Word Processing Chapters 3 and 4

Drawing Tools

«The drawing tools can be used to create or
use illustrations in your document

% Click on button# will toggle drawing toolbar
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Clip Art

“Clip art is ready-to-use art than can
enhance the text design

¢ Cartoon style images with relatively few
colors, improves compressibility (file size)

#Accessed in Task Pane or Drawing toolbar &}

¢Menu command Insert | Picture | Clip Art
¢Create your own using a painting program

WordArt

< Decorative text with 3-dimensional effects
s»*Menu command Insert | Picture | WordArt

«»Or available on drawing toolbar

Select a WordArt style:
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Templates and Wizards

*Templates are pre-formatted documents
“*Wizards are an interactive document
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Word Processing Chapters 3 and 4

Bulletand Number Lists Outlines
“Organizes information by topic **Helps to organize thoughts
eBullet List emphasizes and separates items ¢ Leveled Hierarchy | Shopping for a Computer
#Can use different styles of bullets ¢ Topic Inqlependence I AHarg\évSre
#Can be used to create leveled Hierarchy ¢ Sub-Topic '
) L . Dependence B. RAM )
eNumber List sequences or prioritizes items < First sten when C. Hard Drive
#Updated automatically with insert or delete Cre P Il.  Software
, , _ writing a college A. OS
#Outlines use Number List Leveled Hierarchy .
paper B. Applications
¢Examples . . 1. Office
.1 2 3 4 5 6 % Good for organizing ' :
: - . ) shobping lists a. Word Processing
. " m v v vi pping b. Spreadsheets
»A B c b E F 2. Finances
~a b c d e f ll. Warranty and Service
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Tables | Styles
. 3}

#Organizes Information i.,‘ x| s*Uniform and consistent appearance for
2 dimensional grid Mumber of columns: s = document elements
#Rows, Columns, Cells L7 O (0SS 2 = eNormal

< Provides 2-D Layout Capability | " femusn  Fa—=] eParagraph

" Autofik to contents

& Can put anything in a cell o e e

o Text, Numbers, Photos, Clip Art | 1u. .yie: table ar AutoFormat...
«+Table | Insert | Table command

¢ Insert Rows, Columns, Cells

# Delete Rows, Columns, Cells

e Headings: Heading 1, Heading 2, Heading 3...
¢ User Defined Styles

“+Used to change appearance for all
occurrences of an element in document

[ Remember dimensions for new tables

) ’T‘ Cancel
& Merge Cells, Split Cells Se==——————— OParagraph Level
¢ AutoFormat S====c==c=c=c==|
& Auto Fit == —————— ¢Character Level
Gridlines “*Automates document formatting
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Style List box

L] Tips for Microsoft Word Solutisn - Microsoft Word
© Fle Edt View Insert Bdmst Tools Table Window Help
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Tupe a question for help

QIFE 6 @S9-S e '@\.Llﬁeed!

Heading 1 - Arial

o-2-A-B

-1 -|[B]
T

u [E]
—
Ry =

- § i L . :
Visit Our Web Site Ll

' [ [ '

wunw prenhall com/ermer. In addition, the sits cortains PowerPoirt lectures, onlin quizzes ans
cutrert, information. Thete is also a feedback button to contact the authors cizectly. We look forw
- heating from you.

Show the Keyboard Shortcut

You can expend the ScreenTip associded with any toolbar butlon to inchade the equivalent ke
shorteut, Pull down the View menu, elick Toolbars, then click Customize to display the Customize
R o Click the Options tab and check the box 10 show the shottout keys in the SereenTips. Close the
~ box, then poirt. 0 ary toolbar button and you should see the name of the buiton as well as the eqg)

Select Al
Meww Styls, .

Pick formatting to apply

- %

 Styles and Formatting™ X

- Download the praciiee files for eny book in the Exploring Windows seties from our home p iorrt"atlinu of selected
exl

keyboard shortcut.

Display the Full Menus
Pull down any metns to see if there is o double arow at the bottom of the menu. If yoy/see the
PowerPoint is displaying only the commands it thinks you need and we suggest you thy
full menus instead. Pull down the Wiew mem, click the Toolbars command, and clfk

Heading 1 style is selected

- Sort by Name, Date. or File Size
The files in the Save &s and Open dialog boxes can be displayed in ascending or descending seque

Clear Formatti

Body Text

o dip: Heading 1 1

ppeazed and you see the full set of av Normal

name, date madified, or size. sired colum

click the Modified! culuman Click here to modify style [cn:k The ¢
heading a second time to wing, a @

< | 2]
Page 1 Sec 2 413 At 11" in1 col 1 Englsh (U5 0%

ersa. 3 Show: Formatting inuse v

| Styles in use displayed |
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Modify Styles

Modify Style 3]
Properties
Mame: [Heading 1 —_—
1l Maormal -

Style based on:

Specification

Apply —\ stvle for Following paragraph: Al Normal -
Formatting P
Arial - 16 -
Grocery List
Marmal + Fant: (Defaul) Arial, 16 pt, Bold, Kern at 16 pt, Space
Format _V Before: 12 pt, AFter: 3 pt, Keep with next, Level 1

r I™ agtomatically update

[ Style In Use

= Canca
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Working in Long Documents

«Page Numbers

s*Headers & Footers
“*Break Types
ePage break
¢Column break
& Text wrapping break

“+Section Types
¢Next Page
eContinuous
¢Even page
+0dd page

+*Table of Contents
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