized, moved,
arranged, and styled just like shapes
and pictures.
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Draw a Text Box

You don’t have to use one of Word’s built-in text boxes; you can create one from scratch.

From the Insert tab, expand
the Text group, if necessary.

Click the Text Box button.
Select Draw Text Box.

The pointer changes to a
crosshair, indicating that you
can draw the text box.

Click and drag in your
document to create the text
box.

The text box is inserted.
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Link Text Boxes

Linking text boxes allows text to flow between them. For example, you could make the text of a long article
flow through several smaller text boxes in a more advanced layout.

After you have created two or
more text boxes, select the
first one.

The second text box must be
empty, so make sure to
remove any text in it before
proceeding.

Click the Format tab in the
Drawing Tools ribbon group.

Click Create Link from the Text
group.

The cursor changes into a tiny
pitcher full of letters. Moving
the cursor over the second text
box reveals that you can
“pour” additional text into it.

Click the second text box with
the new cursor.

The two text boxes are linked.
Now, once enough text is
entered into the first text box,
it will automatically overflow
into the second.

Switch back to the first text
box and type into it.

You can format the text in a text box
just as you would any other text by
using the Font and Paragraph groups
on the Home tab.
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Shapes

You can add shapes to your document to illustrate your ideas. By using the Shapes menu, you can choose

from dozens of different types of shapes.

Insert a Shape
o Click the Insert tab.

o Click the Shapes button in the
Illustrations group.

The Shapes menu displays all
the types of shapes available,
organized into groups.

o Select a shape.

The mouse cursor changes to a
crosshair.

o Insert the shape in one of two
ways:

e Click anywhere on the page
to insert the shape there.

e Click and drag anywhere on
the page to place the shape
while also controlling its
size.

Tip: Some shapes have prominent
features that can be adjusted; these
shapes will have a yellow adjustment
handle.
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Shape Styles

Once you’ve added a shape, you can change its style, fill, outline color, and effects.

Select a shape.

When you select a shape, the
Format tab in the Drawing
Tools ribbon group becomes
available. Double-click a shape
to automatically switch to the
Format tab.

Use the Shape Styles options

on the Format tab to change

the style, fill color, outline, or
shape effects.

e Select a style from the
Shape Styles gallery or click
the gallery’s More button to
see all available styles.

e Select a shape fill color to
change the color of the
selected shape. You can also
fill it with a gradient, picture,
or texture pattern.

e Select a shape outline color,
weight, or dash pattern.

e Apply various shape effects
such as shadow, reflection,
glow, bevel, and 3D rotation.

Tip: You can first apply a preset style
from the gallery and then adjust the fill,
outline, and effects to customize it.
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Add Text

You can also add text to shapes. Banners and callouts are best suited for text, but any shape can have text

added to it.

o Select a shape.
e Type some text.

The text appears inside the shape and
can be formatted just like any other
text.

Apply basic font formatting by using
the Font and Paragraph groups on the
Home tab or apply WordArt styles
using the Format tab in the Drawing
Tools ribbon group.
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Add Descriptive Text

Add Alt Text

Alternative text is used by screen reading programs to describe a picture, chart, or graphic to a user who

may have difficulty seeing it.

If your document might be viewed by someone who relies on a screen reader, make sure that every image
includes alternative text, so consumers can have a fuller understanding of its content.

Select a picture.

Click the Format tab in the
Picture Tools ribbon group.

Click the Format Picture pane
launcher button.

Click the Layout & Properties
button.

Click the Alt Text heading.

There are two alt text fields
you can fill in — Title and
Description.

Enter a description in
the Description field.

&

A good description will start
general and become specific.
For example, “Eiffel Tower with
an orange cloudy sky”.

(Optional) Enter a title in
the Title field.

If the description is long and
detailed, enter a title in the
Title field. However, since most
screen readers add an extra
step to read the description
after the title, leave it blank if
you don't really need it.

Close the Format Picture pane
when you’re finished.

8

Now, when this document is read
aloud by a screen reader, the picture
will have a description.
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WordArt

WordArt is a fast and easy way to add dramatic and colorful effects to the text in your documents. You can
apply a preset WordArt style, or customize it and create your own.

Insert WordArt

Inserting WordArt is like inserting a text box into your document, but with some additional formatting

options.

Click where you want to insert
WordArt.

Click the Insert tab.

Expand the Text group, if
necessary.

Click the WordArt button.

© 90 O

A few preset WordArt styles
are presented as preview
thumbnails.

Select a WordArt style from
the gallery.

A WordArt text box with some
placeholder text is inserted.

Type to replace the text.

o

The placeholder text is replaced with
the text you typed.
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Format WordArt

Once WordArt has been inserted, you can change its appearance to another style or customize its
appearance and effects.

Select the WordArt object by
clicking its border or by
selecting all the text inside the
object.

Use the options in the WordArt
Styles group, on the Format
tab in the Drawing Tools ribbon
group, to change the
formatting options for the
selected WordArt.

e To select another style, click
the Quick Styles button to
display the WordArt Styles
gallery again.

e To change the fill, click
the Text Fill list arrow and
select a color or gradient.

e To change the outline, click
the Text Outline list arrow.
Select a new color, adjust the
weight of the outline, or
change the outline to a
dashed line.

e To change the text effect,
click the Text Effects button.
You can add a shadow,
reflection, glow, edge bevel,
3D rotation, or transform
effect.
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Charts

You can add charts to your documents to help present information graphically. Using them instead of, or in
addition to, tables of data can make it easier for readers to understand.

Insert a Chart

O
(6

Click where you want to insert
the chart.

Click the Insert tab.

Click the Chart button in the
[llustrations group.

The Insert Chart dialog box lets
you choose from a variety of
chart types. Some chart types
will be better at displaying
certain data than others.

The most common types of
charts are Column, Line, and
Pie.

e Column and Bar charts work
well to compare different
sets of data against each
other.

e Line and Area charts are
great for showing trends
over time.

e Pie charts show different
categories as parts of a
whole.

Select a chart type.

Each chart type has a few
styles to choose from,
presenting the data differently.

Select a chart style.

Click OK.

A blank chart is inserted, along with a
spreadsheet full of placeholder data.
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Add Chart Data

When a chart is inserted, its spreadsheet will be full of placeholder data that you can replace with your own

content.

Enter your chart data.

As you add rows and columns,
the row headers, column
headers, and data are
highlighted by borders.

To add or remove sections of
the data, click and drag any of
the selection handles in the
spreadsheet and what’s
included in the chart will
change.

Click the spreadsheet
window’s Close button when
you’re done.

To reopen the spreadsheet, select the
chart, click the Design tab in the Chart
Tools ribbon group, and click the Edit
Data button.
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You can quickly adjust a chart’s layout at any point after you’ve inserted it. Layouts will affect the position of

chart elements like the title, legend, and data labels.
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Click the Quick Layout button.

A gallery of available layouts
appears, based on the chart’s

type.

Select a layout.

The layout is applied.

Tip: If you want to change the color or
style, use the options in the Chart
Styles group.
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Modify Chart Elements

Another way to change the chart layout is to use the chart tool shortcuts to edit the active chart elements.
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CHART ELEMENTS

Chart Title
D Data Labels
Legend

o Click the check box next to the
element you want to toggle on
or off.

Each element can also be
customized further. You can
set the position of elements
such as the title or legend, or
toggle subsets of specific
elements, such as horizontal or
vertical gridlines.

e Click the list arrow next to a
chart element and select an
option.
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You can continue to set up chart
elements in this way until the chart
appears exactly how you want it.

You can also insert or modify chart
elements by clicking the Design tab in
the Chart Tools ribbon group, then
clicking Add Chart Element.
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SmartArt

The SmartArt feature lets you create and customize designer-quality diagrams to convey information with
graphics instead of just text. You can even convert bulleted lists into a diagram using the SmartArt diagram

tools.

Insert SmartArt Diagrams

Click where you want to insert

DESIGN ~ PAGELAYOUT  REFERENCES ~ MAILNGS ~ REVIEW  VIEW  KaylaClay.. - ‘2
the SmartArt.
s GOt ne O oee (e
. = 1l [ Footer~
Pages  Table Pictures ne Shapes Apps  Online  Links  Comment Text  Symbols
o Click the Insert tab. calls. W Shapes | Apps | Orline | L B ragetambere | ™
Tables Illustrations Media Comments Header & Footer ~

Click the SmartArt button in
the Illustrations group.

®

A dialog box opens, displaying
categories of SmartArt on the
left, styles of SmartArt graphics
in the middle, and a preview
and description of the selected
SmartArt on the right.

Select a category.

@
o
o

The selected SmartArt graphic is

Select a graphic.

Click OK.
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Add Text

o Click the arrow on the
SmartArt graphic’s left border.

The text pane opens, where
you can enter the text for the
SmartArt graphic.

You can also open the text
pane by clicking the Text Pane
button on the Design tab in the
SmartArt Tools ribbon group.

e Enter text for each bullet in the
text pane.

e Click the text
pane’s Close button when
you’re done.

You can also click each text placeholder
in the SmartArt graphic to directly add
text.

Tip: Some SmartArt graphics can
accommodate more bullet points than
they start with. To add another bullet,
press Enter in the text pane.
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Modify Objects

Once you’ve inserted objects into your documents, they will usually need to be modified in order to fit with
the other elements on a page. You can resize, move, rotate, and delete the shapes and graphics in your

documents.

Resize an Object

You can resize an object that you’ve inserted to make it fit wherever you need it.

Select the object.

Notice that when you select an
object, sizing handles appear at
the sides and corners of the
border.

Click and drag the sizing
handles until the object is the
size you want.

Pictures and screenshots will
automatically maintain their
proportions if you click and drag from
the corners. To maintain other objects’
proportions while resizing, hold down
the Shift key as you click and drag.
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Move an Object

You can position an object anywhere on the page.

Click and drag the object to a
new location.

The object moves.

Note: You can only click and drag
objects to move them if they’re not
positioned in line with the text. Click
the Layout tab, then click the Wrap
Text button and select another option
in order to position the object freely.

Rotate an Object

B H 9 s 09-modify-objects - Word PICTURE.. 2 @ —
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You can quickly rotate an object while it’s selected as well.

o Select the object.

In addition to the sizing
handles, a rotation handle will
appear above the object.

e Click and drag the rotation
handle to the left or right.

The object rotates to follow the
rotation handle.

Tip: You can also flip and rotate the
object using the ribbon, by clicking
the Layout tab and clicking the Rotate
button.

R

o X
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Delete an Object

Deleting an object from your document isn’t much different than deleting text.

Select the object.

The object is deleted from the
document.

Press the Delete key on the
keyboard.
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Position and Text Wrap

Whenever you insert a graphic into a document, it is inserted in line with text by default. This treats the

object as if it were text, moving it around the page as text is inserted. You can enable text wrapping on an
object to move it around freely, forcing the text to move around to accommodate it.

Wrap Text Around an Object

Text wrapping is how an object in your document interacts with the text around it. You have several options
controlling how closely text will wrap around an object.

o Select an object BH® - 10-position-and-text-wrap - Word PICTURE.. 2 @ - 0O X
HOME  INSERT  DESIGN PAGELAYOUT  REFERENCES MAILINGS REVIEW  VIEW FORMAT Kayla Cla... ~ ﬂ
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by its top-right corner.

Click the Layout Options

In Line with Text

button. =

Here, you can choose to keep With Text Wrapping
the object in line with text or Lol
select a text wrapping option. A==

Each option’s icon represents
how closely the text will wrap
around the object.

You can also place the object
behind or in front of the text.

Why travel with Bon Voyage?

® Move with text ©

Fix position on

ZAi|< LAYOUTOPTIONS X
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Have you ever wanted to just get up and go somewhere and not stress page
details? Here at Bon Voyage we plan your trip around YOU. Our team

travel planners will create a unique personal profile matched to your i

See more...

budget, and adventure level. Whether you're a daredevil adventurer or a casual
sight-seer, our mission is to make your next vacation truly an exceptional
experience!
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Select an option.

The text wrapping is applied, and the
text moves to accommodate the object.

You can also click the Wrap Text button
on the Layout tab to access text
wrapping options.
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Position an Object

You can use the Position menu to automatically place an object in a certain spot on the page.

Select an object.

Depending on the type of
object selected, different
ribbon groups will appear at
the end of the ribbon.
Selecting a picture will open
the Picture Tools ribbon group,
selecting a shape will open the
Shape Tools ribbon group, and
so on.

Each of these ribbon groups
will include a Format tab.

Click the Format tab in the new
ribbon group.

Click the Position button in the
Arrange group.

This menu gives you the option
to keep the object in line with
text or position in one of nine
automatic positions on the
page.

Selecting one of these
positions will force the text to
wrap around the object
automatically, instead of
moving the object with it.

Select from the options.

The object is moved to the selected
position.

You can also select More Layout
Options to access the Layout dialog
box, where you have more precise
control over where the object appears
on the page.
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Align an Object to Text

You can move objects on your own with a click and drag, but you can also make sure that they’re aligned
with text and other objects using Word's alignment guides.

With an object selected, click
the Align Objects button on
the Format tab.

The Align Objects menu
includes a Use Alignment
Guides setting. If it’s already
checked, the alignment guides
are enabled.

If the Use Alignment Guides
option is unchecked, select it.

Click and drag the object until
green alignment guides
appear.

These alignment guides will appear and
disappear when the object is dragged
near something that it can be aligned

to.

Tip: To further help you with your
alignment, you can also turn on
gridlines that appear in the background
like graph paper. Select View Gridlines
from the Align Objects menu or check
the Gridlines check box on the View

tab.
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Layer Objects

Word layers objects, like a stack of papers, so you can easily adjust which objects appear in front of the
others and which are sent to the back.

Use the Layer Object Buttons

Select the object.
Click the Format tab.

If necessary, expand
the Arrange group.

The Arrange group has options
to both bring the selected
object forward to a higher
layer or to send it backward to
a lower layer.

Click the Bring Forward
or Send Backward list arrow.

There are several options
available for adjusting the
object’s layer.

¢ Bring to Front/Bring in
Front of Text: Brings the
selected object to the very
front, or just in front of the
text.

¢ Send to Back/Send Behind
Text: Sends the selected
object to the very back, or
just behind the text.

e Bring Forward: Brings the
selected object up one
layer.

e Send Backward: Sends the
selected object down one
layer.

Select a layering option.

The selected object moves up or down
in the object layers.
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Use the Selection Pane

You can use the Selection pane to see a list of all the objects on a page, rearrange their layer order, and

toggle their visibility.

Select an object.

Expand the Editing group on
the Home tab.

Click the Select button.

Select Selection Pane.

o0 0O

The Selection pane appears at
the right, and you can see how
the graphics are layered.

e Click the Up or Down arrow to
move the selected object.

The selected object moves up or down
in the layer order.

The Selection pane can also be used to
toggle the visibility of objects by clicking
the visibility icon to the right of the
selected object. You can toggle the
visibility of all the page’s objects by
clicking Hide All or reveal them all by
clicking Show All.
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Flip and Rotate Objects

Word allows you to flip an object horizontally or vertically, creating a mirror-image version.

easily rotate objects in 90-degree increments or specify an exact angle to rotate.

Flip or Rotate an Object

Select an object.

0y - Text Direction

&5

Shapes

Depending on the type of
object you’ve selected, a
special ribbon tools group will
appear on the ribbon.

Quick
Styles - B -

= WordArt Styles
and adventure level. W

| adventurer or a casual

| make your next vacatic
experience!

GD

A -
Bo@ -
TD_

Shape Styles Text

Position Wrap
 Tet-

Insert Shapes

Click the Format tab in the new
ribbon group.

Expand the Arrange group, if
necessary.

Click the Rotate button.

The Rotate menu contains
options to rotate an object 90
degrees left or right, or flip the
object vertically or
horizontally.
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Select a rotation or flip option.

The selected object rotates or flips.

You can also click More Rotation
Options to open the Layout dialog box,
where you can specify a precise
rotation angle.
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Distribute and Align Objects

Documents that have pictures and graphics scattered randomly on a page can look unorganized. You can use
the Align and Distribute features to organize the objects in your document.

Distribute or Align an Object

The Align command aligns objects relative to one another, while the Distribute command spaces objects

evenly.

Select the objects you want to
distribute or align together.
Click the Format tab.

Expand the Arrange group, if
necessary.

Click the Align button.

The Align commands let you
align the objects to the left,
right, top, or bottom edge, or
to the horizontal center or
vertical middle.

The Distribute commands will
take three or more selected
objects and space them evenly
horizontally or vertically.

You can also toggle the Align to
Page or Align to Margin
options. Select one of these
before selecting an alignment
option to align the selected
objects to the page borders or
margins. Select Align to
Selected Objects to return to
aligning objects amongst
themselves.

Select an alignment or
distribution option.

The selected objects are aligned by the
selected setting.
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Group Objects

It is often easier to work with a single object than it is to work with several smaller objects that belong
together. A group is a collection of objects that Word treats as a single object.

Group

By grouping several objects together, you can format multiple objects at once rather than formatting each

object individually.

Select all the objects you want
to group together.

Press and hold down Shift as
you select multiple objects.

Click the Page Layout tab on
the ribbon.

You can also click the Format
tab on the ribbon — the
Arrange group on either tab
includes the Group button.

Click the Group button.

3
@

The selected objects are grouped
together.

Select Group.

Now that the objects are grouped, you
can apply effects to all three objects at
once and move the grouped objects
around the document together.

Shortcut: You can also right-click
selected items and select Group from
the contextual menu to group objects.

Note: If you need to apply some
formatting to just a single object in the
group, or move something around
within the group, first select the group,
then click the object you want to format
within the group. Just that object is
selected, but it remains part of the

group.
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Ungroup

If you no longer need to keep a group of objects together, you can ungroup them so they’re all independent
objects again.

o Select the Object group. B H® O - 14-group-objects - Word ? E - O %
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The objects can now be manipulated
individually.

PAGE1OF1 OWORDS [ ENGLISH (UNITED STATES)

© 2018 CustomGuide, Inc. 61






Styles, Themes, and Templates

You can use styles in your documents to apply multiple
formatting options in a single step. You can also update
a style after you’ve applied it, automatically updating
all the text using that style. You can also apply themes
to a document, which help to create a unified
appearance across different types of graphics.

In this module, you’ll learn how to apply and modify
text styles, as well as document themes. You'll learn
how document templates work and how to create
custom themes and style sets.

Objectives

Apply and Modify Styles
Themes
Templates

Custom Themes and Style Sets
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Apply and Modify Styles

A style is a group of formatting settings stored under a single name. Using styles and style sets rather than
formatting ad hoc has several advantages:

The document looks professional and is easy to read.
Styles provide consistency and can apply several formatting properties at one time.
Heading styles can be used to create tables of contents and outlines.

If you change the formatting properties of a style, all instances of the style are updated with the
formatting changes.

Apply a Style

Word includes several built-in styles that cover most basic formatting needs in a document.
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The style is applied to the text or
paragraph.
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Change Style Sets

Another advantage to using styles throughout your document is the ability to quickly change how those

styles appear using Style Sets.

Style Sets will update the appearance of the built-in default styles. This way, you can format these elements

at once instead of one by one.
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Normal The document’s main body text. Any text not using another style is set in
Normal.
No Spacing Normal text, with no additional spacing between paragraphs.

Heading 1, 2, 3

Title

Subtitle, Subtitle Emphasis
Emphasis, Intense
Emphasis, Strong

Quote, Intense Quote

Subtle Reference, Intense
Reference, Book Title

List Paragraph

Three levels of headings to use in your document, with outline levels
automatically applied.

A larger heading, useful for the main title of a document.

Subtitle text, styled to complement the Title style, along with an additional
style for emphasis.

These styles are meant to emphasize text in a document. Emphasis usually
italicizes, Strong usually bolds, and Intense Emphasis will usually do both.

These styles will separate blocks of text to display a quote.
These styles are meant for text used to cite references and book titles.

This style is automatically applied when text is used in a numbered or
bulleted list.
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Create a Style

You can also create your own styles, saving a set of formatting to use easily in other places. If the need

arises, creating a style is quick and easy. There are five different types of styles:

Character: Includes any type of character formatting, such as font size, type, color, and effects.
These styles can be applied to any selected text.

Paragraph: Includes any type of paragraph formatting, such as paragraph, tab, border, and bullets

and numbering formats. These styles will be applied to entire paragraphs.

Linked: Uses a combination of character and paragraph formatting properties. These styles will be
applied to entire paragraphs as well.

Table: Provides a consistent style for all borders, shading, alignment and fonts in tables.

List: Applies similar alignment, numbering or bullet characters and fonts to lists.

You can also base a style on another style. The new style will inherit the formatting of the original style, as
well as any changes made to the original style later.

Format the selected text the
way you’d like it to appear in
your style.

Click the
the Styles pane.

button, in

The differences between the
selected text that was
formatted and the style that
it’s based on will be captured.
The style that it’s based on will
also be listed here.

Give the new style a name.

Make any additional
adjustments to the style
formatting.

Basic formatting commands are
found right in this dialog box.
To customize more advanced
formatting, click the Format
button and select a category
from the menu.

Click

The new style is created and can be
applied to other text in the document.
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Modify a Style

One of the benefits of using styles is that when you make a change to one, everything that's using the style
is automatically updated.
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you made are applied to all text that
uses the style.

Only Show Styles in Use

There are a lot of built-in styles that don't get used and get in the way of the styles you're working with. You
can change the Styles pane settings to show only the styles used in a document.
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Themes

Word’s document themes provide a consistent and professional look for your documents. Each document

theme consists of three design elements:

o Theme Colors: A set of coordinated colors used in formatting text and objects in the document.
These colors define what you see when you open the Color menu.

e Theme Fonts: A set of coordinated heading and body font types.

e Theme Effects: A set of coordinated formatting properties for shapes and objects.

When you’re properly using theme colors, fonts, and effects, you’ll be able to quickly change the
appearance of your document. Make sure that you’re selecting from the Theme Colors section in the Color
menu and using the fonts under the Theme Fonts heading in the Font menu.

Apply a Theme

Click the Design tab.
Click the Themes button.

The Themes gallery opens.
Each thumbnail previews the
theme’s fonts and colors.

Select a theme.

The theme is applied, and the colors,
fonts, and effects of the document are
changed.

If some text or graphics aren’t changing
with the theme the way you expect,
make sure the text is using Theme
Fonts and the objects are using Theme
Colors.

Tip: If a theme is saved elsewhere on
your computer or network location,
click Browse for Themes to locate the
theme.
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Customize a Theme

If you like most of a theme's look, but still want to change something about it, you can change color and font

sets as well.

Click the Colors button on the
Design tab.

Each color set listed here
shows a small preview of the
text, background, and accent
colors in that set. Any text and
shapes that are using theme
colors will be affected by a
change here.

Select a color set.

Anything set to use theme
colors, such as heading text or
shapes, will be updated.

Changing font sets works the
same way.

Click the Fonts button.

Each font set shows the
Heading and Body font it
contains. Any text using theme
heading and body fonts will be
updated.

Select a font set.

Both the body text and the headings
are updated.
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Templates

A template is like a mold for Word documents; it contains formatting options and document properties that
you can use again and again when creating new documents. If you find yourself applying and creating the
same properties, features, or content each time you create a new document, you can save yourself some
time by creating a template.

Use a Document Template

Click the File tab.
Click New.

A few Featured templates will
be displayed on the New
screen.

Search or browse for a
template.

You can search for additional
templates using the search
field or click one of the
suggested searches to begin
browsing templates.

If you’ve created or installed
any custom templates, a
Personal heading will appear
next to Featured. Clicking the
Personal heading will display
any custom templates you’ve
created or added.

Once you start searching for
templates, a list of categories
will appear on the right. You
can select categories from this
list to narrow down the
templates that appear.

New

Search for online templates

Suggested searches:  Letters  Resume

FEATURED  PERSOMNAL
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Options Blank document

Title
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Welcome to Word

Aa

BHS® C- Document - Word 7 ®E - 0 X
HOME = INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW  Kayls Clay.. ~ lz
- Calibri (Body) -l -] iz ne &= &
; B I U-msex, x 2 = =1z- AaBbCcDe AaBbCcDe AaBbC -
A e AW p-mae An B 8 THormal | ThoSpac.. Headingl |<| Edifing
Clipboard Font [F] Paragraph LM Styles ] ~
Document - Word T - 0 %

Kayla Claypoal IA‘

Blank

70




o Select a template. ® Document - Werd T -0 ox
Kayla Claypool = ﬂ
A pop?up wmdpw opens, with > New
more information about the
New
selected template. A & vome | Calendar S
. . . Open
description, thumbnail, and the ’
. Save C
name of the publisher are T E ategory ﬂ
displayed' Save As Calendar 119
. Personal 79
Print e )
A download size will also be i e N
shown for online templates. ' Monthly "
T T Any Vear 47
o Click Create. —_— .o Arma @
Lesson plan calendar Student 34
. Print 31
The template is downloaded, and a R Weeldy »
new document is created based on it. Options == Sunday - Saturdey 7
Teacher 27
12-month 22
Some templates may have additional _ Single page a
options that you need to set, such as

the month and year of a calendar. In
this case, a dialog box will appear
prompting you to fill in the details. @

New

Open . Lesson plan calendar
Save R Provided by: Microsoft Corporation
This lesson plan calendar template can be used for
Save As — - any year. Use the customizable colors in the

N calendar tab on the ribbon to change the look for
each month. This template contains macros that
have been validated by Microsoft. In order for the
template to function fully, click Enable Macros
when prompted during download.

Print

Share

Download size: 52 KB

Rating: 1,\’ 1}: 1}: 1} 1\’ (126 Votes)

Export

Close

Account ﬂ

Optians
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Create a Document Template

If a built-in template doesn’t work for you and you find yourself applying and customizing the same
properties, features, or content each time you create a new document, you can save yourself some time by

creating your own template.

Open or create the document
that you want to use as the
template, then click

the File tab.

Remember, everything that
appears in the document will
appear in the template.

If you have added macros,
building blocks, or styles, they
will also be included in the
template.

Click Save As.

Select a location.

You can save a template to
your computer, to your
personal OneDrive, orto a
shared SharePoint site or
OneDrive location.

Name the file and click
the Save as Type list arrow.

Select Word Template from the
list.

If you’re saving it locally to
your computer, Word
automatically changes the
location to the Templates
folder. Saving to the Templates
folder will make it easy to find
the template in the New
Document menu, but you can
select a different location if
you would prefer.
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o Click Save.

The template is saved with the .dotx
file extension. Each time someone uses
the template for a new document, a
copy is created to ensure the template
is never overwritten.
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Edit a Custom Template

Once you’ve created a custom template, using it is just as easy as using a built-in template. If you want to
make changes to a template you’ve made, you’ll need to open the template itself.

Click the File tab.
Click Open.
Click Browse.

Navigate to Documents /
Custom Office Templates.

This is the default location for
any custom templates you’ve
created or added.

6 Select a template.

o Click Open.

Opening a template this way allows
you to change the template itself. Any
changes you make now will be
reflected every time you use the
template in the future.
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Custom Themes and Style Sets

In addition to using existing themes and style sets, you can make your own. You can create new themes and
style sets from scratch or tweak existing ones. By using custom styles and themes, you can easily control

exactly how your document looks.

Create Custom Color Sets

You can create your own color set to give your document a fresh, unique look or comply with your

organization’s brand standards.

Click the Design tab.
Click the Colors button.

This menu shows previews of
all the existing color sets, but
you can also create your own.

Select Customize Colors.

In this dialog box, you can set
the text, background, and
accent colors.

Click a color's button.

You can switch the colors with
another from the current
theme or a variant of one of
those colors.

If you'd prefer to create a new
color set entirely, rather than
shuffling existing theme colors
around, you can.
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Select More Colors.

Here, you can choose a color
from the color picker or enter
the exact color value in the
text fields.

Specify a color.

Click OK.

00

The color is changed. Continue
changing the other colors in
the set the same way.

When you’ve finished setting
colors, give the color set a
name and click Save.

O

The new color set is saved and
automatically applied.
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Create Custom Fonts Sets

You can also create custom font sets to use in custom themes.

Click the Fonts button on the
Design tab.

This menu lists all the font sets
available, but you can also
create your own.

Select Customize Fonts.

In this dialog box, you can
select new Heading and Body
fonts. A preview, showing the
two current fonts, also
appears.

Customize the Heading and
Body fonts.

Once you’ve selected two fonts
that look good in the preview,
you’re ready to save the font
set.

Give the font set a name and
click Save.

The font set is saved and automatically
applied.
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Create Custom Themes

When you have a color set and font set combination that you like, you can save it as a theme to use in other

documents.

Apply the theme colors, fonts,
and effects you want to use in
new documents, then click
the Design tab.

Click the Themes button.

Your theme is saved and will be found
in a special Custom group in the
Themes menu.

Select Save Current Theme.

Type a name for your theme
and click Save.

Custom themes you’ve saved will be

available for use in all your documents.

You can even share the theme file with
others so they can also use your new
theme.

B H®S O - 04-custom-themes-and-style-sets - Word 2 B - O X
HOME IMSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Kayla Clay... = ﬂ
e =/ Paragraph Spacing - D @ D
=
B [A]
—| Colors Fonts Watermark Page Page
. - Set as Default - Color ~ Borders
Office ol | Page Background ~
-
Aa Aa Aa Aa
mmmsan memmn mmmmns mmsman
Office Facet Integral lon
Aa Aa Aa Aa_|
mmmamm mmmmns mmmman mmmmmm ‘
lon Board... Organic Retrospect Slice
Aa Aa Aa Aa
mmmma mmmmn smmmn EmEmen xcitement
Wisp Badge Banded Basis
Aa Aa Aa Aa
mmmman mmmman = memman
Berlin Celestial Circuit Crop
Aa Aa Aa Aa
mmmma memm mmmmm mmmman
Damask Depth Dividend Droplet [+
= Browse for Themes...
EQ Save Current Theme... 0
B HS O- 7 H - O %
HOME INSERT DESIGN PAGE LAYQUT REFERENCES MAILINGS REVIEW VIEW Kayla Clay... = ﬂ
j Titie T | =Y} nacino [Ty Pty D
-| [ Save Current Theme X
Page
™ <« Tem.. » Document The.. » ~ & Search Document Themes yel Borders
nd ~
Organize ¥ Mew folder B @ =
& OneDrive A Name Date modified Type
[ This PC Theme Colors PM File folde
- Theme Effects File folder
B Deskicp Theme Fonts File folde
Documents
4 Downloads
B Movies
J Music
[&=] Pictures
i Local Disk (C:)
i Network v < >
File name: | Custom Theme Set 0 w
Save as type: | Office Theme ~
A Hide Folders Tools ~ Cancel

PAGE1OF1 0WORDS

[  ENGLISH (UNITED STATES)

78



Create Custom Style Sets

If you’ve customized the basic styles in a document, you can create a custom style set.

o Click the Style Set gallery
menu button on the Design
tab.

You can select an existing style
set here or save your custom
style set currently in use.

e Select Save as a New Style Set.

e Give the style set a name and
click Save.

The style set is saved. Just like with
themes, a new Custom group will
appear in the Styles gallery, above the
built-in style sets.
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Long Documents

If you’re working on a longer document, such as a
thesis paper or book, Word has several tools you can
use to organize the document’s sections and
references.

In this module, you’ll learn how to create an outline as
well as add bookmarks, cross-references, sections,
hyperlinks, captions, footnotes, endnotes, and
citations. You’ll also learn how to quickly jump
between sections of a document and create tables of
contents and indexes.

Objectives

Outlines

Navigate Long Documents
Bookmarks

Pagination and Hyphenation Options
Sections

Cross References
Hyperlinks

Table and Figure Captions
Footnotes and Endnotes
Citations

Table of Contents

Index
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Outlines

When you're working with a long document, the Outline view helps you arrange your text. It creates an
outline based on the styles you use, so it's easy to see and organize all your headings and subheadings.

Outline View

Click the View tab.

Click the Outline button in the
Views group.

The Outline view breaks the document
down so that each heading and
paragraph is represented by a single
line.

Any text formatted with a Heading
style will automatically be set at the
specified outline level, but you can
adjust a line’s outline level manually
using the tools on the Outlining tab
that appears in Outline view.

Demote or Promote Items

EHS®-O0- 01-outlines - Word ?
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW | VIEW
[.] |:| 2 [=] Outline or Q [‘3) E =B New Window ED'_\
& = Draft TGndlines El 08 B Arrange All
Read = Print  Web Zoom 100% Switch
Mode | Layaut Layout Navigation Pane ‘B split Windows -
Views Show Zoom Window

BONVOYAGE EXCURSIONS

Technology Proposal

11/1/2013
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Outline view makes it very easy to adjust the outline level of a heading.

Click the item in your
document that you want to
promote or demote.

Click a Promote (€¢) or Demote
(=) option from the Outline
Tools group.

Promoting a topic moves it to a higher
outline level, moving it one spot to the
left, while demoting a topic moves it to
a lower outline level, one spot to the
right.

You can also use the double arrow
buttons to promote a topic directly to
Level 1, the highest outline level, or
demote it all the way to body text.
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Macros
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“Macras
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® Business Needs
+ The staff of Bon Vayage Excursions has identified the following "wants and ..
° Windows 2012 Server ...
« Corporate Intranet ...
* Network Internet Connection ...
: Windows 8 Operating System ...
@ System Strategies
® Hardware
© Bon Voyage Excursions requires computers capable of running its Office .
= Bon Voyage Excursions should be equipped with touch screen devices
¢+ Bon Voyage Excursions would like a better connection to the Internet. An ...
© Software
© The proposed operating system of Bon Voyage Excursions is Windows 8 .
@ System Installation
= Consultants from World Wide Business Solutions would install the proposed
© Training
= Sam Rolf, Bon Voyage Excursion’s financial controller, has worked with
¢+ User references included with application software are frequently difficultto ...
@ Long Range Plan
= Bon Voyage Excursions is a rapidly growing organization and as such it is difficult to
» The proposed networking configuration is scalable ensuring many more users, ...
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Collapse and Expand Headings

You can collapse the contents of a heading in Outline view to make it easier to see the rest of a document.

Click in the section you want to
minimize.

To collapse a section, click
the Collapse button in the
Outline Tools group.

That heading, along with all its
subheadings and body text, is
collapsed down to a single line.

To expand, click the Expand
button.

That section is expanded once again,
displaying all the subheadings and
body text.

Tip: You can choose which outline
levels are displayed by clicking the
Show Level list arrow and selecting a
level. Only sections of that outline level
and higher will be displayed.

Bd o - 01-outlines - Word 2
OUTLINING HOME INSERT DESIGN PAGELAVOUT REFERENCES MAIINGS REVIEW VIEW
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Navigate Long Documents

The Navigation pane makes it easy to get from one place to the next in a document. You can quickly jump

between headings, pages, or search results.

Turn on the Navigation Pane

o Click the View tab EHES O- 02-navigate-long-documents - Word ? ®E - O x
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVEW | VIEW | KaylaClay.. - Jf)
e Check the Navigation [.] |:| | =l outline 1 Ruler Q [‘3) B &2 New Window e V=
P heck b e B s = Dratt Gridlines . mg—’f B8 B Arange Al i,
ead | Print We oom  100% witch " Macros
ane cnec OX. Mode Layout Layout Navigation Pane B B split Windows ~ -

The pane appears at the left. It
includes a search field for you to search
for text in your document as well as
three ways to browse: by heading,
page, or search result.

Shortcut: Press Ctrl + F.

2 EnG
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Use the Navigation Pane

Show Zoom Window Macros
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Navigating your document by page or heading allows you to jump around your document very quickly.

o Click the Pages tab in the E 90 02-navigate-lang-documents - Word *E -
Navigation pane. HOME IMSERT DESIGN PAGE LAYOUT REFERENCES-J IVIAILTNGS REVIEW VIEW Kayla Clay...
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HEADINGS PAGES RESULTS

the document looks.

Select a page in the list.

Technology Propesal

Word brings you directly to the
selected page.
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Click the Headings tab.

The Navigation pane now
displays all the headings in the
document.

Select a heading in the
Navigation pane.

Word jumps directly to that heading.

Tip: You can collapse a section down by
clicking the arrow next to a heading
that contains subheadings. You can also
rearrange sections in a document by
clicking and dragging a heading up or
down.
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Bookmarks

A bookmark in Word is just like a bookmark that you would use to mark your place in a novel. You use
bookmarks to mark a location in a document so that you can quickly find and jump back to it.

Add a Bookmark
o Select the text you want to @HS O- 03-bo s - ord ?® -0 x

HOME INSERT DESIGN PAGE LAYOUT FOFERENCES MAILINGS REVIEW VIEW  KaylaClay... ~ ‘2

bookmark.
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Office 2013 for each workstation.

Expand the Links group, if
necessary.

Click the Bookmark button.

The Bookmark dialog box N

0 pe ns. ‘Sam Rolf, Bon Voyage Excursion’s financial controller, has worked with computers for nearly 20 years
and is familiar with many of the propesed software applications. He would provide application training
and temporary help desk support to Bon Voyage Excursion’s staff members on an ongoing basis. In

Type the name of the

addition, staff members may choose to attend classes at the local technical college.

boo k m a rk- User references included with application software are frequently difficult to understand and read.
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() Location
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Training Cancel
Sam Rolf, Bon Vioyage Excursion's financial controller, has worked with compUters for nearly 20 years

and is familiar with many of the proposed software applications. He would provide application training
and temporary help desk support to Bon Voyage Excursion’s staff members on an ongoing basis. In

addition, staff members may choose to attend classes at the local technical college.

User references included with application software are frequently difficult to understand and read.
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Find a Bookmark

From the Insert tab, expand
the Links group again, if
necessary.

Click the Bookmark button.

The Bookmark dialog box, in
addition to letting you create
bookmarks, also displays the
bookmarks you’ve already
added.

Select a bookmark from the
list.

Click the Go To button.

Word jumps directly to the
bookmarked location.

Tip: If you want to delete a
bookmark, you can do so from
the Bookmark dialog box.

Click Close when you’re done.

Shortcut: Press Ctrl + G to open the Go
To dialog box, which is another place
you can search for and jump to
bookmarks.
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Pagination and Hyphenation Options

When you have a long enough document, chances are that paragraphs will end up split between pages. You
can control how this happens to ensure your document is easy to consume.

Control Pagination

There are several ways to keep a paragraph’s lines together around a page break.

a Click in or select the paragraph EHES O-: 04-pagination-and-hyphenatian-options - Word T ® - O x
you want to control HOME = INSERT ~ DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW  KaylaClay.. - ﬂ
: ol alibri (Bo :
. ) 0 CB‘hI(B;y_Jm -~ AaBbCeD | AaBbCeDr AaBbC( - it
9 CI|Ck the Pa ragraph Sett|ngs pa:te ¥ A-W-A-Aa- TMormal | TNo Spac.. Heading1 | Ed‘t‘”g
dialog bOX |auncher on the Clipboard & Font o Paragraph I Styles 5 AA
Home ta b System Installation

Consultants from World Wide Business Solutions would install the proposed computer network
Im(ludmg: setup and cenfiguration of the dedicated server and all ten workstations, fiber (Banks, 20186)
Internet connection, a new high-speed wired/wireless router, and installation and configuration of most

software. This initial installation of the three warkstations and peer to peer network would be

completed in less than two weeks.
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‘Sam Rolf, Bon Voyage Excursion’s financial controller, has worked with computers for nearly 20 years
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Click the
tab.

The Pagination group on this
tab has a few ways for you to
control how a paragraph splits
around a page break.

e Widow/Orphan control:
This prevents widow and
orphan lines by
automatically moving a
second line around the page
break. A widow line is
where the last line of a
paragraph appears by itself,
at the start of a new page.
An orphan line is the
opposite, where the first line
of a paragraph appears by
itself at the end of a page.

o Keep with next: This option
causes the selected
paragraph to follow the next
paragraph onto the next
page, if necessary. Heading
lines will automatically have
this option checked.

o Keep lines together: This
option will prevent the
paragraph from being split at
all. If there isn’t enough
room on the page for the
whole paragraph, it will
move to the next page.

o Page break before: This
option automatically inserts

a page break before the
paragraph.

Check the check boxes for the
options you want.

Click

The options you’ve selected for the
paragraph are applied.

?
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Control Hyphenation

You can also control how text breaks at the end of a line by adjusting hyphenation. Hyphenating will break
long words across lines in order to smooth out the side margins of a document.

Click the Page Layout tab on
the ribbon.

Click the Hyphenation button.

Automatic hyphenation lets
Word choose how to
hyphenate words,

while Manual will open a
dialog box and work through
the document to let you

choose how to split each word.

Select a hyphenation option.

The hyphenation option is applied to
the document.
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System Installation

Consultants from World Wide Business Solutions would install the propesed computer network
including: setup and configuration of the dedicated server and all ten workstations, fiber (Banks, 2016)
Internet connection, a new high-speed wired /wireless router, and installation and configuration of most
software. This initial installation of the three workstations and peer to peer network would be

completed in less than two weeks.
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Sections

By breaking up a document into several sections using section breaks, you can apply different page
formatting styles to different parts of your document. For example, a section can have its own page
numbering style, header and footer, paper size, or page orientation separate from other sections.

Insert a Section Break

The steps for inserting a section break are similar to those for inserting a page break.

Bd S O-
HOME 1M

o Place the cursor where you
want the section to start.

o Click the tab.

o Click the button.

There are four types of section
breaks to choose from, each
controlling whether and how
pages break between sections.

o Next Page will start a new
section on a new page.

e Continuous will start a new
section on the current page.

o Even Page will start a new
section on the next even-
numbered page, inserting a
blank page if necessary.

e 0Odd Page will start a new
section on the next odd-
numbered page, inserting a
blank page if necessary.

o Select a type of section break.

A new section is started where you’ve
specified.

Tip: You can remove section breaks the
same way you’d remove a page break.
First, show hidden formatting marks by
clicking the Show/Hide 9] button, then
select the section break and delete it.
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Customize a Section Layout

Each section can have its own page formatting independent of the rest of the document.

Place the cursor in the section
you want to format.

Click the Page Setup dialog box
launcher on the Layout tab.

Make sure the Apply to setting
is set to This section.

You could also choose to apply
these formatting options to the
whole document or from the
selected spot onward.

Customize the page setup
options.

When customizing a section’s
page layout, you can set paper
size, page orientation, page
margins, and line numbers.

You can also customize a
section’s page border in the
Borders and Shading dialog box
or customize a section’s column
layout in the Columns dialog
box.

Click OK.
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Cross References

A cross-reference points the reader to another part of the document where they can find more information
about something, such as: “See Software on Page 17 for more information.”

When the page number is cross-referenced, the reference will automatically update if the page number
changes. For example, if the referenced content on page 17 shifts to page 14, the cross-reference would
automatically update to “Page 14”.

Insert a Cross-reference

O 00 O

Click where you want to add a
reference.

Click the Insert tab.

Expand the Links group, if
necessary.

Click the Cross-reference
button.

The Cross-reference window
lets you choose what to
reference and how to format
that reference.

Click the Reference type list
arrow and select a type of
reference.

This list displays the different
types of items you can insert a
cross-reference to:

e Numbered Items
e Headings

e Bookmarks

e Footnotes

e Endnotes

e Equations

e Figures

e Tables

Once a reference type is
selected, every object of that
type is displayed.
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Microsoft Office 2010. This proposal details the uperwwe e o pugad e computers are currently
connected in a3 Windows 7 peer-to-peer network. The computers are bed 2 slow, dated, and in some
cases not efficient at running Windows 2010-based software packages. Bon Voyage Excursions has alsa
outgrown its simple peer-to-peer Windows 2010 network. Specific networking problems with the
current network include security issues, limited or no capability for client/server applications, and
network printing problems. Bon Voyage Excursions current wireless is hit or miss. This has put a strain

on productivity and people’s nerves.

Business Needs

The staff of Bon Voyage Excursions has identified the following “wants and needs” for its current

operations:

Windows 2012 Server
Consultants from several firms advise that a dedicated Windows 2012 server will dramatically improve

many of Bon Voyage Excursion’s current networking problems and limitations
Corporate Intranet
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Windows 2012 Server
Consultants from several firms advise that a dedicated Windows 2012 server will dramatically improve

many of Bon Voyage Excursion’s current networking problems and limitations
Corporate Intranet

ENGLISH {UNITED STATES) El B -——b——+ 0%

© 2018 CustomGuide, Inc. 93




O

Select what you want the cross-
reference to point to.

Click the Insert reference to list
arrow and select how you want
the reference to be displayed.

Depending on what you’re
making a reference to, you'll
have several choices on how it
appears once inserted in the
document. For example, you
can show a cross-reference to a
heading as the heading text
itself, the page number the
heading is found on, or the
heading’s number in the
document outline.

Click the Insert button.

The cross-reference is inserted.
You can move the cursor and
insert additional cross-
references, or close the window
when you’re finished.

Click the Close button.

The Cross-reference dialog box closes.
You can navigate to a hyperlinked cross-
reference that has been inserted into a
document by holding the Ctrl key and
clicking it.
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Hyperlinks

A hyperlink in Word acts just like one you see on a webpage or email. When you hyperlink text or graphics,
they become clickable and connect you to outside information or to somewhere else within your document.

Insert a Hyperlink

Select the text or graphic you
want to use as a hyperlink.

Click the Insert tab.

Expand the Links group, if
necessary.

Click the Hyperlink button.

Shortcut: Press Ctrl + K.
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Hyperlink Bookmark Cross-
reference

Links
Training
5am Ralf, Bon Vioyage Excursion’s financial controller, has worked with computers for nearly 20 years
and is familiar with many of the proposed software applications. He would provide application training
and temporary help desk support to Bon Voyage Excursion’s staff members on an ongoing basis. In

addition, staff members may choese to attend classes at the local technical college.

User references included with application software are frequently difficult to understand and read.
Therefore, easy to follow illustrated quick reference manuals for the major software applicaticns would

be useful as a training aid and as a future reference. Return to Top.

Long Range Plan

Bon Vioyage Excursions is a rapidly growing organization and as such it is difficult to make any precise
predictians on its future camputer reguirements. Nevertheless, this Enterprise Plan has made careful

considerations for future computers requirements:
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e Select the type of object you
want to link to on the left side
of the dialog box:

o Existing File or Web Page:
Creates a link that takes you
to another document, a file
created in another program
like an Excel worksheet, or
to a webpage.

e Place in This Document:
Jumps to a heading or
bookmark in the same
document.

o Create New Document:
Creates a new Word
document, then inserts a
hyperlink to the new
document.

e E-mail Address: Creates a
clickable email address that
will create a new email
message when clicked.

O Specify where the link should
lead to.

Depending on what you’re
linking to, you’ll have different
options here. Specify an
external file or webpage, a
heading or bookmark in the
document, a new file name, or
an email address.

o Click OK.

The selected text is turned into a
hyperlink that will go to the specified
location (or create a new email
message or document) when you hold
the Ctrl key and click it.

Tip: To edit a hyperlink, right-click it and
select Edit Hyperlink. To delete one,
right-click it and select Remove
Hyperlink.
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Bon Vioyage Excursions is a rapidly growing organization and as such it is difficult to make any precise
predictions an its future computer requirements. Nevertheless, this Enterprise Plan has made careful

considerations for future computers requirements:
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Table and Figure Captions

You can add captions to images and tables to help inform readers of your document. Use captions to help
keep track of images and tables by numbering them as well as providing a short description.

Add a Figure Caption

Select an image.

Click the tab.

Click the button.

The Caption dialog box opens.
The default caption label is
“Figure”, followed by an
automatic number. You can
give the caption a descriptive
name as well.

Shortcut: Right-click an image
and select Insert Caption.

Enter a caption for the figure.

You could also adjust the
position of the label by clicking
the Position list arrow and
selecting another option. By
default, captions will appear
below figures.

Click

A caption is added below the image.

Captions added this way will
automatically number themselves, in
order, from the start of the document.
If you add a new caption to an earlier
figure, each caption after is
automatically renumbered.

Tip: Since caption numbers can change,
create references to captions in your
document by clicking the Cross-
reference button on the References tab
and selecting the caption. This way, the
reference in the text will automatically
change when the caption number does.
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Add a Table Caption

You can add a caption to a table in the same way that you can add a caption to a figure. If you have multiple
types of captions in a document, you may also want to customize the numbering style so they don’t all look
the same.

Select a table.

Click the Insert Caption button.

Click the Label list arrow.
Select Table.

The caption label changes to
Table. This also restarts the
numbering to only include
table captions and changes the
position of the caption as well.

Click the Numbering button.

Click the Format list arrow and
select a new numbering
format.

You can order captions with
numbers, letters, or roman
numerals.

Click OK.

The numbering format is applied.
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Enter a caption for the table.

Click OK.

The table caption is added above the
table and will use the specified
numbering format.

Add Table of Figures

Once you have a few figures in your document, you can create a table of figures, listing each figure and the

page it's found on.

o

Click in your document where
you want the table of figures to
appear.

Click the Insert Table of
Figures button on the
References tab.

Click the Caption label list
arrow.

You can create a caption list for
equations, figures, or tables.

Select a caption type.

(Optional) Customize the table
of figures.

We can hide or show page
numbers, change how page
numbers are aligned, and
change the tab leader between
the caption labels and the page
number.

Click OK.

The table of figures is inserted and lists
all the figures in the document.
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Footnotes and Endnotes

Footnotes and endnotes explain, comment on, or provide references for text in a document. Footnotes
appear at the bottom, or the foot, of each page in a document, while endnotes appear at the end of a
section or document. Other than that difference, they work the same way.

Footnotes and endnotes have two linked parts: the note reference mark (usually a number) and the
corresponding footnote or endnote. Word automatically numbers footnote and endnote marks for you, so
when you add, delete, or move notes, they are automatically renumbered.

Create Footnotes and Endnotes

o Place your cursor where you EH S O- 09-footnotes-and-cndnates - Word 2 8 - 0 x

. h f HOME INSERT DESIGN PAGE LAYQUT REFERENCES MAILINGS REVIEW VIEW Kayla Clay... = ‘2
wa nt to Insert t € OOtnOte or % B Add T ABl I Insert Endnote B/ 1. Manage Sources @ B 9 B EF Er
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Cantents - Footnate Citation - £ [3 Bibliography = Caption 21 Entry Citation
H Table of Contents Footnotes ) Citations & Bibliograph; Captions Index Table of Auth... | »
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. Executive Summary
0 Clle the Bon Vioyage Excursions wants to implement current computer technology. Bon Voyage Excursion’s
current computer equipment is quickly bacoming obsolete and inadequate for current nesds. Based on
or button.

an evaluation of its needs, Ben Voyage Excursions wishes to install new hardware, software, and a local

A reference number i placed e
in the text, and a new footnote major positive impact on the ability of Bon Voyage Excursions to achievadl haal of providing the best
or endnote is created. Your frovelsenice posisl.

text cursor is moved to the
footnote or endnote, so you

can type out your reference.

o Type your footnote or
endnote.

* The benefits are an estimation based on the proposed software and hardware solution.

PAGE1OF1 OWORDS [[2 ENGLISH (UNITED STATES)

The footnote or endnote is inserted.

Tip: You can double-click a
footnote/endnote’s number in the
document’s text to jump to the note at
the end of the page, section, or
document. You can also double-click
the footnote/endnote’s number at the
end of the page, section, or document
to jump directly to it in the text.

Tip: To convert a footnote to an
endnote, right-click the footnote and
select Convert to Endnote. To convert
an endnote to a footnote, right-click it
and select Convert to Footnote.
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Modify Footnote and Endnote Properties

Once you’ve added footnotes and/or endnotes, you can customize the way they appear and behave.

(2
3

Click the group
dialog box launcher on the
References tab.

The Footnote and Endnote
dialog box contains options to
control how footnotes and
endnotes appear.

e Location: Select either
Footnotes or Endnotes, and
then click the Location list
arrow and choose where the
footnotes and endnotes
appear. You can also click
the Convert button to
convert all footnotes to
endnotes, or vice versa.

e Footnote layout: Select
whether footnotes appear
with the same column layout
as body text or act
independently.

e Format: Choose a number
format or custom symbol to
mark footnotes or endnotes,
select a starting number, and
control whether numbering
restarts on every page or
new section.

o Apply changes: Choose
whether the options you're
applying affect the whole
document or just the
selected sections.

Adjust the options the way you
want.

Click

The selected options are applied to
footnotes or endnotes, in the selected
sections or across the entire document.
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Citations

If you are working on a document that uses information from outside sources, add citations so that you can
properly credit the original author. Word can make citing sources and creating a bibliography very easy.

Create a Citation

Before inserting a citation in a document, you'll need to first create it by filling in the relevant information.

Click in the document where
you want to insert a citation.

Click the References tab.
Click the Style list arrow.

This menu lists common
citation styles. Different styles
are preferred for different
academic disciplines, with APA,
MLA, and Chicago as the most
common.

Select the style you want to
use.

Click the Insert Citation list
arrow.

If you’ve added some sources
already, you can select them
here. If you have a new source
you need to add, you can do
that here as well.

Select Add New Source.

The Create Source dialog box
opens, where you can enter
information for the new
source. The available fields will
vary depending on the citation
style and type of source.

Specify a source type, fill out
the fields with your source
information, and click OK.

The citation is created and inserted.
The appearance of the citation is based
on the selected citation style.

B H®S 0=
HOME IMSERT

) Add Text -
[™! Update Table

EY
Table of
Contents =

PAGE1 OF 1

Table of Contents

10-citations - Word

DESIGN PAGE LAYOUT REFEREMCES

1 [ynsert Endnote

AB Next Footnote +
Insert Insert

Footnote = Show Notes
Footnotes K}

Windows 8 Operating System

m I Manage Sourcesy
v )
Style: BBA -

Citations & Biblig

?

MaJ REVIEW

BD"@D

[
This version is new. Click here to
update your document.

VIEW

Citation~ £ 3 Bibliod APA

Chicago

‘With the new apps and improved search capability, Windows 8 w¢|Sixteenth Edition
administration/ownershig} Windows & would also be beneficial to) GB7714

System Strategies

Hardware
Bon Vieyage Excursions requires computers capable of running its

software, and travel reservation system without slowing down or

2005

GOST - Name Sort

2003

GOST - Title Sort

2003

Harvard - Anglia

2008

[EEE

2006

IS0 690 - First Element and Date
1987

IS0 690 - Numerical Reference
1987

MLA

Seventh Edition

SIST02

2003

Turabian

ist

network connection ta the Internet to access e mail and the World . pop o

Finally, Bon Voyage Excursions requires a dedicated Windows 2012 server to manage and administer

0 WORDS

[[2  ENGLISH (UNITED STATES)

H - 0O X
Kayla Clay... = ﬁ
o E
=f

Mark

Citation

Table of Auth... A

WHS O -
HOME INSERT

) Add Text -

Table of
Contents =

PAGE1 OF 1

DESIGN PAGE LAYOUT REFERENCES

-

1 [yInsert Endnote

=, Manage Sources

?

MAILINGS REVIEW VIEW

[ Update Table AR Next Foof E@style: |APA -
F Tnsert ? T > Tnsert Mark
Footnote =| Show Notes Citation + £ [3 Bibliography - Caption 21 Entry
Table of Contents Footnotes 5 Hay, J. Captions Index

Getting Started with

Windows 8 Operating System
With the new apps and improved search capz

3 Add New Source..

Server 2012, (2012)

< cost of computer

B -
Kayla Clay...

@D"@D EF@

Mark
Citation

Table of Auth... | &

o x

£

administration/ownership. Windows 8 would  Intranet.
=% Add New Placeholder...
Create Source ? X
Type of Source | Boak ~
Eibliography Fields for APA
Author R Banks Edit
[ corporate Author

Title |How to Use Windows &

Year |2013

City | Richville

Publisher Training Press

[] show All Bibliography Fields
Tag name Example: Adventure Waorks Press
REa13 /_, Cancel

Finally, Bon Voyage Excursions requires @ dedicated Windows 2012 server to manage and administer

0 WORDS

[2 ENGLISH (UNITED STATES)

102



Add a Bibliography

Once you’ve added several sources that you’ve referenced in a document, you can automatically generate a
properly formatted bibliography.

o Click in the document where ®E S O - 10-ctatons - Wore ?® -5 x

. HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MALINGS  REVEW  VIEW  KaylsClay.. - Jf]
you want to insert a

B E’] Add Text - 1 ’r—mlnsert Endnote (=] S‘,,Managa Sources EE | + B * Gr
TRT AB \ - -
bibliography. [V R

Table of (ot update Table Insert Ag:aﬁio:me ’ ?;Tf: AP: " Insert B Mark Mark
Contents - Footnote = show MNotes [y Bibliography - Caption =1 Entry Citation
e On the References tab, click Table of Contents Footnotes [ itatid Built-In
I Bibliography
the Bibliography button.
Bibliography
. Chen, 1. (2003). Cirorions and Refersnces. New York: Contoso Press.
A gallery appears, with a few o ) ‘
different bibliography styles | b o “
that contain different titles. 6 fetereness
References
. . . Chen, 1. (2003). Citations and References. New York: Contazo Press.
o Select a Bibliography option. 0 N _ ‘
Kramar, 1, 0. (2006). How to chi
The bibliography is created and Works Cited
automatically filled in with the sources WorksChed
S,
you’ve cited. . 05, Gt : ‘
R —
£y Insert Bibliography

PAGE1OF1 OWORDS [ ENGLISH (UNITED STATES)

© 2018 CustomGuide, Inc. 103



Table of Contents

Word can generate a table of contents for your document based on the document’s heading styles. For
example, paragraphs formatted with the Heading 1 style would be main headings in the table of contents,
paragraphs formatted with the Heading 2 style would be subheadings, and so on.

Insert a Table of Contents

o C||ck in the document Where N 95 O = 11-table-of-cantents - Ward ? B - Ell:(
. HOME IMSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Kayla Clay... = A
you want to insert a Table Of % ) Add Text - AB* [y Insert Endnote B/ ' Manage Sources @ B 9 B :F e
Contents. ™| Update Table AB Next Footnote - Syl [APA - =)
Table of nser Insert 9% Insert Mark Mark
Cantents Footnote =l Show Notes Citation -  [3 Bibliography - Caption T3 Entry Citation
A table Of Contents can ta ke Up Built-In + |5 & Bibliography Captions Index  Table of Auth... AA
|Automatic Table 1
a lot of space. The best place .
ontents
for a table of contents is a e —————
blank page, near the beginning e ‘
of a document. [Automatic Table 2
. Table of Contents
e Click the tab onthe ||
ribbon. Hescig 3 :
o Click the Manual Table
button. e, .
TYDE CHARERE 10 (ML 2] osics o s s e e s s s e
A gallery of built-in styles B8 More Table: of Contentz from Office.com v
[E] Custom Table of Contents...
appears. You can select one of | . " 00 "
these, browse for more tables

of contents on Office.com, or
create a custom table of
contents style.

° Select a table of contents style.

The table of contents is inserted, listing
all the headings in the document in
outline order, as well as the page
number that each heading appears on.
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Customize a Table of Contents

If one of the built-in templates isn’t quite what you’re looking for, you can customize a table of contents.

Click anywhere in the table of
contents.

Click the Table of Contents
button.

Select Custom Table of
Contents.

A dialog box opens, with
options to customize the
appearance and behavior of
the table of contents.

You have the option to toggle
whether page numbers appear
and whether those page
numbers are right-aligned, as
well as specify what sort of tab
leader appears between the
heading text and the page
number.

You can also select whether the
table of contents uses the
current document’s theme, or
select another theme from the
Formats list.

Finally, you can adjust how
many outline levels deep the
table of contents should go.

©- 0 =

HOME INSERT DESIGN PAGE LAYOUT

[ 5 |
% ) Add Text -

[ Update Table

1 [ylnsert Endnote

AB, Next Footnote =
Table of

Contents -
Built-In
Automatic Table 1

Insert
Footnote [l Show Notes

Contents

Heading 3

11-table-of-cantents - Word ?

B - 0O X

REFEREMNCES

@

Insert . .
Citation ~ ¥ Bibliography -

+|is & Bibliography

MAILINGS REVIEW

Eilfs
Insert
Caption =2
Captions

VIEW

Kayla Clay... = lj‘
me g

Mark
Citation
Table of Auth... &

5], Manage Sources
EgStyle: |APA -
5 Mark
Entry
Index

Automatic Table 2

Table of Contents
[ EE———
Hoadng 2......

Heading 3

Manual Table

Table of Contents
Type chapter title (evel 1)

@ More Tables of Contents from Office.com
E] Custom Table of Contents...

B( Remove Table of Contents

LTl T S —————

e A T R P R

© 2018 CustomGuide, Inc. 105




The table of contents is replaced by the

Customize the appearance of
the table of contents.

As you adjust the table of
contents options, the previews
update to show you how the
table of contents will appear.

Click OK.

If you’re customizing an
existing table of contents,
you’ll need to confirm the
changes that you’ve made.

Click OK.

table that you customized.
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Update a Table of Contents

If the content of the document changes, you will need to update the table of contents to include new or

changed information.

Click inside the table of
contents.

When the table of contents is
selected, tabs will appear
above it with options to
change or update the table.

Click Update Table.

A dialog box will open, asking
how you want to update the
table.

Select what you want to
update:

e Update page numbers
only: This option will update
page numbers, but not
headings. Use this option if
you’ve added text to
sections, but haven’t added
new headings or reordered
existing ones.

e Update entire table: This
option will update both
headings and page numbers.
Use this option if you've
added new headings or
reordered existing ones.

Click OK.

The table of contents is updated to
reflect the changes in the document.
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Index

An index can usually be found at the end of a document, listing the key words and phrases in a document,
along with the page numbers they appear on. There are two steps involved in creating an index: defining
which words you want to appear in the index and then inserting the index.

Insert an Index Entry

Select the text you want to
include in the index.

Click the References tab.

Click Mark Entry in the Index
group.

The Mark Index Entry dialog
box opens, where you can set
up how the index entry works.
The main entry field is filled
with the selected text, and you
can also add a subentry that
will appear below the main
entry.
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Adjust the index entry’s settings
and choose an index entry
option:

e Cross-reference: Adds a
reference to another index
entry, instead of listing the
current page number.

o Current page: Lists the
current page number for the
selected index entry. This is
the default option.

e Page range: Lists the range

of pages that are included in
the bookmark that you click

in the Bookmark list. Before

using this option, you’ll need
to create a bookmark of the

selected range.

Click the Mark or Mark
All button.

Clicking Mark will create an
index entry for the selected
instance of the word. Clicking
Mark All will instead create an
index entry for every instance
of the selected word
throughout the document.

Once you mark an entry,
formatting marks will be
displayed so that you can see
the hidden text that marks
index entries. The window
remains open, so you can
continue to mark index entries
throughout the document.

Repeat the process for your
other index entries.

Click Close when you’re done.

Tip: Index entries are invisible
and will not be printed.
However, you can see them
when the paragraph marks are
turned on.
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Insert an Index

Once index entries have been marked, you’re ready to insert the index.

Bd e O-

Click in your document where
you want to insert an index.

Indexes usually appear at the
end of a document and can
take up a lot of space, so a
blank page at the end is ideal.

Click the Insert Index button
on the References tab.

The Index dialog box opens,
where you can set up how the
index will appear.

You can choose whether to
right align page numbers and
select a tab leader that
appears between text and
page numbers. You can also
select whether to use a
document’s formatting theme
or select another one.

You can choose whether
subentries will be indented
below the main entry or shown
run-in style in a paragraph
below the main entry.

Customize the appearance and
behavior of the index.

Any changes you make to the
index appearance will be shown
in the Print Preview.

Click OK.

The index is inserted, automatically

filling itself out with all the index entries

in the document.
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Update an Index

When you insert an index, it automatically adds every index entry in the document. If you add or modify
index entries after the index is created, you’ll need to update the index.

o Click anywhere in the index. @HS O - 12-indax - Word ?® - B X
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