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Formatting a Document
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How to select fonts, font sizes, and text colors?
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How to apply font style?

B} assistant Manager Trainees. DOC - Microsoft W
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How to use the Font dialog box?
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How to align text?
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How to add numbering and bullets to a list?

B Assistant Manager Trainees. OC - Microsoft Word
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How to use the Bullets and numbering dialog
box?

T4 |.ab04. doc - Microsoft Word E“E|[X|
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How to adjust line spacing?
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How to use tabs?
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Text Indentation

@ Document1 - Microsoft Word
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Indenting Text via the Ruler

0 Make sure the ruler is displayed. If it Is not, click View then
click Ruler.

0 Put the insertion point in the paragraph you want to adjust its
Indents.

0 Drag the spotted triangle to adjust the indent of the paragraph.

Drag the triangle to adjust the Left indent.
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Left first-line indent Right indent
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How to use the Paragraph dialog box?

Word Paragraph

I. Click Format, then
cIickPnrngrnph. Format | Tools Tabl

Indents and Spacing | Line and Page Breaks

g = " i A Font..,
= = A= |_; e G:rln-eral X 2 T the di nce for the Iﬂ'ﬁ =
: 1 - 14 E. ignmen |
fii [imes New Roman ) 1. i mdent hm or use the spin ba:r. -
Bullets and Mumbs Direction; Lol I
Borders and Shadl Indentation .
. z Before text: |0 2| Ii Eive:

3. Type the distance for the frr E ! apedal i ,
= i g rlg After bexk: 10 mim : | fngre} [-_y.“ : |
. indent here or use the spin box. : ?

2 A4 styles and Format) | < 4. Select First I-_t.-;l:.i-,n.n.-,-
N W oot line to indent the .. = ”
2 Object... = v ine  pacing: &t
3 first line ﬂ_fi?am‘. = 7 =5
; _ ; i szsﬂﬂnngtng to have
= the first line extend to the
: Preview left of the rest of the text.
= c[@=w < 6. Click the OK button to
Draw = | AukoShapes - “‘\ w [ LC3 qﬂ"{? the indent fo the [ - ] i - | |
Fre grqp S
Fage 1 Sec 1 1/1 &k 25mm cu ﬂtpﬂfﬂ h.
PYPO0O02 Intro.to Computer Microsoft Word 13

Science



—!
Page Breaks

0 A Page break occurs within a document
where one page ends and the next page

begins. Word automatically inserts a page
break.

0 In Normal View, a horizontal dotted line
Indicates a page break.

0 We can also insert a manual page break at any
point In the document.
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Section breaks

0 A section break divides a document into
sections. In each section we can apply
different page-based formatting.

0 Use sections when parts of a document
require different page-based format settings
for margins, borders, columns, headers and
footers, page numbering.
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How to insert page breaks and section brakes?
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How to apply Columns to Existing text?

@ Document3 - Microsoft Word
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:click Columns Font. . Jur the sumber o). busion o apply
: = - columns desired. ol

Paragraph...

: A4 Times Mew Roman - 13
El g o . Bullets and Mumbering
T HE TR O, PR PR o

Eorders and Shading. .

Hil I was happy | cancel

L the kids T realls Columns... Two Three  Left  Right _
1. Selecr the texrt Tabs... _ _ [ ] Right-to-left

. Mumber of oolumns: A [] Line betwesn
to be formatted in t1 o

multiple columns. © Width and spacin Preview
Skwles and Formatting ' it

' Col #: Wficdth: Spacing:

Insert Text Box =y 60.8 mm 5 12 7 mm =

- D
=] %
2 M| &

| i

2 By default, the "™  [05q04 column width
columns will be
of equal width.

sorty for shortr Selected text

= Catatal

E B|E|EHEL

Page 1 Sec 1 1j1 at S9mm Ln & <ol 1 English (.5 B ]

PYPO0O02 Intro.to Computer Microsoft Word 17
Science



How to customize Columns?

T Document3 - Microsoft Word -
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How to set margins?

¥ Document I.

To change psrasa 2. Click the Margins
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How to select the Paper size?

EE. Document1 - Microsoft Word
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Headers and Footers

0 A header Is text that appears at the top of
every page of a document.

0 A footer Is text that appears at the bottom of
every page of a document.

0 Headers and footers are displayed only In
Print Layout View, In a print preview, and on
printed pages.
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How to create headers and footers?

B Goo ALDOC - Bic : i ]
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How to create Page X of Y in Header/Footer?

I§ Document1 - Microsoft Word [Z“E|E|
2 File Edit  Wiew ol Click Fiew, ble  ‘Window Help adobe PDOF  Acrobat Comments X
{0 05 3 )| then click Header , & | 9 - ~ - | O[] 91 =~ -B:T[
£ Header - Tme@Rd FO0OlCr 3 7 U | === s=) - A - E s [
E e MUPPE . oz g B e
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