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12. Borders and Shading
To add a border to text/paragraph

+ Step 1: Select the paragraph you want to format.
+ Step 2: In the Home tab click the Borders dropdown in the paragraph group.

Documentl - Word Haley Piper @& = (] X

Layout References Mailings Review View Developer Q Tellme Q Share [

e - < v = 5= & £ Find ~
y) ~ - e e =3= 4
D Calibri (Body) ~i11 A A Aa < B = e 3 ol | o AaBbCcD| AaBbCcDe AaBbC( =
= 2ac Replace
Pa'ste ¢ B I U-abex,xX A-¥-A T Normal | TNoSpac.. Headingl = Reguacts

Clipboard & Font Bottom Border = Editing ~

i+ Top Border P 6 e e AT
i Left Border

| Right Border
i No Border
3 Al Borders
[£1 Outside Borders

. Step 3: Hover the mouse over the options to see a preview and click on the border of

your Ch0|ce fiiw T Normal | T No Spac
i+ Bottom Border
To add Shading to text/paragraph FH TopBerder
[ Left Border
. Step 1: Select the paragraph you want to format. £ Bight Boicer
i No Border
« Step 2: Inthe Home tab click the Borders dropdown in the paragraph g T—
group [¥] Outside Borders
. Step3: Select Borders and Shading at the bottom of the drop-down box. "
. Step 4: A Borders and Shading dialog box will launch. The dialog box T Inside Vertical Border
will have three tabs borders, page border, and shading.
. Step5: Select the Shading tab. From here you can choose acolora nd = oot
shading style. Then click OK. [4 DrawTable
[ View Gridlines
[ Borders and Shading...

In the dialog box the Borders tab allows you to customize the style, color and

width of a border for your chosen paragraph or sentence. The Page Border tab allows you to customize
the style, color, width, and art of a border for a single page or an entire document. The Shading tab
allows you customize the color and style of shading to your chosen paragraph or sentence.
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4. Insert Tab Basic

Pictures and clip art can be inserted or copied into a document from many different sources,
including downloading from a clip art website provider, copied from a web page, or inserted from
a folder where you save pictures.

From the Insert tab, you will be working with pictures, shapes, and charts, as well as headers
and footers.

1) Creating Tables
A table is a structure of vertical columns and horizontal rows with a cell at every intersection.
Each cell can contain text or graphics
Once you are working in a table, two contextual tabs will appear called Table Tools ( Design

and Layout). The ribbons for both these tabs are featured below. Table Tools Design Tab

The Design tab includes table formatting, cell and table borders, arranging the table on the page, and
the size of the table.

H -0 &5 = Documentl - Word able Tools Haley Piper @ O
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Table Style Options Table Styles Borders ]

Table Tools Layout Tab
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[¥ Select~ [* Draw Table L_] m [ Insert Below Merge Cells | §]/0.19" o=l S (S A_:): @ Al [T Repeat Header Rows
[ View Gridlines = [T Eraser Dele;; S & Insert Left [ split Cells 325" H BEE ﬁ = SZM B Convert to Text
EF Properties - Above L2 Insert Right £ split Table F AutoFit - = E & pirection Margins Jx Formula
Table Draw Rows & Columns [F Merge Cell Size [F Alignment Data
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Create a Table:

» Step 1: From the Insert tab, click the Table button. This will display a simple grid shown
below. When you move your mouse over the grid cells, it makes a table which appears in
the document.

Documentl - Word Haley Piper (]
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Design Layout References Mailings Review View Developer Q Tell me £ Share
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Pages | Table Pictures Seresratid aple Links  Comment Text Symbols
- = T5 SmartArt L3 - [#] Page Number~ | oy~ .- ~
Insert Table s BUtton Comments Header & Footer Text ~
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[ Insert Table...
[ Draw Table

Efy Excel Spreadsheet
EA Quick Tables IS

» Step 2: Click the square representing the lower-right corner of your table, which will
create an actual table in your document and Word goes in table design mode giving lots

of options to work, including two contextual tables: design and layout.
H -0 &8 = Documentl - Word Table

Haley Piper Bl

File Home Insert Design Layout References Mailings Review /i Layout Q Tell me £ Share [

| Header Row s FirstColumn | oo | oo " . i
Total Row Last Column S=SE= = = | > z T = Table styles
v!| Banded Rows Banded Colum - = Button

Table Style Options

Borders =

Table Style

Options

. Step 3: This is the optional step if you wantto have [z . - o e oo
a fancy table. Click the Table Styles button to I: :
display a gallery of table styles. When you move ‘ . (eam
your mouse over any of the styles, it shows a real- ol

time preview of your actual table.

« Step 4: To select any of the styles, just click over
the built-in table style and you will see that
selected style has been applied on your table.

« Step 5: You can also right click anywhere in the
table to receive options to Insert/Delete rows &
columns.

Delete a Table:

« Step 1: Click anywhere in the table you want to delete.

» Step 2: Click the Layout tab, and click the Delete Table option under the Delete Table
Button to delete the complete table from the document along with its content.
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2) Inserting a Picture
» Step 1: Click where you want to insert the picture in your document.

» Step 2: On the Insert tab, in the lllustrations group, click the Picture button.

H s \ Haley Piper | = O X
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Design Layout Referer Picture View Developer Q Tellme ,Cl Share [
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D Header »
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Tables Illustrations Tap Media Comments Header & Footer Text ~
» Step 3: Locate the picture that you want to insert. For example, you might have a picture
file located in My Documents.
» Step 4: Double-click the picture that you want to insert.
Picture Tools Format Tab
This ribbon is accessible when you are working with pictures and can be viewed once the
contextual tab appears. The Format tab includes tools for adjusting, adding styles, and arranging
pictures.
B H - 0 - Document270 - Word PICTURE TOOLS 2 EL— T X

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ‘ FORMAT | Kelly Keefer ~ @ |
I8 ions ~ ] B2 pi - | Bring Forwa z - T3 ot
gﬂ Corrections = — | 12 Picture Border 31 Bring Forward ,l(_. g]# $0foss’ <l
! Color~ E,";] | | asmal sl | |~ (3 Picture Effects ~ = 1 Send Backward - 'f] e = =df
Remove = =5 =1 Position Wrap G 5 Crop =21 g~ -
Background | [Z3) Artistic Effects~ 43 ~ |~ BL Picture Layout ~ 5 Text- Dl Selection Pane A~ Saer] x]
Adjust | Picture Styles F Arrange Size =l ~

and the left and right margins.

3) Inserting a Shape
» Step 1: On the Insert tab, in the Illustrations group, click Shapes.

Computer Skilles 1 (lecture 4) First Stage Dina Hassan 24




Documentl - Word

Haley Piper

Design Layout References Mailings

i
l:] [[& Online Pictures dichet | B [[a]] =3

e ~ Shapes
Pages  Table P.cmres e~ —— el = - S Butt BS Symbols
- = Recently Used Shapes ; . utton = - e
Tables EBENXNNOOCOA L LS CS p Media Comments Header & Foote Text -~
il S ‘2 T\ r\ { } ¥%

Lines
NG T, 7 RO R

Rectangles
[ [} o Ve e o | o [

Basic Shapes
EOoOANONADSO
2 ecocodr Le
2 SO.?BUQ%
- { ¥

O]
JI ®

Shapes

Block Arrows
- AN AL A M AN SS o o A o o

Step 2: Click the shape that you want, click anywhere in the document, and then drag to
place the shape.

Step 3: To create a perfect square or circle (or constrain the dimensions of other shapes),
press and hold SHIFT while you drag.

4) Inserting a Screenshot
Step 1: Click the document that you want to add the screenshot to.

Step 2: On the Insert tab, in the Illustrations group, click Screenshot. Here, you will
find a thumbnail image of every Window open on your computer at that moment.

Documentl - Word Haley Piper |
Design Layout References Mailings Review View Developer Q Tell me Q+ Share
o - - [#~
B - r\@Onhne Pictures o1 Chart EIDQ > :%3 a [ Header E- [ Q
- [3) Shapes ~ + ? > [] Footer~ 4 - B
Pages Table Pictures = 4 Screenshot - Document Add-  Online Links  Comment
- v ] SmartArt ;
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Symbols
Available Windows

[#] Page Number ~

rations
Screenshot IR EE——— el Available
Button : } (= = £ °F ' Windows Gallery

>

! , = Screen

e Clipping
4 Screen Clippin q
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* Step 3: Do one of the following:

o To add the whole window, click the thumbnail in the Available Windows
gallery.
o To add part of the window, click Screen Clipping, and when the pointer

becomes a cross, press and hold the left mouse button to select the area of your
screen that you want to capture.

Step 4: If you have multiple windows open, click the window you want to clip from
before clicking Screen Clipping. When you click Screen Clipping, the program you are
working in is minimized and only the window behind it is available for clipping.

Note: After you add the screenshot, you can use the tools on the Picture Tools tab to edit and enhance the
screenshot.
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» Step 3: Add command to Quick Access Toolbar in Word

5) Creating Charts
You can insert many kinds of data charts and graphs, such as column charts, line graphs, pie charts,
bar charts, area graphs, scatter graphs, stock charts, surface charts, doughnut charts, bubble graphs,
and radar graphs. Follow these simple steps to create a chart.

+ Step 1: On the Insert tab, in the Illustrations group, click Chart.

Documentl - Word Haley Piper & = O

X

Design Layout References N, Developer Q Tell me 9, Share

B D & ['& Online Pictures o1 Chart [] Header~ E-[#- 0
'—=" [ Shapes~ [2) Footer~ 4 - B
Pages Table  Pictures = & Screenshot ~ Document ™ AUTURNINE omment Text Symbols
- % =] SmartArt ¥ Kem ins* | Video v B Page Number~ = poy~ /|- -
Tables Illustrations Tap Media Comments Header & Footer Text ~

» Step 2: Inthe Insert Chart dialog box, click the arrows to scroll through the chart
types.

I (mF (BR dim e

Clustered Column

FAREFOA%RE

» Step 3: Select the type of chart that you want and then click OK.

» Step 4: You can choose from many different types of graphs in the Insert Chart
dialog box

+ Step 5: When you rest the mouse pointer over any chart type, a ScreenTip
displays its name.

» Step 6: Edit the data in Excel 2016.

» Step 7: When you are finished editing your data, you can close Excel.

il = 5] Chart in Microsoft Word x
A B ¢ | b E F Data for Chart =

> Series1 |Series 2 Series 3

2 |Category 1 4.3 2.4 2

3 |category 2 2.5 a4 2 N

4 |Category 3 3.5 1.8 3

5 Category4 4.5 2.8 =4

6 -

i -~

[«] [»]
6) Text Box
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Q Tell me what you want to do
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To insert a text box:
Select the Insert tab, then click the Text Box command. O A drop-down menu

will appear. Select Draw Text Box.

-~ [ Header - A E - [ -
[ Footer~ [:I':t_l < - B3 £2 Ssymbol ~
= |

nent
[¥1 Page Number ~ Bow~

e Built-in

Austin Sidebar

Austin Quote

Simple Text Box

Banded Sidebar Facet Quote
>

Banded Quote
= More Text Boxes from Offi
Draw Text Box [

Click and drag anywhere on the document to create the text box.

iiiiiiii

The insertion point will appear inside the text box. You can now type to create text

inside the text box.

7) Headers & Footers
Headers and footers are parts of a document that contain special information such as page numbers and

the total number of pages, the document title, company logo, any photo etc. The header appears at the
top of every page, and the footer appears at the bottom of every page.

Add Header and Footer:
Step 1: Click the Insert tab, and click either the Header button or the Footer button. Assume

you are going to add a header, when you click the Header button it will display a list of builtin
headers from where you can choose any of the headers by simply clicking on it.

27
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Button

Facet (Even Page)

Facet (Odd Page
7~ ¢ ge)

. |

» Step 2: Once you select any of the headers, it will be applied to the document in editable mode
and the text in your document will appear dimmed, Header and Footer buttons appear on the
Ribbon and a Close Header and Footer button will also appear at the top-right corner.

Docurment! - Ward =adet & Fooker Tocls Haley Piper i - (8]
Design Layout References Marlings Review View Devdoper Q Telme 4(’1 Share
| Header~ ” [ L| Quick Parts ~ ¢ Previous Different First Page 1 Header from Top: 0.5" -
{2 nw |
{ =]

[3] Footer= 'h o Pictures “» Next Different Odd & Even Pages T Fooker From Bottoms 0.5' &
Date & Document Gotlo Goto = e Close Header
) Page Number~ | Time  Info~ 4@ Online Picturss | ieader Footer 4 Lk to Pievious | (¥ Show Document Tex [ Insert Ahgnment Tab R

Header & Footsr Tnserd Neavigatior Dpticns Poxition Close ~

Header & Footer Tools Design Ribbon

» Step 3: Finally, you can type your information and once you are done, click Close Header and
Footer to come out of the header insertion mode.

Note: You can follow a similar procedure to add the footer in your document.

Edit Header and Footer:

Nervomartt = Wt

eview View Devdloper

Ny Close Header &
Header~
= Foster~ O Footer

T Close Header
3 Page Number ~ Time

[¥ Show Document Text [ Insert Algnment Tab HEH T

Header & Footer Tnserd Navigatior Dptions Poxition Close ~

« Step 1: Click the Insert tab, and click either the Header button or the Footer button. Assume
you are going to edit the header, so when you click the Header button. It will display a list of
options including the Edit Header option.

» Step 2: Just click on it and Word will display an editable header for you as shown below.

+ Step 3: Now you can edit your document header and once you are done, click Close Header
and Footer to come out of header edit mode.

Note: You can follow a similar procedure to edit the footer of your document.

8) Page Number
* On the Insert tab, click the Page Number command.
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- - Number ~ Box ~ Parts ~ - Cap~ | Object ~
Header & F \-'* Top of Page » Text
& w—- = Bottom P >
= = Margir >
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[*Fq Eormat Page Numbers
[« Remove Page Number

* Open the Top of Page, Bottom of Page, or Page Margin menu, depending on where
you want the item to be positioned. Then select the desired style of header.

s ™ T T ~
W | g - JEE 4
Wikipedia  Online Comment t Header Footer  Page Text Quick WordArt
Video | '7 Cross-reference - - Numbers Box- Parts~
I | [~1/[® TopofPage »
Page X [F f Page
Accent Bar 1 [
C:
[y Eormatp
[B Remove Page Number
Accent Bar 2
[} s isee, is the
[ r missed an
Page X of Y ;
¥ Bold Numbers 1 ited States
1 i, featuring
ot
purely
1 Bold Numbers 2 poetry and,
hetet e editors of
“n its editors,
[@ More Page Numbers from Office.corr N

iters that

» Page numbering will appear.
To hide the page number on the first page: In some documents, you may not want the first page to show the
page number. You can hide the first-page number without affecting the rest of the pages.
1) Double-click the header or footer to unlock it
.2) From the Design tab, place a checkmark next to Different First Page. The header and footer will disappear
from the first page.
If you want, you can type something new in the header or footer, and it will only affect the first page.

ers_Practice - Word

Mailings Review i Q Tell md
L*] [Eiq Previous [ Different First Page
Eip Next L\\sDifferent Odd & Even Pages
Go to
Footer Previ | Show Document Text
Navigation Options

9) Date & Time
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# Date & Time

Quickly add the current date or
time.

To insert the current date as a field using the Date & Time command:

* Click in the document where you want to insert the date:

* Click the Insert tab in the Ribbon.

» Select Date & Time in the Text group. The Date and Time dialog box appears.
* Click the date in the format that you want.

» Select the Update automatically check box to insert a dynamic date field.

* Click OK. Word will insert the Date field in a content control.

Date and Time ? >
Available formats: Language:
20201107 English (Canada)

Saturday, November 7, 2020
November 7, 2020
20-11-07

20-Nov-7

2020/11/07

Nov. 7, 20

7 November 2020
MNovember 20

Nov-20

2020-11-07 8:30 PM
2020-11-07 8:30:34 PM
8:30 PM

8:30:34 PM

20:30

20:30:34

Update automatically

Set As Defautt Cancei

10) Using Symbols
You can use the Symbol dialog box to insert symbols, such as ¥ and ©, or special characters,
such as a dash (—) or ellipsis (...) that are not on your keyboard, as well as Unicode characters.

The types of symbols and characters that you can insert depend on the font that you choose. For
example, some fonts may include fractions (¥4), international characters (C, &), and international
monetary symbols (£, ¥). The built-in Symbol font includes arrows, bullets, and scientific
symbols. You might also have additional symbol fonts, such as Wingdings, that include
decorative symbols.

Insert a Symbol

» Step 1: Click where you want to insert the symbol.
» Step 2: On the Insert tab, in the Symbols group, click Symbol.
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+ Step 3: Do one of the following:
o Click the symbol that you want in the drop-down list.

o If the symbol that you want to insert is not in the list, click More Symbols. In the

Font box, click the font that you want, click the symbol that you want to insert, and
then click Insert.

11) Mathematical Equations in Word 2016
start opening your Ms. Word and click the Insert tab, then you see the corner of the page two options
which you need for your documents. One of them is Equations and the second one is Symbols. When
click on Equations the menu of Equations will appear as shown in the following figs.

Document1 - Word =

Design Layout References Mailings Review View Foxit Reader PDF Q Tell me what

you want to do Mahmid Ali
= =Y re = - 5 EA
pl} L?‘;) 5 SmartArt s Avia E?é & Hyperlink ] | O Header [E Quick Parts - [ Signature Line 7T Equation
= 1l Chart > Bookmark [2] Footer ~ 4 WordArt ~ 53 Date & Ti €2 symbol ~
fable  Pictures Online Shapes 3 My Add-ins - Wikipedia  Online Comment Text
< Pictures  ~ @« Screenshot~  ®P VY Video =L Cross-reference [#] Page Number~ | gy~ Drop Cap ™ Object ~
ables Hustrations Add-ins Media Links Comments Header & Footer Text Symbols
Recovery
the following files.
ish to keep.

Area of Circle

A=mr?

he corner of the page tv Binomial Theorem

the second one is Symb¢ 0
R e e qneie
\e following figs. (xt+a)n= Z ("k)x a
=
L -
- p i .
x+a)n= Z (:)x a
=
=
[ More Equations from Office.com >

You can choose an equation from the list that appears. If you choose the option to create a new equation.
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i Type equation here, |
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5. Design Tab

1. Using Themes
A theme is a set of colors, fonts and effects that determine the overall look of your document. Themes
are a great way to change the tone of your entire document quickly and easily. All documents in Word
use a theme. You've already been using a theme, even if you didn't know it: the default Office theme.
Every theme, including the Office theme, has its own theme elements:

*  Theme Colors — The color scheme that will be assigned to the document.
* Theme Fonts —The different fonts used throughout the document.
» Theme Effects — The style of shapes and graphics assigned throughout the document.

To Change the Theme:

» Step 1: Select the Page Layout tab.
+ Step 2: Click the Themes command. A drop-down menu will appear.

Document2 - Word Haley Piper

Layout References Mailings Review View Developer Q Telime

|i| :ﬁe(gt(aph Spacing ~ ‘—l] fbl ’—W

Fonts Watermark Page Page
~ € Setas Default Color - Borders
Page Background o~
TR R .

aaaaa

Wisi

Ac:r

Reset to Theme from Template

=] Browse for Themes...

Eg Save Current Theme...

»  Step 3: Hover the mouse over a theme to see a live preview of it.
» Step 4: Select the desired theme.

To Change the Theme Colors:

» Step 1: From the Page Layout tab, click the Theme Colors command. A drop-down menu
will appear.
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Create New Theme
Colors Option
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» Step 2: Hover the mouse over the different sets of Theme Colors to see a live preview.

»  Step 3: Select the set of Theme Colors you desire, or select Create New Theme Colors to
customize each color individually.

To Change the Theme Fonts:

« Step 1: From the Page Layout tab, click the Theme Fonts command. A drop-down menu
will appear.

RS .

» Step 2: Hover the mouse over the different sets of Theme Fonts to see a live preview.

» Step 3: Select the set of Theme Fonts you desire, or select Create New Theme Fonts to
customize each font individually.

2. Add a Border to a Page

Go to the Design tab and click the Page Borders button. You see the Borders and Shading dialog box, as
shown.
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Borders Page Border Shading

S Style: Prewview
| ~ Chick on diagram below or use buttons

None | - to apply borders

etting:
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3-D
Automatic et
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Cystom s pt ——— | DO
amm- Lit. Apply to:
Art: e Whote document ™
(none)
e Options...
oK ] Cancel

* Under Setting, choose which kind of border you want.
*  Onthe Apply To drop-down menu, tell Word which page or pages in the document get borders.
* Select options to construct the border you want and then click OK.

6. Page Layout Tab

1. Adjust Margins
Margins are the space between the edge of the paper and the text. You can adjust the right, left, top,
and bottom margins of your document. By default, Word sets all margins left, right, top, and bottom
to 1 inch.

Following are the simple steps which will be used to set margins for an opened document.

» Step 1: Open the document whose margins you want to set. If you want the margins to apply
only to a selected part of a document, select that part now.

+ Step 2: Click the Page Layout tab, and click Margins button in the Page Setup group. This will
display a list of options to be selected but you must click the Custom Margins option available
at the bottom to set a margin that is not present in the preset list.

» Step 3: You can also select any of the predefined margins from the list, but by using the custom
margins option you will have more control on all the settings.
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Indent
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Last Custom Setting =
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Left: r Right: 1"
Normal
Top: 1" Bottom:1"
Left: 1" Right: 1"
Narrow
Top: 05" Bottom: 0.5"
Left:  0.5" Right: 0.5"
Moderate
Top: 1" Bottom:1"
Left: 0.75" Right: 0.75"
Wide
Top: 1" Bottom: 1"
Left: 2" Right: 2"
Mirrored C
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Custom Margins...

= 1 Bring Forward |2 Align ~
= = Y Send Backward 12 Group
Position Wra
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Text - DOls Selection Pane A Rotate
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» Step 4: Next a Page Dialog Box as shown below will be displayed where you can set top, left,
right and bottom margins under the Margins tab. Select Apply to: option to apply the margin
on selected text or complete document.

'Page Setup - = m‘
Margins
Margins Margins
Top:
Left:
Gutter: 0" Gutter position: ‘ Left
Orientation
Portrait  Landscape
Pages
Wit psges: | ornal [=]
Preview
= Apply to
= Button

Step 5: If you are going to bind the document and want to add an extra amount of space on one

edge for the binding, enter that amount in the Gutter text box, and select the side the gutter is
on with the Gutter Position drop-down list option. After setting all the desired values for all the
margins, click OK button to apply the margins.
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2. Page Orientation
You can choose either portrait (vertical) or landscape (horizontal) orientation for all or part of your
document. When you change the orientation, the galleries of predesigned page and cover page options
also change to offer pages that have the orientation that you choose.
Change the orientation of your entire document

Margins Orientation Size Columns

5 “__L] e —— = ap— Orientation R —
= B tondscope Options

ap
El; Selection Pane Rotate

Portrait

. Step 2: Click Portrait or Landscape.

Use portrait and landscape orientation in the same document

» Step 1: Select the pages or paragraphs that you want to change to portrait or landscape
orientation.

« Step 2: On the Page Layout tab, in the Page Setup group, click Margins.
+ Step 3: Click Custom Margins.

» Step 4: On the Margins tab, click Portrait or Landscape.

» Step 5: In the Apply to list, click Selected text.

3. Page size
To use a custom page size:
Word also allows you to customize the page size in the Page Setup dialog box.From the Layout tab, click
Size. Select More Paper Sizes from the drop-down menu.

Ic

4. Using Columns
Columns are used in many types of documents, but are most commonly used in newspapers,
magazines, academic journals, and newsletters. In this section, you will learn how to insert columns
into a document and create column breaks. Adding Columns
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» Step 1: Select the text you want to format.
» Step 2: Click the Page Layout tab.
» Step 3: Click the Columns command. A drop-down menu will appear.

Documentl - Word Haley Piper = O

References Mailings Review Developer Q Tell me 5. Share

[A‘;“‘ = *— Breaks ~ Indent Spacing Br rd |2 Align ~
I O : . : :
& = n Wra 5 o

B clward Sroug
Margins Orientation Size Columns _ .
- bt Hyphenation

rap
Text E,L; Selection Pane Rotate

Page S = Arrange
e ] =[] or S — TS ——— S ———

Two
Three

Left

Right

== More Columns...

»  Step 4: Select the number of columns you would like to insert. The text will then format
into columns.

7. View Tab

1. Zoom In & Out Together
Zoom-in & Zoom-out Using View tab

Here is the simple procedure to apply zoom-in or zoom-out operation using view tab:

» Step 1: Click the view tab and then click Zoom button which is shown below.

Documentl - Word Haley Piper = = O

Home Insert Design Layout References Mailings Review i Developer Q Tell me fq, Share

I l D q [‘:) [E] one Page T New Window [ View Side by Side EE D?
m gg Multiple Pages =] Arrange All | Synchronous Scrolling y -
Read = Print b Zoom 100% Switch Macros
Mode Layout Layo Pane «E» Page Width = Split Reset Window Position  \Windows ~ -
Views o Zoom Window Macros

» Step 2: When you click Zoom button, a Zoom dialog box will appear as shown below
and will display zoom options box to select a value to reduce or increase the size of the
document onscreen. By default, it will be 100%, you can select 200% to increase the size
of the font or 75% to reduce the size of the font. You can set view at a custom percent as
well by entering a value in the given box. You can click the Many pages down arrow and
select to display multiple pages.

+ Step 3: Once you are done with selecting an option, click OK to apply the changes on the
document.

» Step 4: Try different options available, for example Page Width and Text Width.
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AaBbCcDdEeXxYyZz |
AaBbCcDdEeXxVyZz

| AaBbCcDdEeXxYyZz

e ] Cem=t ]

Zoom Options Box

Zoom-In & Zoom-Out Using (+) and (-) Buttons

Following screen capture shows two buttons Zoom-out which is (-) button and Zoom-in which is

(+) button.

+ Step 1: Click Zoom-out button, you will find that your document size will decrease by
10% each time you click the button. Similar way if you click on Zoom-in button your
document size will increase by 10% each time you click the button.

»  Step 2: Try this simple operation with different values to see the difference. Above screen
capture shows 140% zoom-in view of the document.

2. Ruler

H O 7

Documentl - Word

Haley Piper = - O

File Home Insert Design Layout

I .I D L [=] outline  [v| Ruler S [E] one Page

- ® = pratt Gridlines All
Read = Print Web S Zoom 100
Mode Layout Layout Navigation Pane

Views Show

References Mailings Review i Developer

Q Tell me

=5 New Window [T View Side by Side

Zoom

8. Keyboard Shortcuts

There are a bunch of keyboard shortcuts you can use to get around faster. Here are a few that are

commonly used.

Window

Synchronous Scrolling

,Q, Share

osition - Windows v

== =

Switch Macros

Macros ~

Copy
Cut

Paste

Undo

Redo

Move Up/Down a Paragraph
Bold Text

Italic Text

Underline Text

Save Document
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Ctrl + C
Ctrl + X

Ctrl +V

Ctrl+Z

Ctrl+Y

Ctrl + Up/Down Arrow
Ctrl+B

Ctrl + 1

Ctrl+U

Ctrl +S
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Print Document Ctrl+P

Go to Top/End of Document Ctrl + Home/End

Select Paragraph Triple Click Left Mouse Button
Select All of Document Ctrl+ A

Page Break Ctrl + Enter

Select Text Shift + Left/Right Arrow

Computer Skilles 1 (lecture 4) First Stage Dina Hassan



