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Intermediate Microsoft Word XP

Microsoft Word XP is one of the most efficient applications of the Microsoft Office XP suite.
Microsoft has made some major changes in the current version of this program. Word XP now
gives you the tools to easily create professional-quality documents with the combination of Web
functions.

This is an intermediate handout. All the basic functions were discussed in the Introduction to
Microsoft Word XP handout. If you want to obtain a copy of that handout, you can click the
above link or visit http://www.calstatela.edu/handouts. This handout will guide you
through useful functions that Word XP has available, such as adding section breaks, inserting page
numbering, using multilevel lists, checking for spelling and grammar, using Web features, and
much more. Refer to the Contents page for a general overview of the topics that are discussed in
this handout.

Document Formatting

As stated in the Introduction to Microsoft Word XP handout, document formatting refers to the
appearance of the text of a document. The following are more advanced methods of document
formatting than those described in the Introductory handout.

INOTE:
Here is an easy way to remove all the formatting from a Word document or a selected portion of
the document:

To remove formatting:
1. Select the entire document by pressing the [CTRL+A] key combination, or use the mouse
to select the portion of the document to be changed.
2. Press the [CTRL+SHIFT+N] key combination. The formatting will be removed from the
document/selection.

SECTIONS
A section is a portion of a document that can include as little as one paragraph to as much as the
entire document.

Inserting a Section Break

A section break is a mark you insert to show the beginning and the end of a section. A section
break stores the section formatting elements, such as the margins, page orientation, headers and
footers, and sequence of page numbers. In Normal View, a section break appears as a double
dotted line that contains the words “Section Break (Continuous)” and the type of break (see
Figure 1).

| Seckion Break (Conkinuous) |

Figure 1 — Section Break Marker (Continuous)

There are four types of section breaks. Each one is used differently. See Table 1 for a description
of each type.
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Table 1 — Section Breaks

Break Type | Description

Used to insert a section break at the top of the next page.
Next page | For example, you can print one page in landscape orientation
and the rest of the document in portrait orientation.

Used to create a new section on the same page as the previous
Continuous | section. This type of section break can be used in adding
newspaper style columns to one part of a page.

Inserts a section break at the next even-numbered page (usually
a left page) and may leave an odd-numbered page blank.

Inserts a section break at next odd-numbered page (usually a
0dd page right page). If the section break falls on an odd-numbered
page, Word leaves the intervening even-numbered page blank.

Even page

Inserting a section break at a certain point in the document marks where the break is located; this
allows Word to identify where the separate sections belong.

To insert a section break:
1. Position the insertion point where a new section will be created.
2. Select the Insert menu P Break... command; the Break dialog box opens (see Figure 2).
3. Under Section Break Types section, select the desired type of section break by selecting the
proper option button.
4. Click the OK button.

Break bypes

(" Page break

" Colurn break

" Text wrapping break
Section break bypes

" Mext page

" 0dd page

| (04 | Cancel

Figure 2 — Break Dialog Box

Formatting a Section

Once a section is created, you can use different formatting and layout elements (such as the
margins, page orientation, headers and footers, and/or sequence of page numbers) for each section
in the document.
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To format a section: Page Setup ?X)

1. Position the insertion point in the

. ardi
section that you want to format. arons | paper | Layour |

Maragins

2. Select the File menuP Page Setup... . TE— N a—
command; the Page Setup dialog box fel'i H E:ght: ITE—él

opens (see Figure 3). N - r—
3. Apply layout changes, such as margins autter . =1 Gufter postions Lot

and page orientation. Grientation

4. Click on the Apply to: drop-down ‘ Al
arrow under the Preview section. . -

5. Select the “This section” option. Pagim"a‘t e
6. Click the OK button. Multiple pages: |Norma| ﬂ
Presiew
Apply to: —
Selected text -

Ywhale document

(Selected bext

Default. .. als | Cancel

Figure 3 - Page Setup Dialog Box

PAGE NUMBERING
Numbered documents are easier to reference and read. Page numbering can start in any section
and at any number specified.

To insert page numbers:
1. Position the curser in the page where the numbering will start.
2. Select the Insert menu P Page Numbers...command, the Page Numbers dialog box
opens (see Figure 4).

Page Numbers E] E|

Position: Fives you a
ﬂ preview where
+* the page
nurkber ing
will appear

Pozition=s the
page nuwbhers

'EI
I
[a1]
<
m
=

Boktom of page (Fooker)

Lligns the Alignment:

bage nurbers |Rmm
] Iv Show number on First page

Putz a page
nuwber on the

. Format...
first page

Figure 4 — Page Numbers Dialog Box

L]
% I

Cance

INOTE:
You can manipulate the Position: and/or Alignment: of text, as well as indicate if you would
like to have a page number on the first page (e.g. the title page).
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3. Click the Format... button, the Page Number Format dialog box opens (see Figure 5).

Page Mumber Format

Mumber farmat:

Page numbering

" Start at:

2

R |

[ Include chapter number

El

1-1, 1-A

{* Continue from previous section

(04 | Cancel

El

Figure 5 — Page Number Format Dialog Box

Click here to
select the
nurber format

4. Select the numbering style from the Number format: drop-down list.

5. Select the Continue from previous section option button under Page numbering section;
this will number the pages in continuation from the previous section. Selecting the Start at:
option button allows you to specify the page number to start at in the Start at: spin box.

INOTE:

If some of the document has been formatted in a heading style, a unique page number style can

be applied.

6. Click the OK button.

PARAGRAPH FORMATTING

Paragraphs are building blocks of any document. Each time you press the [Enter] key, a
paragraph mark is inserted. Therefore, a document may consist of many paragraphs and each
paragraph may be formatted individually or collectively. The next sections involve using the

Paragraph dialog box.

To open the Paragraph dialog box:

1. Select the Format menu P Paragraph... command. The Paragraph dialog box opens

(see Figure 6).
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Indents and Spacing l Line and Page Breaks ]

General

Alignment: Left - Qutling lewvel; Body bext

Indentation

Left: n.zg5" E|: 4 Special: By Click to
b, m = F— m = apply first
Click to Right: |E|.25 zl-l— |F|rst||ne _;J |'3-25 Z+| line or
apply hanging
paragraph Spacing indentation.
indentation. ; —
Before: & pt E— < Llinespacing: Ak
After: 6 pt = - i =
Click ta = lop = jsingle | | =
apply r
paragraph
Spacing. Presview

ol T Scampls Tt Soxgls T Secgls T, Sl T Sopls T
ool T Sompls Teut Soogle Tow Soople Tov Soopls T Soogls Tow Soogle
T Sl Tt Somple Ton Sompl= T Sample Tt Soogle To Sopl= T
Sompl= T ol T

Click to set

tab stops. ™ Tabs... (o4 | Cancel

Figure 6 — Paragraph Dialog Box

Indentations

An indentation is the space between the text and the left and/or right margins. The Introductory
handout describes how to apply indentations using the horizontal ruler. This section describes how
to apply indentations using the Paragraph dialog box.

To apply indentations by using the Paragraph dialog box:
1. Place the insertion point within the paragraph you want to apply indentations to.
2. Open the Paragraph dialog box (see Figure 6).
3. Select the Indents and Spacing tab if necessary.
4. Click on the Left: and/or Right: spin boxes under Indentation section to apply and adjust
left and right indentations.
Click on the Special: drop down list to apply a “First line” or “Hanging” indentation.
6. Click on the By: spin box to set the size of the Special: indentation.

9]

INOTE:

You can indent to both the left and/or right of the paragraph. A sample of the changes is
provided in the Preview window. If you choose to implement the changes, proceed to step six.
If not repeat the above steps.

6. Click the OK button.
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Changing Paragraph Spacing

You may want to add a blank line before and/or after a paragraph to make it stand out.

To change the spacing before and/or after a paragraph(s):

1. Position the insertion point within the paragraph, or select the paragraphs that the spacing
will be applied to.

2. Open the Paragraph dialog box (see Figure 6).

3. Select the Indents and Spacing tab if it has not already been selected.

4. In the Spacing section click the Before: and/or After: spin boxes to select the amount of
blank space you wish to insert between paragraphs.

5. Preview changes from the preview box, and close the dialog box by clicking on the OK
button.

Inserting Tab Stops
The Introductory handout describes how to set basic tab stops using the Horizontal Ruler. The
Tabs dialog box provides you with additional options for setting tabs.

To set tab stops using the Tabs dialog box:

1. Place the insertion point within the Tabs @ﬁ|
paragraph where the tab stops will be set. —

2. Select the Format menu » Tabs... Tab stop position: Default kab stops:
command; the Tabs dialog box opens E] 05" =
(See Figure 7)- 2" J Tab stops ta be cleared:

3. Enter the number in inches where you
want a tab stop to be set in the Tab stop
position: text box. [~

4. Select how you want the text to be Alignment
aligned relative to the tab stop by ~ Left ™ Center £ Right
clicking on the corresponding option ® i L=
button in the Alignment section. Leader

5. Select a leader for the tab stop in the (" 1 Mone 2. ®5—
Leader section. 4

6. Click the Set button to set the tab stop.

7. Click the OK button. Set | Clear | Clear all |

! Note: (o4 | Cancel |

Figure 8 shows a 3” right aligned tab stop

with a type “2” (dotted) leader. Figure 7 — Tabs Dialog Box
1 1 1 2 [ 3 |
P S P P P ,Example
. R s
~"
Leader

Figure 8 — Example of a Tab Stop
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To change or clear tab stops:

1. Select the relevant paragraph(s).
2. Select and drag the tab markers off of the Horizontal Ruler.
3. To move a tab stop, drag the tab marker to the right or left on the Horizontal Ruler.

Line and Page Breaks

Word XP automatically creates page breaks as you write, but you can control how paragraphs are
positioned relative to these page breaks. For example, you may want to prevent page breaks
within boxed or shared paragraphs. To control such page breaks, use the options in the Line and
Page Breaks tab of the Paragraph dialog box.

To access the Line and Page Breaks tab:
1. Open the Paragraph dialog box.
2. Select the Line and Page Breaks tab

(see Figure 9).

3. Select the desired check boxes.

INOTE:

See Table 2 below to identify each element

in the dialog box.

R

Paragraph
Indents and Spacing | Line and page Ereaks | |
Pagination

[v ‘WidowiOrphan contral
[ Eeep Ines together

[ Keep with next
[ Page break before

[ Suppress ne numbers
[ pon't hyphenate

Preview

Cancel

Tahbs... ITI

Figure 9 - Line and Page Breaks Tab

Table 2 — Line and Paragraph Elements

Element

Description

Widow/Orphan control

Instructs Word not to let a single line from a
paragraph appear by itself. A Widow is the final
line of a paragraph that jumps to the top of the next
page. An Orphan is the first line of a paragraph
appearing at the end of a page with the remainder of
the paragraph appearing on the next one.

Keeps lines together

Instructs Word not to split the paragraph into
separate pages. This is useful when working with
lists.

Keep with next

Instructs Word to place the paragraph with the next
paragraph. Useful when working with captions and
lists.

Page break before

Instructs Word to place the paragraph on top of the
next page. This is useful when working with figures,
tables, and graphics.

Suppress line numbers

Removes line numbers from the selected text if your
document displays line numbers.

Don’t hyphenate

Exclude the selected paragraph from automatic
hyphenation.
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CREATING COMPLEX BULLETED LISTS

Bulleted lists help distinguish a series of important items or points from the rest of the text in a
document. Symbols as well as pictures can be used as bullets. Bullets are typically applied where
the order of the text is not important. Word XP provides flexible, easy-to-use methods for creating
bulleted lists with a variety of formats. The Introductory handout describes how to create a basic
bulleted list. This section describes how to create a more complex bulleted list.

To create a bulleted list:

1.
2.

3.

o

Highlight the list of items that will be bulleted.

Select the Format menu » Bullets and Numbering... command. The Bullets and
Numbering dialog box opens (see Figure 10).

Select the Bulleted tab; there are seven bullet styles to choose from.

Click the desired bullet style.

Click the OK button.
Bullets and Numbering E]@
Buleted | Mumbered | Outine Numbered | List Styles |
- o L
Mons * @
- o L
+ - b3 ¥
& s 3 ¥
+ T “* ¥ ¥
Ficture
Bullet 3tvyle
oK I Cancel

Figure 10 - Bullets and Numbering Dialog Box

Customized Bullet Styles
You can also customize the selected bullet style by changing the Font, Bullet character, and/or
Bullet position relative to the text.

To customize a selected bullet:

1.

98]

Click the Customize... button “ustomize.... on the Bullets and Numbering dialog box (see
Figure 10). The Customize Bulleted List dialog box opens (see Figure 11).

Click on the Font button EoMt: to format the selected bullet, the Font dialog box opens
(see Figure 12)

Make the desired changes to the font, such as color or size.

Click the OK button on the Font dialog box and again in the Customize Bulleted List dialog
box. This will bring back the Bullets and Numbering dialog box.

Click the OK button.
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Customize Bulleted List Elrg] Font a3
Bullet character Fot | Character Spacing | Text EFfects |
Fonk: Faort shla: Size:
- . - + = & E =
‘ | | [ |
-] B =
Fort.. | Character.. | picture... | shoma Iralic [ 3 ﬂ
Sans ITC Buald 10
Bulat position :n";ur:,::':umn —1 [Bold [tak B 11 |
- 12 x
Indert gt: 0.25° =] e =
: Fonk: golor; Underline style: Underline color:
Text position I ﬂ J- ﬂ | LI
Tab space after:
05" = Ddentatfos Effects
Previsw [+ Strikethrough [+ shadow ™
[+ Double strikethrough ¥ Qutline [+ &l caps
- [+ Superscript I¥ Emboss [+ Hidden
e F Subseript F Engrave
g ——
L ]
Cancel
0K, I Cancel

Figure 11 - Customize Bulleted List Dialog Box

Adding a Picture as a Bullet

Word XP also provides the option to use pictures as bullets.

To add a picture as a bullet:

1.

2.
3.

Click the “Picture Bullet” style on the Bullets and
Numbering dialog box (see Figure 13).

Click the Customize... button.

Click the Picture... Beure... pytton, the Picture
Bullet dialog box opens with several picture bullet
styles (see Figure 13).

Select the desired picture bullet from the given
choices; or you may search for a specific style by
typing a description in the Search Text: text box
and clicking on the Search button.

Once a bullet style is selected, click the OK button
and the selected graphic will be inserted onto the
document.

Figure 12 — Font Dialog Box

Picture Bullet El@

Search bext: | Saarch I
w3 ] -]
B
- [ ] K
B [ ]
@ C &
=
Irpoet.... ok | cance |

Figure 13 — Picture Bullet Dialog Box
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CREATING COMPLEX NUMBERED LISTS

Like bulleted lists, numbered lists distinguish a series of important items or points from the rest of

the text in a document. However, numbered lists also emphasize an order for a list of items (i.e.

sequence of instructions). The Introductory handout describes how to create basic numbered
lists; this section will describe how to create a more complex numbered lists.

To create a numbered list:

1.

Place the insertion point where
the numbered list is to be
inserted.

Select the Format menu »
Bullets and Numbering... The
Bullets and Numbering dialog
box opens.

Select the Numbered tab (see
Figure 14).

Select the desired numbering
style.

To customize the numbering (i.e.
number and text indentations),
click on the Customize... button,
the Customize Numbered List
dialog box opens (see Figure 15).

Bullets and Numbering

Bulsted  Mumbered ‘ Outline Mumbered ] List Styles l

1. 7 I.

Mone 2, K)] M.

3. 4) I,

B. b b, i.
C. Cl C. jil.
D. ) d. i,

™ Continue previous list Customize. .,

2x)

Cancel

o]

Define the different properties of the

numbered list as desired:

a. Define how the numbers will look with
the selections in the Number style: drop-

down arrow.

b. The Number position section, defines
how the numbers will be indented.
c. Set the text positioning in the Text

position section.

i. The Tab space after: spin box sets
how the first line of each list item will
be indented relative to the left margin.

ii. The Indent at: spin box sets how the
rest of the lines of each list item will
be indented relative to the left margin.

Click the OK button.

Type a list item and press the [Enter] key.
The next number will automatically appear

on the next line.

After typing the last item of the list, press the
[Enter] key twice to end the numbering.

Figure 14 — Numbered Tab

2]

Customize Mumbered List

Muriber Farmnat

|1. Fant...

tumber skyle:

1,23, . - Skart at: |1 El:
Murmber position
Left - Aligned at: |0.25" 3:

Text position
Tah space after:

Presiew

Cancel

Figure 15 — Customize Numbered List Dialog Box
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MULTILEVEL LISTS

In addition to creating a bulleted and numbered list, Word XP also allows the creation of
multilevel (outline numbered) lists by allocating various numbering systems to each level of a list
of items in order to distinguish the order. Using the multilevel style helps arrange documents in a

professional manner.

To create an outline numbered list:

1. Place the insertion point where the outline numbered list is to begin.
2. Select the Format menu » Bullets and Numbering... command. The Bullets and

Numbering dialog box opens.

3. Select the Outline Numbered tab (see Figure 16).

Bullets and Numbering sz]
Buleted | Mumbered  Outing Numbered | List Styles |
1) 1 &
i >
Mone a) 11
i 111
Article |. Haadin 1 Heading 1 |. Head Chagrber 1 Heac
Section 1.01H | 1.1 Heading 2 a4 H
(B Heading 2. 1.1.1 Heading 3 1. I
'3 " Customize. ..
_reset | I

Figure 16 — Multilevel Bullets

INOTE:

If none of the predefined bullet or numbering schemes meets your needs, you can customize
the bulleted or numbered list style. To customize the selected style, continue with Step 4.

4. Click the Customize... button. The Customize Outline Numbered List dialog box opens

(see Figure 17).

INOTE:

Table 3 identifies each element in the Customize Outline Numbered List dialog box.

5. Click the OK button.

Customize Outline Numbered List

Mumber format

Lewel Mureber Format:

[t

> -

3 Humber styls: Start ak:

; uzs .. = | =

13

7

a8

a J Fonk...
hymber postion

Left - alaned at: [0° =
Texk poEkion

Tab space after:

025" 3: Indant at: II:I.25' 3‘

1.1.1.
1111
11111
1.1.1.1.10.
IRARRARE
1.1.0.1.1.1.1.1.
|ARRRARRRN

Figure 17 - Customize Outline Numbered List Dialog Box
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Table 3 - Elements of Multilevel Lists

Element

Description

Level

Clicking on the list of numbers allows you to preview the
number and bullet style applied at each level.

Number format

Allows you to format the selected level by typing inside
the box. (Only for a numbered list - not bullets).

Number style

Clicking on the drop-down arrow gives you various
selections of styles to choose from.

Start at An option to specify the starting letter or number for
your list. (Not available for bullets).

Font.. Allows you to format the selected bullet or number style
by changing colors, size, font style, etc.

Previous level Clicking the drop-down arrow allows you can view all the

number numbered styles.

Number position

Allows you to position your bullets or numbers to the
left, right, or center.

Aligned at

Adjusts the alignment.

Indents at

Indents the text away or close to the bullets or number.

COLUMNS
With Word XP, you can create newspaper-style columns that make text more appealing and
readable. Column style is simple to apply since it automatically and continuously wraps the text
from the bottom of one column to the top of the next. You can apply column formatting to a
section, selection, multiple sections, or even the entire document. What you format as columns
depends on the position of the insertion point or the text selection.

To apply a column layout to a document:

I.

2.

Position the insertion point or
highlight the text to be applied to.
Select the Format menu »
Columns... command. The Columns
dialog box opens (see Figure 18).
Click on the desired column style in
the Presets section.

For more column selections, enter the
desired number of columns in the
Number of Columns: spin box.
Select the Equal column width check
box to automatically adjust the sizes
of all columns.

Columns
Presets
One Two Left
Humber of calumns: v =
‘idth and spacing
Col #:  width: Spacing:

- | ES = o =
| = | |
| = | —|

v Equal column width
Apply to: |This section j

[ Ling bebween

Presview

-

Figure 18 - Customize Outline Numbered List Dialog Box

To apply different width and spacing for each column, deselect the Equal column width
text box, and enter the desired values in the Width: and Spacing: spin boxes.

You may also put a line in between the columns by selecting the Line between check box.
This will give a clear distinction between each column.
The Apply to: drop-down list allows changes to be applied to the whole document or to a

selected portion of a document.
Click the OK button.

Intermediate Microsoft Word - 14



Working with Tables
It is useful to organize information by using tables in your documents. A table is composed of
horizontal rows and vertical columns. The intersection of a row and a column is referred to as a

cell.

TABLES AND BORDERS TOOLBAR

The Tables and Borders toolbar provides shortcuts for working with tables, including Insert
Table, Table AutoFormat, Outside Borders, Merging and Splitting Cells, and Sorting (see

Figure 19).
Tables and Borders v X
7] e IO EEEHEE . T

Figure 19 — Tables and Borders Toolbar

To display the Tables and Borders toolbar:
1. Click the Tables and Borders button B on the Standard Toolbar or right-click in the
toolbar area and select the Tables and Borders command from the drop down menu.
2. To close the Tables and Borders toolbar, click the Close button®, or click the Tables
and Borders button if the toolbar is not docked. If the toolbar is docked, right-click in the
toolbar area and deselect the toolbar.

INOTE:

Make sure you click the Close button on the Tables and Borders toolbar and not on the Menu
bar or Title bar.

Table 4 — Elements of Tables and Borders Toolbar

Shortcut o
button Command Description
_ﬂ| Draw Table Drag the mouse to draw your own table.
42| Eraser Removes a table cell line.
j Line Style Selects the desired style for the borderline.
W - Line Weight Selects the desired width for the borderline.
7 Border Color Selects the desired color for the borderline.
EE Outside Adds or removes a specific border style around the
Borders selected object.
- Adds or changes the fill color or shading color for
all Shading Color |, "selected object.
Insert Table - ,
- drop-down list Inserts a table and applies AutoFit features.
Efjl Merge Cells ggT?lnes two or more adjacent cells into a single
fd Split Cells Splits a cell or cells to create multiple cells.
= - Cell Alignment Positions contents at a desired place in a cell or
cells.
= Distribute Changes the selected rows or cells to the same row
Rows Evenly height.
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Shortcut

button Command Description
paran Distribute Changes the selected columns or cells to the same
(1l Columns Evenly | column width.
= Table Provides various types of shading and line formats
AutoFormat to give the table a more professional look.

Change Text

Adjusts the selected text direction to read either

Direction horizontally or vertically.
%l| Sort Ascending | Sorts data in ascending order.
Sort . -
Z
ﬁ_‘l‘ Descending Sorts data in descending order.
5 AutoSum Calculates the sum of the values in the selected

cells.

CREATING A TABLE

There are several ways to create a table. To quickly create a simple table, use the Insert Table
button, or enter the desired rows and columns in the Insert Table dialog box. You can also use the
Draw Table tool to create a complex table.

To create a table by using the Insert Table

button:

1. Click the Insert Table button @ on

2. Drag to select the desired table size (see

To create a table using the Insert Table dialog

box:

1.

the Standard Toolbar.

Figure 20).

Select the Table menu P Insert
command P Table... option. The
Insert Table dialog box opens (see

Figure 21).

Enter the number of columns and rows
in the text boxes in the Table size

section.

Select how the table will be fitted on
the page by selecting the desired option
button in the AutoFit behavior section.

4. Click the OK button.

]
HE | |
mnEmE
L]

2 x 2 Table

Figure 20 — Insert Table Button

Insert Table

Table size
Mumber of columns: g =
Mumber of rows: 2 =
AutoFit behavior
{* Fixed colurnn width: &uto El:

™ AutoFit bo conkents
" AukaFit o window

Table style: Table Grid

AukoFormat, ..

[ Remember dimensions Far new tables

o]

Figure 21 — Insert Table Dialog Box

Cancel

Intermediate Microsoft Word - 16




To insert a table using Draw Table:

1. Open the Tables and Borders toolbar if it is not already displayed.
2. Click the Draw Table button < . The cursor will change to a pencil LI while hovering

over the document.

INOTE:

If the Draw Table button is already selected it will be highlighted and have a box around it.

3. Draw the table on the page as desired.

4. Deselect the Draw Table button.

USING TABLE AUTOFORMAT

Table AutoFormat allows you to select various types of shading and lines, which makes the table

easier to view and adds a more professional look.

To use the Table AutoFormat feature: Table AutoFormat A
1. Place the insertion point inside the o
table. [ANtabie stes R
2. Select the Table menu » Table 2L
AutoFormat... command. The Table Tabl Colfl 1 2 e |
AutoFormat dialog box opens (see Feble Colrtul 3 J _pelete,,|
Figure 22). ok Cotms &
3. Select the desired style in the Table sl
styles: list box. D ModFy...
4. Click the Apply button. e —— | Ot
Praview
Tan Feb hdar Total
East 7 7 5 15
West |6 4 7 17
South 2 7 E 24
Total 21 18 21 &0

Apply special formats ko

[ Heading rows [ Last row
[ First cglumin [+ Last colymn
I Lpply I Cancel

Figure 22 - Table AutoFormat Dialog Box

HIDING AND SHOWING GRIDLINES

Gridlines are gray guidelines that border every cell of the table and are helpful in seeing how
contents will appear in the table when you decide to remove the drawn borders around its cells.
You can choose to show or hide the gridlines. When hidden, the gridlines appear in the document,
but they are not printed with the table.

To hide or show gridlines:
1. Place the insertion point inside the table.
2. Select the Table menu® Hide Gridlines or Show Gridlines command.
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INSERTING Rows AND COLUMNS IN A TABLE
You can add additional rows or columns to an
existing table instead of recreating the table.

Insert Table, ..

Insert Calumns ko khe Left

To insert rows and columns: Insert Columns to the Right

1. Place the insertion point in a cell of the row
or column next to where you want to insert
the new row or column.

2. Click on the Insert Table drop-down arrow
[ - on the Table and Borders toolbar (see
Figure 19).

3. Select the desired option to insert new
columns or rows.

Inserk Rows Ahove

Insert Rows Below

Inserk Cells, .,
AukoFit bo Contents
AutaFit ko Window

EXEE Y w00

Fixed Colurmn Wwidtb

Figure 23 — Insert Table Menu

DELETING Rows AND COLUMNS IN A TABLE
You can delete extra rows or columns in a table. Deleting a column or row deletes the contents.

To delete rows and columns:
1. Place the insertion point in a cell of the row or column you want to delete.
2. Select the Table menu » Delete command » Columns or Rows option.

MERGING CELLS
You can combine two or more cells in the same row or column into a single cell. This is useful
when you want to place content in a cell that spans an entire table, such as a table heading.

To merge cells:
1. Highlight to select the cells to be merged.
a. Place the cursor next to the right border of one of the cells to be merged with another so
that it turns into a black arrow @
b. Click and hold down the left mouse button and drag the cursor into the other cell(s) to
be merged.

2. Click the Merge Cells button B on the Tables and Borders toolbar.

SPLITTING CELLS
Splitting cells is the opposite of merging cells. You can create multiple cells by breaking a single
cell or a group of cells.
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To split cells:

1. Highlight the cell or cells you want to split. urrber of col =
umber of columns: g =

2. Click the Split Cells button & on the Tables and . _
Borders toolbar. The Split Cells dialog box opens Hmsr - ™
(see Figure 24). I

3. Change settings as necessary. (For example, type 4 in o | conos
the Number of rows: spin box to split the selected = e |
row into 4 rows). Figure 24 — Split Cells Dialog Box

4. Click the OK button.

AUTOFIT

The AutoFit option allows you to automatically fit data into a table. The table will be resized once
you apply this feature.

L

To AutoFit the table: AutoFit b
1. Place the insertion point inside
the table where you want to
apply AutoFit.
2. Select the Table menu »
AutoFit command P select an
option (see Table 5).

AukoFit ko Contents

AutoFit o Window
Fixed Column Width

Distribute Rows Evenly

HHEE

Distribute Columns Evenly

Figure 25 - AutoFit

Table 5—AutoFit Command

Command Description

AutoFit to Automatically adjusts the width of columns in a table based on
Contents the length of the content in the columns.
AutoFit to Automatically resizes the table so that it fits in the window
Window of a Web browser.

Fixed Column Makes every column a fixed width by using the current widths of
Width the columns.

B'Str'bUte Changes the selected rows or cells to the same row height.

ows Evenly

Distribute Changes the selected columns or cells to the same column width.
Columns Evenly

To AutoFit the table using the Tables and Borders toolbar:
1. Select the desired rows or columns.

2. Click the Distribute Rows Evenly button 3 or Distribute Columns Evenly button M on
the Tables and Borders toolbar.

HEADING ROWS REPEAT
You can assign a column heading within a table to appear on multiple pages.

To create a repeating heading:
1. Highlight the heading row(s) that will be placed on multiple pages.
2. Select the Table menu » Heading Rows Repeat command.
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SORTING TABLE DATA
You can sort text, numbers, or dates in ascending or descending order. The ascending option sorts
the data from lowest to highest, while the descending option sorts data from highest to lowest.

To sort a table:
1. Place the insertion point in the column which contains data to sort.

2. Click the Sort Ascending button £ or Sort Descending button | &% on the Tables and
Borders toolbar.

USING BORDERS
Borders are lines around an object. You can add borders to a table, a single cell, or multiple cells.

You can also remove any existing borders.

To add or remove borders using the Borders and Shading dialog box:
1. Place the insertion point inside the table or in the desired cell(s).
2. Select the Format menu » Borders and Shading... command. The Borders and Shading
dialog box opens (see Figure 26).

|BDrders tab|

Eorders, style, color,
Bordirs and Shading and width options

Bordkrs |Eane Border | Shading |

Satting: Sryla: Priview Lpplies and
REemoves i | {| Click: on diagram below or use previews
all E None buttans ba apphy borders any changes
borders [ oS x/{fmade
B _J
Inserts  |[BC__Fl] ~~~=--""="""
borders |/ ]l— = = 00| | —e—me—ma—e
to the Shadow | Buttons to
ey P Coalor: = ) T add or remove
e | Ausbonmakic I‘Jrj;;;;?spegific
o o | orders
Width: | I
Customizes ﬂ e | TAPE e ; | Apphy bo: Indicate
lhorders iw |mmwmh 1ﬁhm*gﬁwhat to
apply the
Cptions... | horder
: feature to
Showe Toolkar | Horizontal Line, .. (a4 i Cancel

Figure 26 — Borders and Shading Dialog Box - Borders

3. Select the Borders tab.
4. Select the preferred options to add or remove borders.
5. Click the OK button.

To add or remove borders using the Tables and Borders toolbar:
1. Place the insertion point in the desired rows, columns, or cells.

2. Click the Outside Borders drop-down arrow '~ on the Tables and Borders toolbar to
select the border features.
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USING SHADING
Shading is the background color or pattern behind the text. You can use shading to enhance the

appearance of a table.

To apply shading:
1. Place the insertion point in the desired row(s), column(s), or cell(s).
2. Select the Format menu » Borders and Shading... command.
3. Click the Shading tab (see Figure 27).

Borders and Shading

Borders | Page Border MSW-:IIW'Ji SJhading tah
Fil Preview
| Mo Fill
Fill color FrTrEFEREEN
options Ll L . ; Applie=s and
[ [ o - " |previews any
EEEEEEEN Do *+—changes you
N CTEENEC ges ¥
N CECENC Al
RN ] - I
WIET TT NI MoecCokes... ' : Indicates
e what to apply
ange: /the shading
| — ﬂ Apply bo: feature to
Shading St?lE}( |Paragraph - |
options | J
Showve Toolbar | Horizontal Like... | | O I Cancel |

Figure 27 — Borders & Shading Dialog Box - Shading

4. Select the desired color or pattern to format your table.
5. Click the OK button

To apply shading using the Tables and Borders toolbar:
1. Place the insertion point inside the table or in the desired cell(s).

2. Click the Shading Color drop-down arrow ®  on the Tables and Borders toolbar to
apply shading features.

TABLE PROPERTIES
Table properties provide additional options to format the table, including table size, alignment, text
wrapping, row height, column width, cell size, alignment, etc.

To use table properties:
1. Place the insertion point inside the table or in the desired rows, columns, or cells.
2. Select the Table menu » Table Properties... command. The Table Properties dialog box

opens (see Figure 28).
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|5Et up column width |

Table Properties

Set up takle
size, alignment,
and tedt wrapping

Set up row -] Adgormenk

| Column |

PIX

Set up cell
zize and

cel

Measure in:

height
Text wrapping
Adds, remowes, Nore Around
and changes
borders and L
shading. [T orders s Shadng

Indenk From left:

0.08" E

aligrment

Aligns the tables
relative to text

e
Ophions,.. |

Cancel |

Provides option
choices to apply to
the table.

Figure 28 — Table Properties

3. Select the relevant tab.

4. Select desired options to format the table.

5. Click the OK button.

Web Features

Word has features such as “Bookmark”, “Hyperlink”, and “Themes” to enhance a document or

simple web page.

HYPERLINK

Hyperlinks are words that when clicked, will take you to a defined URL (Uniform Resource
Locator - an address on the Web), or a local page. The destination can be in the same document by
adding bookmarks or it can be in an entirely different document or page on the Web. You can
change the color of a hyperlink and deactivate the underline in Word XP if you wish. Text is not
the only type of character that can be linked; images can have a hyperlink. Hyperlinks are
commonly used in Web pages but they can be very useful in an ordinary document, especially

when you are using bookmarks.

To insert a hyperlink:

1. Select the text that will have a hyperlink.
2. Click the Insert Hyperlink ®/ button on the Standard toolbar, the Insert Hyperlink dialog

box opens (see Figure 29).

3. Click the Existing File or Web Page button under the Link to: section.
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Insert Hyperlink

[Fittp: e calstabela. achu

Link b Text to display: |La‘stebe L.A. Home Page
Link to a file _,1]
or Weh Page Existing File or tooki: [ Example
‘Wab Page
R : Cyrrent
To a specific Folkder
location in L %] -
Plgce in This
the docwment Dociisik Browssd
Pages
z 1
Link to a new | ieceste Now Regent
document Diocument: Fiias
I Addrgss:
1
Link to an |1 g-mail Address
email address

fd |

=]

Cancel

Figure 29 — Insert Hyperlink Dialog Box

4. Enter the Web address in the Address: text box, or locate a file to link to under Look in:

textbox.
5. Click the OK button.

HYPERLINK AN IMAGE

Word XP also allows you to add a hyperlink in the form of an image.

To create an image hyperlink:

1. Select the image by clicking on the image that you want to add a link to.
2. Click the Insert Hyperlink LY button, the Insert Hyperlink dialog box opens (see Figure

29).

3. Follow steps 3 — 5 of [[o insert a hyperlink]]

BOOKMARKS

Bookmarks can be used to link to a specific part of a document or a location in a different
document. It is commonly used on Web pages but it can also be used in documents that are
lengthy. A good example is the table of contents; readers can simply click on a topic and they will

be taken to that section of the document.

To insert bookmarks:

1. Place the insertion point where you
want to add a bookmark.

2. Select the Insert menu »
Bookmark... command. The
Bookmark dialog box opens (see Figure
30).

3. Type the desired bookmark name inside
the Bookmark name: textbox.

INOTE:
Do not include spaces when adding
bookmark names.

Boockmark E"z]
Bookmark nanme:
|t5-u-a_t-c-:kmafk_nan‘e_hem_wﬂ1_nn_spacasl
=
B
Sortby: % Mame  ( Location
[T Hidden bookmarks
add_ | I |
Cancel |

Figure 30 — Bookmarks Dialog Box
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4. Select the desired option button, and then click the Add button.

To apply the bookmark:
1. Highlight the text that will link to the bookmark
2. Click the Insert Hyperlink button on the Standard toolbar, the Insert Hyperlink dialog
box opens.
3. Click the Place in this document button in the Link to: section (see Figure 31).

Insert Hyperlink
Link to: Text ko display: |Example Link ScreenTip,..
_E] Select a place in this document:
Existing File or Top of the Document
Web Page Headings
—I- Bookmarks
Example Target Frame. ..
Flace in This
Dacurment
Create Mew
Drocument
E-mail Address

Cancel

Figure 31 — Insert Hyperlink Dialog Box: Place in This Document

4. Select the bookmark you want the text to link to under Bookmarks in the Select a place in
this document: list box.
5. Click the OK button.

BACKGROUND

Backgrounds are commonly used in Web page development to add color. This will give your page
or document a striking look. You can use one color, a gradient of two colors together, a texture, a
pattern, or a picture as a background. When creating a document with a background, your page
should be viewed in Web Layout view.

To add a background color to your document or page: Ha Fil

1. Select the Format menu » Background command »
Select a color from the palette or choose another color ENEEEENEN
from the More Colors... option (see Figure 32). The SEEEEEER
More Colors dialog box will open. u EEEE

| NN

INOTE:

If you choose the More Colors... option, you can choose a ereelers:

color from the Standard palette or from the Custom palette Fill Effects...

sections of the More Colors dialog box which has more tones. Printed Watermark. ..

Figure 32 — Fill Color
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To add a gradient background, a texture, a pattern, or a picture:
1. Select the Format menu® Background command.
option, the Fill Effects dialog box opens (see Figure 33); there

will be four tabs: Gradient, Texture, Pattern, and Picture (The Picture tab has a unique
effect, which is different from the others).

2. Choose the Fill Effects...

Pickura:

Gradient | Teuture | Pattern  Picture |

Cancel

Cancel

Elue hils

Seject Picture...

Gradeht__| Teuture | Patberm | Picture ]

Colors

T Dne coler
™ Two colors

T Preget

Transparency

Fram; J
K

Shading skyvles
" Horizortal
" Wertical

™ Diagonal up
" Diagonal down

E| =

Variants

-
—

Ta:

" Erom corner
" Frog centber

Foreground: Background:
Samps
=
Rt I
Fill Effects (7 15<] W it Effects

Gradent | Testure || attern | Picture |

?X

|
Canced

r

Figure 33 -Background Fill Effects

3. Once you have chosen an effect you like, click the OK button
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THEMES

Themes are predefined designs that will give a consistent look to your document or web page.
Design elements that are included in a theme are the heading styles, bullets, horizontal lines,
regular text, regular hyperlinks, and followed hyperlinks.

To choose a theme:
1. Select the Format menu » Theme... command. The Theme dialog box opens (see Figure
34).
2. Choose a theme in the Choose a Theme: list box. A sample of the theme will be shown on
the right side of the dialog box.
3. Click the OK button.

Heading 1 style

>+ Bullet 1
%> Bullet 2
®  Bullet 3

Heoenzontal Line

H'Eadf-”‘g 2 sl‘y.l'e
Eegular Tezt Sample
Fegular Hyperdink
Followed Hyperlnk

Set Defak... Styie Galery... | | oK | Cancel

Figure 34— Themes for Web Feature

Word Features
Word has many features and tools that are helpful to you in editing your documents. These features
include Spelling and Grammar check, Language, Thesaurus, Auto Correct and Track Changes.

SPELLING AND GRAMMAR

Spelling and Grammar check runs simultaneously when you click on the Spelling and Grammar
button on the Standard toolbar. Spell check identifies words that are not in Word’s dictionary and
gives suggestions on the correct word or a more identifiable word. Grammar check also gives
suggestions on incorrect verb tense, punctuation and other potential grammatical errors.

To use spelling and grammar check:
1. Position the insertion point at the top of the document to start from the beginning of the
document.

2. Click the Spelling and Grammar button L*1 on the Standard toolbar.

If there is an error in the document, the Spelling and Grammar dialog box opens (see
Figure 35). Misspelled words are bold and in red while possible grammatical errors are
bold and in green.

(98]
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Spelling and Grammar: English (L.5.)

Mok in Dackiongry:

@3

L&y S('l an action

Optiens. .|

Click on the Undo button if you would likete & Ignoee Cnce I

Supgestions:
Pj change
md Change Al
gy =l fakoCorract
¥ Check grammar

Igrare Al

s | Add to Dictionary

| Cancel |

Figure 35 — Spelling and Grammar Dialog Box

4. Click on one of the suggested words in the Suggestions: list box
5. Click the Change or Change All button.

INOTE:
To ignore the suggestion, click on the Ignore button. If it is spelled correctly and you would
like for Word to recognize it in the future, add it to the dictionary with the Add to Dictionary

button.

6. Click the Undo button to reverse an action.
7. Click the OK button after the Spelling and Grammar check has completed its function.

L ANGUAGE AND THESAURUS

Microsoft Word allows you to select a specific language (Spanish, French, German, etc.) for Spell
check to work with; a Thesaurus is also provided for your use.

To set a specific language other than English:

1. Select the Tools menu » Language
command P> Set Language option.

2. The Language dialogue box opens. Locate
and select the preferred language in the Mark
selected text as: list box.

INOTE:

You may also select the Do not check spelling
or grammar check box if you would like Word
XP not to identify misspelled words.

3.

Click the OK button when finished.

To use the Thesaurus:
Highlight the word you would like to look up in the thesaurus.
Select the Tools menu P Language command » Thesaurus option. The Thesaurus

dialog box opens (see Figure 37— Thesaurus Dialog Box

1.
2.

3.

).

2

Language

Mark sedected bext a5

rabic (Babrain) |

The speller and ather proafing tools sutomaticaly
use dictionaries of the sslected language, iF
avalable.

I [xo pot check spelling or grammar
¥ Detect language sutomaticaly

Defaul,.. | O I

Figure 36 — Language Dialog Box

Cancel

Select the alternative word from the Replace with Synonym: list box on the right-hand

side of the dialog box.
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5. Click on the new word to replace the old one.

6. Click the Replace button.

Thesaurus: English L
Laaked Up:

5.)

|nltcrnati'.-'c

Figure 37— Thesaurus Dialog Box

AUTOCORRECT

The AutoCorrect feature allows you to select or deselect automatic correction while you type. It is
helpful when you want Word to correct as soon as you make a type a mistake, such as ensuring a

capital letter after a period.

To select or deselect AutoCorrect:

1. Select the Tools menu® AutoCorrect Options... command. The AutoCorrect dialog box

opens (see Figure 38).

AutoCorrect: English (L.5.)

[¥ Capitalze first letter of sentences

AukoTest | fAutoFormat Smart Tags
AutoCormect AutoFormat As ou Typs
[ Show AutoCormect Options buttons
[ Correct Twa THitisl CApitals Excephions...

? )| AutoCorrect: English (U.S.)

ButaText |
AutoCorrect

AukoFormat
AutoFormat s You Type

Smark: Tags

[ Show AutoCorrect Options buttons

=l AutoCorrect Exceplions

' Eestiatter | nitial Caps | Other Corrections |

[ Capitalze first letter of table calls [w e A
v Capitalze pames of days [+ I s |
[ Correct sccidentsl usage of cAPS LOCK key [ & . il
[¥ -Replace text 25 vou bype [v E:"
Replace: With: ¥ o Rep ek,

ddn. —
| | | s

dvt. =]
) ] - (1| W Automaticaly add wards bo kst =
() & p (r -
k) ™ i [ ok ]| coca |
[w Butamatically use suggestions From the spelling chacker [v sutomaticaly use suggestions from the spelding checker

4 4 | Canced 4 4 | Canced

Figure 38 — Auto Correct Dialog Box

Figure 39 — Exceptions Dialog Box
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2.

Word XP gives several options; click on the desired check boxes.

INOTE:
A check mark selects an option; when there is no check mark, it deselects an option.

3. There are exceptions to the rules as well. Click the Exceptions... button on the right-hand
side and select the various exceptions to the rules set in AutoCorrect.

4. Click the Add button after selecting the exceptions (see Figure 39).

INOTE:

You may select as many exceptions as needed.

5.

Select the OK button, then click the OK button again to close the AutoCorrect dialog box.

To select the AutoFormat as you Type option:

2

3.
4.
3.
6.

Select the Tools menu » AutoCorrect Options... command.

The AutoCorrect dialog box opens. There are several options displayed (see Figure 38).
Select the AutoFormat As You Type tab; several options will be displayed (see Figure 40).
Click the desired check boxes.

Click the OK button when finished or click the Cancel button to not proceed further.

AutoCorrect R
AukoText | AutoFormat | Smark Tags |
AutoCorreck L huroFormat AsYouType |

Replace 45 you bype

¥ *Straight quates” with “smart quotes”

v Crdinals {1st) with suparscript

¥ Fractions {1/2) with Fraction character {14)

¥ Hyphens () with dash (—)

I *Bold* and _italc_ with real Formatting

W Internet and network paths with byppetlinks
Apply as you bype

W Automatic bulleted lists

¥ mutomatic numbered lists

¥ Border lnes

W Tables

[ Built-in Heading styles
Automatically as you bype

¥ Format beginning of kst em ke the one before it

W Set left- and first-indent with tzbs znd backspaces

I Define styles based on yvour Formatting

K I Cancel

Figure 40— AutoFormat As you Type
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