MS Word - Advanced

Handouts available at glensidepld.org/technology
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Styles:

Use styles to assign consistent styling to your documents, as well as create a set of
styles that you can customize and change at any time without editing each instance
of that formatting. To set a piece of text to a style, highlight that text before clicking
on the style you’d like to use (Heading 1, Emphasis, etc.).

Styles can be found in the Home tab.

| e TITLE Title: TITLE Title Title T Tile Tme T =# Paragraph Spacing -
A e Title o - o Title A

e o | Veazrg 1 - @ Effects ~

—| Colors Fonts
- - . @ Set as Default

v —
.......... e —— Y.

Document Formatting

Design:

Modify the way your styles appear and even change your personal computer’s default document
styling using Design Formatting. Document Formatting can be found in the Design tab.
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Table of Contents:

Choose from a few styles for a Table of
Contents, which will be populated by all of the
text you've set with the style Heading 1.

The Table of Contents can be found in the
References tab.
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Header & Footer

Header & Footer:

Set up page numbers or any custom text to
appear at the top and/or bottom of every page
in your document. This text will be lighter and
smaller than the text in your main document.
Header & Footer can be found in the Insert tab.

W Glenside Library

Friendly, Inviting, Innovative and Exciting
25 E Fullerton Ave, Glendale Heights, IL www.glensidepld.org 630-260-1550

(Yo |




D lad O D @ =l a.

Plcturﬁ Onlineg Shapes lcons Smart&rt Chart Screenshot
Pictures - Models* >

llustrations

Insert lllustrations:

Add photos from your computer or online, shapes,
and more. lllustrations can be found on the Insert tab.

lllustrations get their own special formatting tabs. You can resize by moving the “handles” at
the corners and on the sides of images. Shapes often have one or more yellow handles to alter
specific parts of the shape (in the example, you can make the arrowhead bigger or the arrow
“stick” different width). You can also change the way text wraps around the images (text

wrapping examples on page 4).

Drag to resize the image but maintain the
aspect ratio

Drag to “squash” or “stretch” the image

Use the rotate handle at the top to turn
the image

Shapes can be manipulated like pictures
and may have one or more yellow handles
to change some aspect of the shape

Here, you can adjust the width of the
“stick” and the length of the “arrowhead”
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Pictures and shapes have their own special set of commands. You can make basic adjustments
to color, brightness and contrast, or apply artistic effects. You can also choose from pre-made
styles that alter image shape, borders, drop shadow, and more.
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You can add tables to your Table Pictures Online Shapes Smartf
document on the Insert tab. Click - Pictures ~

Table and drag to create a table of 333 Tabl stionl
the desired rows and columns. sl
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3 X 3 table inserted

Tables have a Design tab and a Layout tab to modify the table in your document

Layout
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Page Setup:

Here you can change margins, paper size, orientation, or divide your text into
columns (see the example below). Page setup can be found on the Layout tab.

: % I:IIZ' £ Height 0.21"
- split  Split  AutoFit g 216"
Cells  Table @
@ ITD’E:“ IE "# Breaks -
: i ) i £ Line Mumbers -
Margins Orientation Size Columns
- - = = bt Hyphenation -
Page Setup a

Two column page setup

a% massa aliquet
vel. Aenean in eros at
lectus viverra
dignissim eget a nisl.
~ Duis blandit maximus
vestibulum. Pellentesque habitant morbi
tristique senectus et netus et malesuada
fames ac turpis egestas. Nullam aliquet id
eros eget faucibus. Curabitur rutrum odio
sed tempor efficitur. Proin congue, nulla
quis euismed interdum, nulla eros
malesuada ligula. lobortis vehicula est
nisi in diam. Sed convallis varius
tortor, ut sollicitudin ante lacinia
non. Fusce pretium erat purus, ac
bibendum dolor rutrum vel.

Quisque ornare dui sed purus gravida, sit
amet pellentesque nisl  imperdiet.
Maecenas dictum ligula vestibulum ligula
feugiat rhoncus. Maecenas feugiat, ipsum
eget condimentum aliquam, erat magna
faculis sem, ut laoreet lectus ante vitae ex.
Ut pulvinar tellus est, nec cursus turpis
malesuada vitae. Vestibulum tempor ex
odio. et blandit ante maximus id.
Phasellus eu dignissim wurna. MNulla
ultricies, nulla eu suscipit hendrerit, ante
urna blandit tellus, a efficitur neque lectus
sed arcu. Aliguam condimentum arcu eget
augue maximus luctus egestas ac dolor.
Vivamus a nisl a sapien vulputate semper
ultrices at velit. Proin volutpat, magna in
P . . )

Photo with sizing handles.

Text wrap = Square

IR aximus posuere.
Suspendisse scelerisque nisi vitae tempus
dapibus. MNulla porta a eros at varius.
Pellentesque convallis urna in felis tempus,
non imperdiet mauris consequat. Ut
tincidunt lectus a augue tincidunt posuere.
Praesent ornare libero at ligula sollicitudin

Pellentesque
commodo tincidunt.

Etiam dolor nunc, dapibus vitae

aliquet eu, molestie id erat
Praesent molestie in felis at laoreet. In
egestas purus sed facilisis feugiat.

Suspendisse sed lacinia magna. Duis
imperdiet mauris diam, ut malesuada leo
wulputate ut. Cras tincidunt neque non
tortor ultricies, eget sodales sem efficitur.
Vestibulum id mauris vel massa cursus
ullamcorper consectetur et eros. Sed in
arcu quis nibh vehicula eleifend ultricies
eget urna. Curabitur hendrerit nulla vitae
diam finibus varius. Maecenas bibendum
facilisis justo, ac molestie ipsum consequat
nec. Vivamus finibus volutpat dui, vitae
wulputate odio finibus ut.

Vivamus ut egestas erat. In aliquet eget nibh
quis tempus. Praesent venenatis ante quis
dapibus pretium. Duis mattis mauris at urna

pellentesque,_ac eleifend augue hendrerit,

W Glenside Library

Friendly, Inviting, Innovative and Exciting

In Line with Text
Square

Tight

Through

Top and Bottomn
Behind Text

In Front of Text

t~]  Edit Wrap Points
v Mowve with Text

Fix Position on Page

T More Layout Options..,

Set as Default Layout

Text wrapping options

25 E Fullerton Ave, Glendale Heights, IL www.glensidepld.org 630-260-1550

Last mod: JRB 2/16/2023




