Microsoft Word 2004 for Macintosh, Part 2

In this workshop, the following Word 2004 features will be covered:

Creating and using Tables
+  Formatting text using Styles
+ Arranging text in Columns
Inserting Page Breaks and Section Breaks
+  Using Footnotes and Endnotes
+ Sorting text

Inserting Smart Quotes and Straight Quotes

Creating and UsingTables

=22
Using tables allows you to line up information in rows and columns and use i . . .

borders and shading. You can create a table using the INserT TABLE command or

the Draw TaBLE command on the TABLE menu. You can also use the INSERT TABLE . . . . .

button on the STANDARD TOOLBAR as follows:

Create a simple table:

1. Click on the InserT TABLE button on the Standard toolbar.

2. Drag down and to the right to select the number of rows and columns you 4 % 5 Table

want.

Note: By default, Worbp tables have a half-
point black, single solid-line border that
prints. If you do not want the border, imme-
diately after inserting the table, press
Cmp+OprtioN+U. The border disappears. The
little end-of-cell or end-of-row markers do
not print. You can show them or hide them
by pressing the SHow/HIDE PARAGRAPH button
on the STANDARD TOOLBAR.

Use the Insert Table command

1. Click on the INserT TABLE command on
the TABLE menu. See the Insert Table
dialog.

2. Specify the number of columns and rows.

3. Under Auto Fit Behavior, you can choose
the initial column width by clicking the
up arrow, select to auto fit to contents, or
select auto fit to window.

4. Click the AutoForMmAT button to select
and preview the many built-in format
options from which to select.

5. Any AutoFormat you choose will become

Insert Table

Table size

Mumber of columns: 5
Mumber of rows: z

AutoFit behavior

® Initial column width:  Auto

!

St
F
o
Table format

(none)

| Set as default for new tables
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AutoFit to window
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the default if you click the small box.
6. Click the OK button.

Draw a table: oD Window  Work

1. Click the location where you want to create the table.
2. Click the TasLE menu and then the Draw TABLE command. Draw Table

The TaBLES AND BORDERS toolbar appears. '

3. The pointer changes to a pen. i Insert b
4. Define the outer table boundaries by drawing from where !
L . Delete >
you want the upper left corner of the table, dragging diago-
nally to the lower right corner of the table. Note: Hold down | Select >
the Cmp key to :
automatically 0 ’ : — —
apply text wrap- . | bl 1/2 'V i" v P
ping while you 3
= D :P- A £,
dwinewble. | [+ 0 | B 7 23 0 [ @ U | g R 2
5. Draw the column
and row lines

inside the table boundary.
6. If you are not satisfied with a line you have drawn, click on Eraser found on the TaBLES AND BORDERS
toolbar, and drag over the line.

Tables and BordersToolbar

Top Toolbar: On the top toolbar, from left to right, the icons represent the following: Draw Table, Eraser,
Line, Style, Line Weight, Border Color, Border Settings, and Shading Color.

Bottom Toolbar: From left to right the icons contain these actions: Insert table, Merge cells, Split cells,
Align top left, Distribute rows evenly, Distribute columns evenly, Table Auto Format, Change text direc-
tion, Sort ascending, Sort descending, and AutoSum.

Change text orientation

in a table cell Text Direction - Table Cell
1. Click the table cell that
contains the text you want to Orientation Preview
change.
2. On the FormaT menu, click Text
TEXT DIRECTION. . .
3. The Text Direction dialog : : : : The quick
displays. - . brown fox
4. The screen picture of the Text = ®
Direction dialog is shown at = - Jumps over
right. This one shows the text _ _ _ _ the lazy dog.
direction as it is normally in
atable cell.

5. The second dialog shows the
text direction in a vertical
position with the orientation

of the line, bottom to top. f: Cancel jJ HH
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7.

Create a table from

tabbed text:
1.

7.

There is another text direc-

Text Direction - Table Cell

tion that you can set from this
dialog, the text in a vertical

Orientation Preview

position with the line begin-
ning at the cell top.

Choose the text direction you
want, and then click the OK
button.

Select the text you want to
convert. (Your columns of
tabbed text should be sepa-
rated with one tab for each
column).

On the TABLE menu, click
Convert and then select TEXT
TO TABLE.

Text

Taxt

%8
The quick
brown fox
jumps over
the lazy dog.

(Cancel) @06

The ConverT TEXT TO TABLE

dialog displays. See a screen picture of
this dialog at the right.

In this dialog box, you can specify the
number of columns. The number of
rows is set at the number of lines of your
selected text.

Notice the AUTOFIT BEHAVIOR section that
offers you the following settings: INITIAL
COLUMN WIDTH, AUTOFIT TO CONTENTS, AND
AUTOFIT TO WINDOW.

In the SEPARATE TEXT AT section, you can
choose ParaGRAPHS, COMMAS, TABS, or
OrtHER. If you have used a tab on each
line to separate items, choose Tass.

Click the OK button.

Create text from a table
To convert contents of a table to text, do the

following:

1. With your cursor in the table, pull down
the TABLE menu.

2. Choose the CoNvERT command, then
choose TaBLE TO TEXT.

3. The Converr TasLe TO TEXT dialog

displays.
Specify how you want the text separated.

Convert Text to Table

Table size
(&l
Mumber of columns: 3 -
Mumber of rows: 5 .
AutoFit behavior
S - F P |
B Initial column width:  Auto —
P .
. AutoFit to contents
T - .
L AutoFit to window

Table format

(none) C AutoFormat... }

Separate text at

B

'::, Paragraphs :, Commas
;: Other: =

B Tabs

( Cancel :) f—el(—)
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Note: See a screen picture at the right of the Convert Table to
Text dialog.

Also see the screen picture of the text converted from a table. It

has been arranged in columns separated by tabs.

Paral paral2 paral23
Para? para22 paral23
Para3 para32 paral 23
Parad parad2 paral23
Para5 para52 paral23

ModifyingTables

Change the alignment of a table on a page:

Convert Table to Text

Separate text with

") Paragraph marks
f*) Tabs

_.i_\-\.
. Commas

) Other: |-

f Convert nested tables

(Cancel) @06

To horizontally center a table that may not fill a page between the left and right page Table

margins: Column

1. Select the whole table (on the TABLE menu, choose SELECT. You then see the Row
submenu (pictured here) that gives you choices. Choose TABLE. Cell

2. Click the ALion CenTER button on the Formatting toolbar.

3. You can also use the ArLiGN Lerr and ArigN RigHT buttons on the Format-

ting toolbar.

Table Properties

To set table properties that relate to the entire table, select the entire table. If your table is large, and

1.
you want to select the entire table, you may
wish to use the SELECT command on the
TABLE menu.

2. Select TABLE PROPERTIES from the TABLE
menu.

3. The Taste ProperTIES dialog (shown at
right) has also Row, Column, and Cell tabs.

Table settings

1. With the TaBLE tab selected, note the
sections. In the Size section, you can click
the PREFERRED WIDTH box and then specify
the table width by either inches or percent.

2. In the ALIGNMENT section, you can click an

icon to select LErT, CENTER, or RiGHT. These
icons show graphically the relationship
between the table’s position and the text
beneath it. At the right, you can specify an
indent from left.

Table Properties

[Table| Row  Column | Cell .

Size
! Preferred width: g~ © Measure in:
Alignment _
E E E Indent from lefu:
= = = o 8
Left Center Right
Text wrapping
None Around Positioning...

{_ Borders and Shading... } { Options... :I

(" Cancel ) 'E 0K }
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3. Inthe TexT wrapping section, you can click to select:
None (for no text wrapping around the table, or ArRoUND (to specify text wrapping around the table).

4. You can also click on the BorDERS AND SHADING button to set these features.

5. The Ortions button displays the TasLe OptiONS dialog that allows you to set various default options
that will affect the entire table: CELL MARGINS, CELL SPACING BETWEEN CELLS, and you can choose to
automatically resize the table to fit its contents. Click OK to return to TasLE dialog.

6. When finished with TaBLE settings, click OK.

Table Row settings

1. Click the Row tab.

2. In the Sizk section, the current row is
identified. You can enter a row height and
then choose that the measurement will be
at least the specified height or exactly that
height.

3. At the bottom of the dialog box, you can
change the current row by clicking on
either the Previous row or the next row
button.

4. In the OpTIONS section, you click to specify
that the selected row will be allowed to
break across pages. You can also specify
that Row 1 of the table will be a header
row that will appear at the top of each
page of the table if the table is longer than
one page.

5. When finished, click the OK button.

Table Properties

[ “Table “Row | Column Cell .

Size
Rows 1-3:

! Specify height:  g° Row height is; A1

Options
B Allow row to break across pages
! Repeat as header row at the wop of each page

(_? Previous Row | f_ Mext Row & :l

(Cancel) (0K

Note: WoRrD repeats table headings for tables
that are split with automatic page breaks.

If you insert a manual page break in a table,
the heading row(s) will not repeat. View
headings only in PriNT LAYOUT view.

Column settings

1. Click the CoLumn tab to show the CoLumn
page.

2. In the Size section, the current column is
noted or if more than one column is
selected, the column spread is noted.

3. Click the width box and enter the column
width setting. You can specify the mea-
surement in inches or percent.

4. The settings apply to the columns noted.

5. You can use the buttons in the dialog to
move to a PrREvious COLUMN or to the NExT

COLUMN.
6. When finished, click the OK button.

Table Properties

"Table  Row | Column | Cell .

Size
Colurnns 1-3:

™ Preferred width 205" ‘¥l Measurein: | Inches 3

(" ae+ Previous Column ) ( Next Column b |

( Cancel ) 0K
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Cell Settings

L.
2.

Insert table row or column
1.

Click the CELL tab to display the CELL page.
In the Sizt section, in the PREFERRED WIDTH
box you can specify the cell width in
inches or percent.

In the VERTICAL ALIGNMENT section, you see
three pictures: the first shows text aligned
across the top, the middle shows text
aligned at center, and the last shows text
aligned across the bottom. See the screen
picture of the CELL page shown at the
right.

Click the OprtiONs button to set the cell
margins. You can specify that the cell
margins will be the same as the whole
table. You can also choose to wrap the text
in the cell.

Click the Ok button when you are satis-
tied with your cell settings.

Table Properties

Table Row  Column --Eﬂl?

Select the row, column, or cell next to where you want to
insert a row or column.

Choose InserT command on the TasLe menu which displays a
sub-menu giving you these choices: TABLE, COLUMNS TO THE
Lert, CoLumns TO THE RIGHT, Rows ABovE, Rows BELow, or
CELLs.

If your cursor is in a cell and you choose TABLE, a table will
be inserted into a cell. If you have a column selected, you can
choose to insert a column to the left or right. If you have a
row selected, you can insert Rows ABovE or Rows BeLow. If
you choose CELLs, you will see the menu displayed below
right that gives you these choices: SHIFT CELLS RIGHT, SHIFT
CELLS DOWN, INSERT ENTIRE ROW, OT INSERT ENTIRE COLUMN.

Delete cells, rows, or columns from a table

L

Place your cursor in or select the cell(s), row(s), or column(s)
you want to delete.

Choose the DELETE command on the TABLE menu.

You have your choice in a menu that displays to delete the
table, columns, rows, or cells.

If you choose cells, you will see a window that gives you these
choices: SHIFT CELLS LEFT, SHIFT CELLS UP, DELETE ENTIRE ROW, OT
DELETE ENTIRE COLUMN.

Split a table or insert text before a table:

Click in the row that will be the first row of the second table.
Click SpriT TABLE on the TABLE menu.
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M Preferred width: | 205= % Measurein: | Inches [
WVertical aligriment
Top Center Battom
[ Options... |
[ Cancel ) f'—ﬂlﬁ—i
Table...

Columns to the Left
Columns to the Right

Rows Above
Rows Below

Cells...

Insert Cells

Shift cells right
Shift cells down
Insert entire row

Insert entire column

| Cancel ) f—BK—)
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To insert text before a table, click at beginning of first cell of table and press ENTER.

Selecting Text in Tables

In order to edit text in Word, you must first select the text.
To select a cell, click the left edge of the cell.
« To select a row, click at the left of a row.
To select a column, click a column’s top gridline or border.
To select multiple cells, rows, or columns, drag across cells, rows, or columns.
+ To extend the selection to other cells/rows/columns, select a single cell/row/column, press the SHirr
key, then click in the last cell/row/column you want to select.

Note: When working with tables, you may have difficulty in selecting only part of the text in a cell
because WorD most often selects the entire cell. This is especially a problem when you use tables to
create parallel columns of text or if you have placed multiple paragraphs of text in one cell. When you
click to the left of the first character of any line, Worp automatically selects the entire cell rather than
moving the cursor to that character. To avoid this problem, carefully position the mouse pointer over the
first character in the selection rather than to the left of it, and then click and drag to select the desired
text.

Move or copy items in a table

To move or copy text to a new location
and replace the existing text and for-
matting in the new location, select the
text you want to move or copy and the
end-of-cell mark. See at right a section
of a table with the end-of-cell marks
showing. (To show or hide these marks,
click the small paragraph mark icon on
the standard toolbar.)

To move the selection, drag it

olg|g|g|jo| -
S I [ S (S
olg|g|g|jo| -
olg|g|g|jo| -
e e e R pe
H oY " H H

to the new location. Text Direction - Table Cell

To copy the selection, hold
down Cwmp while you drag the
selection to the new location.
If you do not want to replace
the text in the new location,
select only the text within a
cell and not the end-of cell
mark.

Orientation Preview

Taxt

Text
18]

Change text orientation

in a table cell

1. Click in the table cell that
contains the text.

2. On the ForMaT menu, click
TexT DIRECTION.
i

3. See the Text Direction Table ( Cancel )

Cell dialog.

The quick
brown fox
jumps over
the lazy dog.

)

4. Click the orientation you
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want. Note that the row height has been automatically changed to accommodate the rotated text but

the column width does not change.

Change the alighment of text in a table cell

1. Click the cell
that contains the
text you want to
align.

2. If the TABLES AND
BORDERS toolbar
is not on screen,
display this
toolbar from the
VIEw menu.

3. Select the option
for the horizon-
tal and vertical

alignment that

you want. To align horizontally or vertically oriented text within the cell, use the Arign Top (left,
center and right), ALiGN CENTER (left, center, and right), and ArioN Bortom (left, center, and right)

buttons.

4. See the thumbnails that drop down for you to make your selection. Depending on the orientation of
the text in the cell you select, the thumbnails illustrate either horizontally oriented or vertically

oriented text.

5. There is also a TexT DirecTION button on the toolbar that allows you to change the text direction.

Text indent

You can indent text in a cell just as you indent text in the rest of a document by using the PArRAGRAPH

command on the FormAT menu or the RULER.

Line up Table Data r

To align a column of numbers in a Worp ®O6e
table on the decimal point, follow these steps: =)

1. Highlight the column containing the '/ Left

numbers you want to align.

2. Click the Tas Type icon at the left end of
the ruler until it changes to a decimal tab
icon.

Center
Right

3. Click on the ruler where you want the | Decimal -

decimals to align. Worp will align the Bar
numbers in the selected column. You |
don’t need to insert a tab character in

front of each number as you do outside a

table.

Tabs...

Display or hide gridlines in a table

1l

’:’F_-'

FIIII%HITHHH
T
1

456940
307560
' 9347600

73540000
T

Gridlines cannot be printed. They help you to see which cell you are in. Gridlines can be turned on or
off by choosing SHow or HIDE GRIDLINES from the TABLE menu. To print lines between cells, add borders

to the table.
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Handy Table Keyboard Shortcuts

Press To

TAB vttt move to next cell

SHIFT 4 TAB vt move to previous cell

UP or DOWN ARROW ...covuvvviiiirnicnnnne. move to preceding or next row
Cmd +END v move past end of table

OPTION + END v move to last cell in row

CMD + X ittt delete a table that has been selected

Formatting Text in Word 2004 Using Styles

Styles have these advantages:

+  Styles save time formatting any type of document.

+  Styles help ensure a consistent format. This is especially important for long documents or projects
involving many documents and writers, and the finished document is professional in appearance.

+  Styles allow design changes to be made easily, even at the last minute.

+  Styles are very easy to use and to modify.
Using Styles allows you to easily change document formatting of text to which a style has been at-
tached in one easy step.

+  Always use styles in a Word document you plan to convert to PDF (portable document format).

What is a style?

A style consists of formatting characteristics that you can apply to text that quickly changes its appear-
ance. When you apply a style, you apply a whole group of formats in one step. When you start Word, the
new blank document is based on the NormAL style. When it is applied, it applies to an entire paragraph,
which is any text that ends with a RETurN or ENTER. The NorMmaAL style specifies the font, font size, line
spacing, text alignment, and other formats currently defined for the NormaL style. On your own com-
puter, you may create new styles and make certain styles default styles for your computer.

There are several style types: paragraph, character, table, or list. A paragraph style consists of a group of
formats (such as character, paragraph, and tab stops) identified by a unique name. When you have
applied a style to text in a document, and if you later decide to change that style, you can modify the style
and all the text throughout the document that has that style attached will change to reflect the changed
format.

Add a current style to your style list

1. Click the Down arrow at the right of the style box. See picture at right.

2. Note the styles that appear. You may see only the default Normal style.

3. The Normal style does not provide any space after a paragraph, so that many people are in the habit
of pressing the RETURN key twice to enter space after a paragraph,

4. This is a waste of space, and it does not look professional. You don’t need
that much space between paragraphs. A style named “Body Text” provides ‘ Normal ;1
5

t ft h.
correc spacea eraparagrap B O t‘,"l'E

Add a new style to your style list

1. From the ForMmAT menu, choose the STYLE command.
2. The Style dialog displays.
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3. See under List the selections from which you can choose. List,
4. Choose All styles. :
5. In the Styles box, note the long list of styles that are Styles in use

available.

6. Scroll until you see the style Body Text.

7. Note under DEsCRrIPTION, that this style is Normal plus
Space After: 6 points. That means that if you are using

All styles

User-defined styles

the NorwmaL style, you are using a 12-

Style
point font. The Bopy TExT style
would give you the same font and S0 ol
. =1711/7111 m
other paragraph attributes of the =1fa/li T
. I= Artiche | Section s
NoRrMmAL style with Space AFTER of 6 1 Balloon Text.
: dd d 1l Block Text
points added. ¥l Body Text
et 1l Body Text 2
8. This is exactly what you want. Re- o Body Teur 3
1 1 - 1l Body Text First Indent
member that one p011.1t is one 1§ Bod Text First Indent 2 Character preview
seventy-second of an inch. Twelve e e o -
points would be twelve-seventy- 1 Sody Text Indent 3 . This is about styles. 12 pt
. . aption L]
second of an inch. That gives you a
List: Description .

fraction of 12/72, which you would T o
reduce to 1/6. That is why, when you Warmal + Space Alwr: € gt
use a 12-point font, you end up with
approximately 6 lines per inch
vertically. The space between these
paragraphs would be half that, or 6

points (New.. ) ( Modify... ) | Delete
9. Fonts are measured by points. This is

a vertical measurement, measuring (_Cancel ) CApply )

the distance vertically between the

baseline of one line of text to the Style

baseline of the adjacent line of text _

X Styles: Paragraph preview

using the same font. » 1 Body Text

10. Click the Appry button. b3 Default Paragraph Font FhmE
1 Koarrmal

. FE Table Normal
Look at your Style box, and notice that

now the Bopy Texr style has been added.

Character preview

— This is about styles. .2,:
Body Text H Times New Ro ¥

List: Description
EI.E!EI Fﬂmmmng Styles In use M-! Mormal + Space After: 6 pt
Mormal
Body Text

( Organizer... ) { Mew... _} ( Modify... :} ( Delete }

( Cancel ) (EApply)
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Add more styles to your style list for your current document

You can probably find most styles to fit your needs for your document, and you can use the method just
described to make them available in your Style Box. Learn to use styles. If you ever decide to convert any
of your Word documents to PDE, your styles can become bookmarks, which makes your PDF document
easily searchable.

Modify a style

Often people would like to, for example, design their own hanging indent without bullets or numbers.
Suppose you want to start the paragraph with a word, press the tab, and then type with the balance of the
paragraph text wrapping, lined up with the tabbed text with was indented to, for example, one inch. You
could start with a hanging indent and modify it. There is one named List.

1. Choose FormAT > STYLE to open the StyLE dialog box.
For this lesson, choose List. This style uses the NormaL style plus an indent of 0.25 inches. The first

line starts at the left margin, and there is a tab at _ Modify 3
0.25 inches. | Properties
3. Click the Mopiry button in the lower right areaof |
. . List
the StyLE dialog box. _ _ =

4. The Mobrry StyLe dialog box displays. i ' -

5. Click the FormaT button, and choose PARAGRAPH. Style based on % Normal )
See the drop-down menu in the picture at the right. | styie for following paragraph: ¥ List )

6. The ParacrapH dialog displays, with the INDENTS L

ormatting
AND SPACING tab selected. _ I :

7. Notice under INDENTATION that HANGING is selected, | ~ TmesMewtomn ¥ 12 ¥[B 7 u LA -
In the By box, increase the indentation to suit your | . = s oo |. e |A_h_. g= | = 3=
need. In this lesson, increase the indentation to one o R b
inch '

: F nt... : ba T b Tt Tl Tl Il
8. Click Tabs and set the tab at 1 inch. When back at P:r:graph ﬁﬁ?ﬁh‘?‘:::mﬁgﬁig
the Modify Style dialog, delete the name List and

T

Tabs...
type in your own name for this style. For example, | B:r:"
. . i waw
you could use the name ListOne )
[ Frame..,
Arranging Text in Columns | Numbering...

Shortcut key... | Automatically update

You can format text in different numbers of columns | j
. . . Ormat

within the same document, on the same page, orin a

section of a page.

( Cancel ) ( OK )

1. Switch to PAGE LAYOUT view.

Select a portion of text you want to convert into two columns.

3. Click on the CoLumns button on the STANDARD toolbar and drag to select the
number of newsletter-style columns you want.

4. 1In the screen picture, two columns have been selected in the drop-down —
column selection window. The text that had been selected changed to two
columns.

Text in newsletter-style columns flows continuously from the bottom of one

column to the top of the next column on the same page. If you want to change || 2 Columns

_l!lll!Tlll!lll

I ﬁ'

ol
|
T
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the number of columns for the entire document, first m Font Tools Table

select all of the document text, then change the number
of columns. If you want to change the number of col-
umns for existing document sections, click in the section
or select multiple sections, then specify the number of
columns.

Start a new newsletter-style column

You can lay out text on a page in which the text flows
continuously from the bottom of one column to the top

Font...
Paragraph...
Document...

gD
NHEM

Bullets and Numbering...
Borders and Shading...

of the next column, and you can specify the number of Columns...

newsletter-style columns, adjust their width, and add
vertical lines between columns. You can also add a banner
heading that spans the width of the page.

1. On the ViEw menu, select PAGE Layourt. This view
allows you to see the document as it will appear when
you print it.

2. On the Format menu, choose Columns.

3. The Columns dialog displays. Choose the two column
preset. This dialog offers you more selections that you
have using the CoLumns icon on the Standard toolbar.

4. Start typing. Your type will wrap to the width of the
column, and when the column reaches the bottom of
the page, it will wrap to the top of the next column.

Tabs...

Drop Cap...
Text Direction...
Change Case...

AutoFormat...
Theme...
Style...
Background

Insert Text Box

Notice at the top, you are given the choice Columns
of five presets. You can specify the num- Presets
ber of columns anq, in addition, specify = == = = =
the width and spacing of each column.
You can also place a vertical line between Ore Two Three (et  Right
columns by choosing LINE BETWEEN.

Number of columns: CE - [ Line between
Note: You cannot use newsletter columns e P
in headers, footers, comments, or frames. e, e
To arrange text in these areas, use a table.

T T s |05 ()

Column breaks —r I

To stop typing in one column and con- —
tinue in the next column before the

column reaches the end of the page, you £3 Bawad colurmn width

will need to insert a column break.

1. Pull down the INserT menu and select Apply to: | Selected text  [§) _ Start new column

Break.
2. Select CoLumN BRreak in the window

{ Cancel )

o)

that appears.

3. When you click OK, your insertion point will be moved to the top of the next column on your page.
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Balancing columns

If you only want columns on a portion of your page, you will need ConTINUOUS SECTION BrEAKS to end the

area of the page that has the columns.

L

In Print Layout view, place the insertion point below the end of your text in the last column on the

page.
2. Pull down the INSErT menu and select BREAK.
3. Under SECTION BREAK TYPES, select CONTINUOUS..
4. Click OK.

Understanding Typography

What is a typeface - a font?

When vou refer to a “font,” it is helpful to
understand the meaning of the term. The
terms “typeface™ and “font™ are often used
interchangeably, but a font is a typeface ina
specific size, or, more accurately, a font
consists of three elements: typeface (e.g.,
Arial, Times), weight (e.g., Bold or Regular),
and size (e.g., 12 pomnt).

A typeface is a set of characters—letters and
numbers—which has been designed with a
certain distinctive shape and 18 given a name.
The “family™ or group name of the typeface
is often named after its designer; or the
designer may give it a name that suggests is
use, Le., Bookman or Century
Schoolbook.

When a printer 15 mnstalled, a "Printer
Driver” for that particular printer is also
installed so that the programs on that
computer can communicate with that
printer. A printer driver consists of a set of
instructions that are sent to the printer to
tell it to print with the font with which it is

capable of printing, how much space to
move forward before it prints the next
character, and how to produce aword In
bold print, etc.

The two printers in the HUB (the HP
LaserJet 4100 and the LaserJet 3M) have a
PCL (the Hewlett Packard printer
“lanpuape™) mode and a Postscript (Adobe
Postscript language) mode. The printers in
the HUB can produce a font size that you
specify.

One point is about 1/72 of an inch. There are
approximately 72 points to an mnch. A point
size of 11 or 12 will give you type that is
quite readable, depending on the typeface
style. The fonts that are measured in points
are measured vertically, from the baseline of
one line of type to the baseline of the
adjacent line of type. The baseline is the
invisible line on which characters are aligned.
Most fonts are proportionally spaced and
their characters take up varying amounts of
space horzontally.

5. Click on the Corumns button in the Standard toolbar, and select a single column to change to a single
column for the rest of the text on the page, if this is applicable.

Note: If you want to force a new page to start after the balanced columns, click after the continuous
section break, and then insert a manual page break.
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Change the width of newsletter-style columns

Drag the column markers on the horizontal ruler to adjust the width of columns. To specify exact
measurements for column widths and spacing, use the Corumns command on the ForRMAT menu.

Page Breaks and Section Breaks

Look at the Status Bar at the bottom of the document window. You will see your page number and
section number. If you decide to work with page and section breaks, the Status Bar helps you keep track
of what page you are on and what section you are in.

Sections and Section Breaks

In Word,a Format Font Tools Table Window Work |
sectionisa
portion of a :
document in | Page Break
which you set Page Numbers... Column Break 03
certain page Date and Time...
fOflea“il}rg AutoText » | Section Break (Next Page)

t . . . .
glf’f;‘;‘;jagﬁji Field... Section Break (Continuous)
can set for S'fI'I"IhDL.. Section Break (Odd FﬂgE}
sections are: Comment Section Break (Even Page)

margins, paper
size or orienta-
tion, paper source for a printer, page borders, vertical alignment, headers and footers, columns, page
numbering, line numbering, and footnotes and endnotes.

Create a section break as follows: Pull down the INsErT menu and select Break. Choose the type of

section break (as explained below) from the dialog box, then click OK.
NExT PaGE. These breaks are used much like a page break. When you insert a Next PaGE section
break, it will move your insertion point to the next page and create a new section that allows you to
create different page numbering formats, headers, and footers for the new section.
Continvous. This type of section break is used mainly with columned text and allows you to com-
bine columned text and non-columned text on the same page.

+  Obp aND EVeN PaGe. These types of breaks are used when creating manuals intended for double-
sided (duplex) printing where something in your header or footer is different for odd pages and
even pages.

Delete a Section Break

Select the section break you want to delete. Move to Normal view. A Section Break is a double line
across the page and is identified as such. Highlight this double line and press the DELETE key. When you
delete a section break, you also delete the formatting for the text above it. The text above the deleted
section break becomes part of the following section, and it assumes the formatting of that following
section.

Inserting Footnotes or Endnotes

A footnote is a type of text that can appear at the bottom of a page. You may use a footnote to acknowl-
edge a source of information or to provide additional information. Endnotes provide the same type of
information as footnotes, but they are positioned at the end of the document or section.
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You may wish to use both footnotes and endnotes in the same document. For example, you could use
footnotes for citation of sources and endnotes for detailed comments. You can insert a footnote or an
endnote as text of any length and format note text just as any other text. You can choose to automatically
number marks or create your own custom marks.

A footnote or an endnote consists of two linked parts--the note reference mark and the corresponding
note text. Insert a footnote reference mark (in page layout view), as follows:

1. Click where you want to insert the note reference mark. ot ook e Cncnats
2. Pull down the INSErT menu and click FOOTNOTE. e
3. On the dialog box th'flt displays,. click F(?OTNOTE or ENDNOTE. & Foonae R W
4. Under NUMBERING, click the desired option. Use the AUTONUMBER O Endnote £nd of document

featul”e Numbering
5. CliCk OK. e AutoMumber 1,23, ..
6. Word inserts the note number and places the insertion point next O Custom mark:

to the note number. )

)
7. Type the note text. e
8. Scroll to your place in the document and continue typing.
{ Options... j |: Cancel ?} HH

Word separates document text from notes with a short horizontal

line called a note separator. If a note overflows onto the next page, Note Options

Word prints a longer line called a note continuation separator, to

which you can add text. You can customize separators by adding SR Al Endnotes

borders, text, or graphics. Note: In Internet browsers, custom note Place at: “Bottom of page %)

separators appear as short horizontal lines. bk 12— B
Start at: 1 =

When you add, delete, or move notes that are automatically num-
bered, Word renumbers the note reference marks. You can restart Numbering: @ Continuous

note numbers from 1 on each page or in each section, and you can S LA
number notes sequentially from one document to another docu- R LRI E
ment. To restart note numbers, choose FOOTNOTE from the INSERT _
menu, then in the FoornoTe AND ENDNOTE dialog, click the OpTiONS Convert.- ((Cancel ) 0K

button. The Note Options dialog displays. See a picture of this
dialog at the right.

Viewing and Printing notes

Word automatically changes the footnotes and endnotes to hyperlinks and moves the footnotes to the
end of the Web page. To view notes on a Web page, click the note reference mark to follow a hyperlink to
the note text. Footnotes and endnotes appear at the end of the Web page. If the document also contains
footnotes and endnotes, Word places them directly after the footnotes. Word inserts short note separa-
tors to separate the main text from the footnotes and the footnotes from the endnotes. In the browser,
custom note separators appear as short horizontal lines. If you are viewing the printed document on the
screen, you can view notes by resting the pointer on the note reference mark in the document. The note
text appears above the mark. To display the note text in a note pane at the bottom of the screen, double-
click the note reference mark.

To print endnotes on a separate page, insert a page break at the end of the section or the document,
depending on where endnotes are placed.
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Convert footnotes to endnotes and vice versa

1. Switch to NorRMAL view.

2. On the ViEw menu, click FOOTNOTES.

3. In the note pane, click ALL FOOTNOTES or ALL ENDNOTES.

4. In the PLACE AT pop-up menu, click the option you want.

Note: To convert all notes to footnotes or endnotes, click FOorNOTE on the INSERT menu, click OpTIONS,
click Converr, and then click the option you want.

Refer to the same note more than once

1. Click where you want the reference located.
2. On the Insert menu, click Cross-reference.
3. Do one of the following:

+ To insert the cross-reference in regular text, click Footnote or Endnote on the Reference type
pop-up menu.

+ To insert the cross-reference in superscript text, click Footnote number (formatted) or Endnote
number (formatted) on the Insert reference to pop-up men4. In the For wich box, click the
note to which you want to refer.

4. Click InserT, and then click CLOSE.

Keys for working with footnotes and endnotes

Press To
z+Option+F Insert a footnote
z+Option+E Insert an endnote

Bullets and Numbering

The NUMBERING button and BuLLeTs button are two paragraph formatting |
tools found in the FormATTING ToOLBAR. They are used to make lists stand out | 1t i DI
in a document. The two buttons positioned at their right, DECREASE INDENT

and INCREASE INDENT, are used to move the selected paragraph to the R T

»  Creste bubeted or numbeed kit 2k yow type

. & Tigd
left or to the right. T ——
T bSL el ) N 3 Ak B, T BRI E kL] St 35 vOw BR R
what Changing e mumbering fvel i the lat.
L L L e L e e L ]

Create a Bulleted or Numbered list gjwﬁ;ﬁagfnzﬁ"
kit AL
1. Highlight the text in your document you want bulleted or num- S e i, 1t R 0 ek 0 S Rt = 10
bered. = ﬁ:::-: mxu;r;ﬁwﬂu: Mrelppriog, 3 Than lalk The 13l
. . & Chh Uk kS fioet Rl PR SRS vt RS e el 00 Aurniser
2. Click the BuLLETs button or the NUMBERING button in the Format- e —
. . . . r Skt B0 Sormating SpSOna yoU T
ting Toolbar. In the picture above right, the bulleted button is
L. Add bubris or rumber ing io ouisting toeg
Selected. F {!::l-:wm o Arieind bt 35 vow Tyt
. : In‘;u Ll e e EOAE bEL 1 et Y G Uk P el e Al sl
Note: You can click the BuLLeTs or NUMBERING button and then type s ;:,",:::.1‘:,:;7;:;.‘::&?;;:&::*:=::*=°
. . . ) e e it Ly chamging
your list. When you have finished your list, then click the BuLLETS or e
. . Farmattire Paletic vrder Bubcls arsd Mursbstr ing £bCh it roase insdend e
NUMBERING button again to turn the feature off. The pictures at the o DT e et it
. . . 7, Thect thet 3G aphy that Rres th Bullin or rerbe IR woy S 10
right show a bulleted list and a numbered list. e o, Ok Bl s bt e o Bk e
Far the bype af Ik you wank to modty.
L) .{:r::!I-“ﬂolmlhnrulthﬂwwldtu-dnwwlﬁwumn
Formatting Bullets and Numbering e i sl e

1. Highlight a bulleted or numbered list in your document.
2. Pull down the FormaT menu and choose BULLETS AND NUMBERING.
3. Click the BULLETED tab to see the choice of bullet formats.
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4. Click the Num- Bullets and Numbering
BERED tab to see

the choice of Bulleted | Numbered = Outline Numbered | List Styles
number for-
mats.

5. Select a different . o .
choicein thei — . L -
samples avail-
able. 4 o .

4. Ifyoudo not see
any samples you
like, click the 'R - %

CUsTOMIZE 5
button to + ® p
customize your + & =
list.

Lists created _
automatically { Customize... |

If you are using the
AutoForwmar feature,
(found on the TR x @
Format menu) e sicmdiie
Word analyzes each
paragraph to see how it’s used in the document and then applies an appropriate style. If you find you do
not want your list turned into an automatic list, you can turn off this feature in AutoCorrect.

Handling numbering problems

When you copy part of a numbered list in WORrD and paste it into a new document, WorDp automatically
renumbers the first line with a 1 (one).

To preserve the original numbering sequence of the text, do this:
1. Click anywhere within the first numbered line.
2. Select BuLLETS AND NUMBERING on the FOrRMAT menu.
4. In the BurLers AND NUMBERING dialog box, click the NumBERED tab and then click Customize.
4. In the Customize NuMBERED LIST dialog box, change the value in the Starr At field to the starting
number you want, and click OK.
If you are having difficulty with getting your numbered list to begin at number 1:
1. Pull down the Formar menu and choose BULLETS AND NUMBERING.
2. On the NuMmBERED tab page, click RESTART NUMBERING.
To join separate numbered lists in a document:
L. Select the item with which you want to continue numbering.
2. On the FormAT menu, click BULLETS AND NUMBERING.
3. On the NUMBERED tab, click CONTINUE PREVIOUS LIST.
To remove a single bullet or number:
1. Click between the bullet or number and the corresponding text, and then press DELETE.
2. If needed, to remove the indent, press DELETE again.
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Right-align numbers in a numbered list

When using the
numbered list
feature, the numbers
line up at the left. If
your numbers
exceed nine charac-
ters, you may want
to right-align the
numbers. Or, you
may be using deci-
mals, and you want
your numbers right
aligned so that the

decimals will line up.

Try the following on

your own computer.

1. Beforecreatinga
numbered list or
after selecting an
existing num-
bered list, select
BULLETS AND
NUMBERING On
the FORMAT
menu.

Bullets and Numbering

" Bulleted | Numbered | Outline Numbered

List Sryles

1. 1)

None 2. 2)
3. 3)
A a) a
B b} b.
C c) C

List numbering

* Restart numbering

Lontinue prewvicus ISt

Reset

( Customize... |

( Cancel ) 0K

2. If necessary, click the NUMBERED tab in the BurLeTs AND NUMBERING dialog box, and select one of the
numbering options samples featured in that dialog.

Click CusTOMIZE.

3
4. In the NUMBER POSITION box, click on the Down Arrow to display the list and choose RiGHT.
5

Click on the OK button.

Sorting text

You can sort text in Word either in ascending or descending order. Even though the TaBLE > SorT com-
mand might give the impression that you can only sort text inside of tables, you can sort text anywhere
in Worp using this command. When sorting text, Word first sorts items that begin with punctuation
marks, items that begin with numbers, then items that begin with letters, which are sorted last. Word
treats dates and numbers as text. For example, the text ITem 12 is listed before ITEm 2.

A simple sort:

1. Choose the Sort command on the TaBLE menu.

2. If your items are paragraphs, then, in a simple sort, you will sort alphabetically (either ascending or
descending) on the first word of the paragraph. If you have a bulleted list, for example, you can select
this list and sort it on the first word of the paragraph.

3. To sort a part of the data in your file, first select the paragraphs to sort, then choose the Sort com-
mand on the TABLE menu.
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4. You see the Sort dialog. Notice that in the SorT BY box, PARAGRAPH is selected. The TyrE is TexT, and
ASCENDING 1is selected. Notice also that under the section My LisT HAS, no header row is selected. If the
text is not in a table, there would be no header row.

A complex sort:

To do a complex sort, your data items outside a table are on lines that do not wrap, each line ends in a

carriage return, and each data item is separated by a tab. Your data can also be in a table.

1. Select the entire list including a header row if there is one.

2. Drop down the TaBLE menu, then choose the SorT command.

3. For the primary sort, select the desired column, then click on ASCENDING or DESCENDING.

4. For a secondary sort (and then a third), select the desired column, click the Down Arrow at the right
of THEN BY: text box, choose ASCENDING or DESCENDING, and then choose OK.

Note: When you sort text in tables, you can select to sort a single column in a table or the entire table.
You can also sort by more than one word or field inside a single table column. For example, if a column
contains both last and first names, you can sort by either the last name or the first name, just as you
could if the last and first names were in a list instead of a table.

Ascending order is sorting A to Z, a to z, zero to 9, or earliest to latest date. Descending order is sorting Z
to A,z to a, 9 to zero, or latest to earliest date.

Using Smart Quotes and Straight Quotes

Smart quotes are set up in Word’s AUTOCORRECT feature in which Word automatically inserts an opening
quotation mark at the beginning of a certain section of text (“) and a closing quotation mark (”) at the
end. However, this may not be what you would like. You might want to use a straight single or double
quote (indicating a foot or inch), for example.

If you want to leave Word’s AutoFormaT As You TypE feature on, you can work around it in order to be
able to insert straight quotation marks into your document. With the AutoFormar As You Typk feature
on, press CMp+Z immediately after typing the smart quotation mark. Worp’s AuTOCORRECT feature will
convert the smart quote into a straight quote.

13 L
[his 1s a left  smart quote [his 1s a right smart  quote.

Drop Cap

A drop cap is an enlarged capital letter (or letters) at the beginning of a paragraph. To create a drop cap
for the first letter of the first word in a paragraph, follow these instructions:

1. Ifyou are not in PAGe LavouT view, change to that view.
Position the cursor anywhere in the paragraph and select the Drop CAp command on the Formar
menu.

3. In the Drop Cap dialog box, select a Position for the dropped cap. The three choices are NonE,
DrorprED, or IN MARGIN.

4. Select Droppep. If you decide to choose IN MARGIN make sure your margins are set wide enough to
allow the drop cap to print.
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5. Adjust the drop cap’s font, size (number of lines to drop), and distance from text. Start with the
default settings and see how you like the effect.
Note: To remove a drop cap, click the paragraph that contains it, then in
the FormMAT menu, click Drop Cap then click NONE.

Finding Synonyms Fast

When you type a word and wish you could come up with a better one, press
SHIFT+F7 to open Worp’s THEsaURUS dialog box. The word you just typed
will appear in the Lookep up text box. The RepLACE wiTH SyNoNYM list box
will contain a list of alternatives. If you see a word (or phrase) you like,
select it and click Reprace. Word will close the Thesaurus dialog box and
replace your word with the selected synonym. The entire process takes only
a few seconds—much less stressful than staring at a word in your document
and trying to come up with an alternative.

See a screen picture of the portion of text that has the drop cap positioned

according to the settings in the Drop Cap dialog

pictured at right.

m Font Tools Table

Font... #D
Paragraph... CEM
Document...

Bullets and Numbering...
Borders and Shading...

Columns...
Tabs...
Text Direction...
Change Case...

AutoFormat...
Theme...
Style...
Background

Format AutoShape /Picture

Drop Cap
Spacing Position
ood spad . o
o the w " 1Y LY,
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