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Chapter 1:

Inserting Graphics

Graphics can add a lot to your document and they are not difficult, once you get the
hang of them.

1. Type your text and make ]@ File Edit Wew | Insert Format Tools Table Wwindow Help

formatting changes. [[nE= = R= - o - - Al BT

Page Mumbers. .. T T S

. . Marmal - 4 T

2. Click on Insert in the I i Date and Time. .. il H—_ =
Menu Bar. Select Picture, I" = | @ ‘ AutoText v | | Document1

then Clip Art to choose M i RERERE RN ERET SRR

from the MS Word Clip Symbl...
Art files. {3 Comment
Footnote. ..
Caption...
i Cross-reference. .. was aéﬂ
i Index and Tables. .. itle qurl
- i Adle ~F huar .
; | e JRHECECR
: Text Box '@ Erom File. .. 45 VETy

3. You are now at the Clip Art Gallery. You may select a category of clip art or move the
dialogue box’s thumb Bl Microsoft Clip Gallery 5.0 - AdvWord.doc [Microsoft Word)

bar down to scroll J SR J Import Clips — &5) Clips Orline €&} Help
through all the F - -
selections. You can J Search for clips: I YPE One of mare words. . . J J

also search for a

specific type of picture.
Simply type in a

keyword in the Search _/
Box and hit Enter.

When you find

something you like,

click on it and then

click on Insert./

-

-

L
|

: tgg%%) | K -
‘-' by N | e
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4. The clip art will appear in your document where your
cursor was located. You may click in the center of the
clip art and drag it to the desired location.

5. Resizing A Picture: To resize the clip art, click and
drag on the little squares around its perimeter. Note:
If you click and drag from a corner, it will size the

clip art proportionately.
_____————__.'D

Format Picture X

6. To make text flow around your clip art,
use the Text Wrapping function. To

I Picture I Texk Box |

Colors and Linesl Size |P05iti0n

\Wrapping style

view, right click on your picture. Highlight [
Format Picture. Click on the Wrapping o <& & £ o
Tab. Select the wrapping feature you e e e
would like. Wirap to
(] (] (] (]
Bath sides Left Right Largest side

Distance From text

Top: IU" 5‘ Left: 0.13" =
Bioktomm: IEI" 5‘ Right: .13 =

Clip art can also be used that is not apart of the MS Word 1/ msert ‘Format Tools Table window telp

select. If you have clip art from another program or on a I o .
. . . . . . Fage Mumbers, .. SERRER
CD, you can retrieve it by clicking on “From File” instead # = = B 77U | =-
Of Cllp Art | AukaText v | | Document1
g el Sl 3eene 4
- i
ﬁ Cornrnent
Footnote. ..
Capkion. ..
Cross-teference, .,
- Indew and Tatles.
E ek Box J
Eiled
e % f:toj:ipes
Bookmark. .. Q N_or Dr
—% Hyperlink... Cerl+k DR
AfoShapes Y . TG @ T Stanier

g At
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Exercise One: Inserting Graphics

Instructions: Using the “There Was A Little Girl” Document, insert the graphic of your
choice. Be sure to save your work when you are finished.
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Chapter 2:

Paper Size and Orientation
Paper comes in many sizes and sometimes you will want to print documents “sideways”.
Two important terms to know are

Landscape: When the orientation of the paper is such that the longer sides are on the
top and bottom.

Portrait: When the orientation of the paper is such that the shorter sides are on the
top and bottom.

Landscape Portrait

Changing Page Attributes

* Eile Edit View Insert Fo

1. Step One: Click on the File Menu item, then Page Setup. j 5
You will see a number of Tabs across the top of the dialogue =~ = = épen
box. Click on Paper size and then click on Portrait or ﬂ o
Landscape. E i

— H Save
Page Setup Save A5,

Save as HTML. ..

Margins ~ Paper Size IP_aper Source i Layout i

Paper size: Preview Yersions.. .

‘idkh: a.5" = E _

: S e E-L Prink Prewiew
Height: 11" D =
rOtientation—— | =

&+ Portrait | =
" Landscape

Apply to; ;Whole document :_j
Default. .. i [8]4 l Cancel I
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Page Setup E L

3. You may also change

the margins of your | Paper Size | Paper Source | Layout | -
document here. Click e T L Preview

on the Margins Tab o

to make these il 1" z —

changes. Use the Tab Left: 1.25" = —

key to move from box Right: I =

to box making your ===
changes. Click OK Gutter: o = ===
when you are finished

. rom edge
making changes. Gl m
Fooker: ||:|,5" 5“ Apply to: I'u'u'hu:nle docurnent j

[ Mirror margins

Default, .. | K I Zancel |

Exercise Two: Putting It All Together

Instructions: Use a poem, saying, Bible verse, or song lyric and make a mini-poster. Use
what you have learned to format the type, insert a suitable graphic, change the orientation,
spell check it and Save the document.

Example:

- Sadndeva
2 Cedmry Tikedd Zaidt

sk s sk sfe sk sk ok sk sfe sk s sk sk sfe sk sk sl sk sk ke s sk sk sl ke s sk sk sl i sk sk sk sl i sk sk sk sk i sk sk sk sl i sk sk sk sl i s sk sk sk i sk sk sk sk i s sk sk sk i s sk sk sk sk sk sk sk sk sk seoske sk s sk seoskok skoskok skeskok skeoskoskok

Le Roy CSD Technology Services 7
www.leroy.k12.ny.us



Chapter 3:
Printing
MS Word gives you many choices for printing. This chapter will explore some of your
options.
Printing from the Button Bar

If you want to print the entire document, and you do not wish to change the printer or
any other attributes of the print job, you can simply press the Print button on the Button Bar.

IDﬁE@@

However, there are many things you might like to modify in the printing job such as
which pages are printed, which printer is used, how many copies are printed and the order of
the printing. To make these changes you have to use the Print menu option.

Printing Deluxe

1. Click File, then Print.
2. Make changes in the Print dialogue box.

Print K
> rPrinter
1 Mame: |36 HP Desklet 870 Series x| | Properties |
Stakus: Idle
Type: HF Desklet 870 Series
where: LPT1: I~ Print ko file
Zommenk:
~Page range iCopies
2 —> o Al MNumber of copie * m
i T T GElECtion
3 " Pages: I ﬁ v Collate
Enter page numbers and/or page ranges '
separated by commas, For example, 1,3,5-12

Print what: IDchment j Prink: IAII pages in range j

Options, ., | " | ok I Cancel |

1. This is the name and type of printer you are set to print to. By clicking on the
downward pointing arrow to the right of this box, you can see the other printers
available to you. Clicking on one of them will change the printer for this session.
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2. Print range determines which pages of your document will be printed.
e All — prints the entire document
e Current Page — prints the page your cursor is blinking on
e Range — allows you to put in a list or range of page numbers.

3. Number of Copies lets you change how many of your document are printed.
Either click on the box or use the tab key to move there.

4. When you have everything just the way you want it, click on the OK button or
press Enter to start the print job.

Fixing Printing Problems

If your job won’t print or prints incorrectly, check these common problems.

Is the printer turned on?

Is the printer plugged into the AC power?

Is the Select or ONLINE button on?

Is the printer on the network?

Is there paper in the printer?

Is there ink or toner or ribbon in the printer?

Are you logged on to the network?

® NS kWD =

Have you selected the appropriate printer?

Print Preview

An extremely useful and under used feature of MS Word is Print Preview. This
option allows you to view your document before you print it and see how it appears on the

page.

To use print preview: Edit Vigs INeert Format T

1. Click on File, Print Preview OR = | % Y [ | %

2. Click on the Print Preview button. = \ O S

3. You can see what your document is going to look like. You can even change your
spacing or edit using this feature. Just click off of the magnifying glass to go into edit
mode.
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4. To exit back to your usual view of your document, press the Close key in the upper left
of your keyboard or click on View, then Normal.

Hint: You can use the Page Up and Down keys or the thumb bar to scroll
through multiple pages.

Exercise Three: Printing Your Mini Poster

Instructions: Print the Mini Poster you designed in the last exercise. If you have color in
your poster, be sure to direct your print job to a printer that can accommodate color printing.
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Chapter 4:

Columns
1. Type your text.
2 FOI‘ “garden Variety” @Eile Edit Yiew Insert Format Tools Table Window Help == =]
' SHSRY i xad o-o-8& H =8E -0

columns, click the
Columns button on
the button bar. A

1R |

e |
HHENLEE

Mormal * Times Mew Foman = 14 v| B 7 U |§ = = Z - A~

(o] i cczeiiozinnn 2

graphic of columns
will drop down. By
dragging on the
number of columns
you would like, and
then letting go of the
mouse button, your
text will be arranged

Edkverosi

affssf] 2031 AL Fikf q2- dhlfkasifl vm sms oxsrowrnp sdfsk busfledfk
silleafl CadlbLEf preropws conek FALKIE preroion clarveksl ssdflsfdlk
weotpt st sanve asdffkasf sdfallfls —Oolr sdflk “1dfe  sldf Ifak
pinwer hmok mesoy ;s Sk ) s;dsdk weale sew wer afaclk £l asfd; as
Edirast sdlfl] slicdfshil] wer@rom, x sfilisfls pwerpimepine dfk sl fhsf
aﬂsaﬁEBI 4I&lsfq2 MWWMM
waotet Sl sans asdfEkast sdfallfls —Oolr sdflk “1dfe ; sldf Ifak
pinwer hmok mezey ; dfls Lk ] s dfsdk wealp wew war afaclk £l asfd, as
Edoprast sdlf) slcafslil] werdrom, x sfklisfls pwerpivepive dfk sdll
&ﬂs&ﬁEﬂI 41&1&fq2 mmmmmm

Wmm&m @ﬂ;m [ g ek verelo gev m@i@&f@lm a

in that number of

2 Calumns
sl slkedfslikf] werDrvm, x sfldisfls pwerpintpive & [
»

ghstart | | @ & A B 2] ||| Microsoft Word - gibb... (E|Sereen Thief 95 | [ amam

‘IEEI"I*I
columns. | oraw - N\NOCE4|[2-2L-A-==E0d
[SEm o s =0 % 7] &
[Page 1 Sec 1 2 e Ln Cal {REC TRK [E4m fovel [RH T L

This is how the text will now appear:

W Microsoft Word - gibbensh
“@ File Edit View Insert Format Tools Table 'Window Help

E@|n-nv|%%’|
AEEIL:

Marmal = Times Mew Roman - 14 =

(] SS— - o

w&m@ﬂsgﬁ& ﬂi§f§ﬁk§ﬁ nrereio clarvekel dadflafdll

2e31 4L i q2- dislkasif vmorme v it aews

amsrowrnpi sdfskfsf hisfkedfk sulfel bflss —Oeg2r ol 1oz ol

SELKIE prceoio colaxuckel B8 A1 s, dfselk wcelp 3w wes

siflafdlls weorpd fs.oef aoye afill £l asfd. as

sdfalidle Oolr sdflk Edlogrogi sdlidl] slkdfslildl

Adf s1df ek piogrer bmok werdrrm x sfldisfle

me.xex s ik Al s dfadk i selll sl sflaf] 2031 41 G4 2

weale 5o wor sk 4l aefd w dhlfkasif wmos e ewernwroni

wesdrvm,x sfidisfls prerpiwimine sl poreronmrs cong fLME

Atk selll fhsf sfkaf] 2030 41 G q2- peroiow clmoekal ssdflsf, e

dlflasif wmos, sy OEeREIRRL weorpt fihsasl anvir ssdf.fkash B

st husf ek sdlsafl solfalidles —Oo2r sdfll “1dfe sldf =

I - I £l pwaronws o0z fLKIE sk piower bk mexey dfls K
S LE = »
“Dran \\I:IO.<‘|®| - Av=§.6|
W st el| =% @

[Page 2 Sec 1 2z |nt 43 Inis ol [REC| TR B4 R PEHITEE L

ngtart"J 888 8 |J|[§‘5’Micmsoﬂ Word - gibb._. | | BIcf: a4nam
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If you want your columns to be anything different than the default, you will have to
use the Menu Option for Columns.

I i e

then Columns. e | - |
2. Useyourubkey || B |EE |HE 1B |EE T
or mouse to move Cine T Three Left Right
from field to field and = i =
make the desired Mumber of columns: IE 5‘ [ Line between
changes. : : :
—width and spacing —Preview
3. When you have Col #:  Width Spacing: _
things just as you like, L e = os =
press the OK button. L e = -]
Hint: You can always | | =1 = =
click the Undo button on | | Eaual calumn width
the Button Bar_lf you Apply ko I'u'u'h-:ule docurment j I start new column
are unhappy with the

way things look after setting up columns.
To stop the column feature and revert to typing across your screen, you must insert a

Column Break. To do this, Click on Insert, Break. Select Column break,
Continuous. This should allow you to go back to typing a single paragraph.

Exercise Four: Columns

Instructions:

1. Open the file called Gibberish.doc in your home directory. Your instructor will help you
find this document.

2. Use the Column Button to arrange the text into columns.
3. Use the Print Preview feature to view your document.
4. Use the Undo Button to return the document to the previous format.

5. Use the Format Columns menu option to experiment with different column formats.

sk s sk sfe sk sk ok sk sfe sk s sk sk sfe sk sk sl sk sk ke s sk sk sl ke s sk sk sl i sk sk sk sl i sk sk sk sk i sk sk sk sl i sk sk sk sl i s sk sk sk i sk sk sk sk i s sk sk sk i s sk sk sk sk sk sk sk sk sk seoske sk s sk seoskok skoskok skeskok skeoskoskok

Le Roy CSD Technology Services 12
www.leroy.k12.ny.us



More on Columns

Following the steps described above will format your entire document in the same number of
columns. But sometimes you would like part of the document to be in one column and part
in two columns or some other variation on this idea. To achieve this:

High light by dragging on the text you would like to set in columns.

Click on the Columns Button and select the number of Columns you would like to have.
3. Release the mouse button and the text will be formatted in the desired number of
columns.

N —
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Chapter 5:
Creating Tables

Tables can be used for many tasks. You may want to create an actual table to be filled in.
You can also create a table to line up information. The easiest way to create a table is with
the Table button.

Creating a Basic Table

1. Click on the Table button.
2. Highlight the number of cells (across and down) that you would _Helr N\
like your table to have. You can always add more or delete - | & & | E ezzz) [erse

latel‘. ™ ”—: = _—
3. A basic table will come up in your document. Example:

4. Type the information you want into your table. You can format your text using the same
formatting techniques discussed earlier (i.e. bold, italic, font, etc).

5. To add a column: Click in one of the
columns in your existing table. Highlight
Table, Select Column. Your column will
become black. Select Table, Insert
Columns.

LG |
nat Tools | Table ‘Window Help
E _ Draw Table

P |
man = 12 7#C Inserk Rows

: Delete Cells. ..
6. To add a row: Repeat Step 6 only select row. eries ~ =
58 [Merge Cells
Lo split cells. L
. Highlight dowy th
would lik Seleck Row s add 1
delete late Select Column
- Abssicty Seleck Table Example
—— #A1atls AutoFarmat. ., E—
EE Distribute Rows Evenly 7
| o o "
" Type the 7 Distribute Colurmns Evenly  Youcm
formattin Cell Height and Width. .. 1d, italic,
. Toadda Headings In yon &
Select Ca bk, Selec

EanErE et ba Tatl e
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To use tables to align text:

1. Create a table and type your text into it.

Highlight the entire table by clicking your mouse on the corner and

dragging it across the entire table.

On your tool bar, click on the arrow beside the Borders button.

4. Select the grayed out border to make the borders of your table
disappear.

5. Your text will now be aligned without the distraction of table borders.

[98)
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Chapter 6:

Working with Pages

Inserting a Page Break

If you would like to have the document go to a new page before the text has
completely filled the page, you must insert a page break.
1. Insert your cursor exactly where you want the new page to
begin.

The black line in this graphic shows where we want our page break
to be:

2. Click on Insert in the Menu bar, then Break.

3. You will now see this dialogue box.

4. Click on OK and see the result. i :
;i Break
Hint: Use Print Preview to view the result. g Insert ——
f OF i " Column break
§ Section breaks
JE Mexk page o Even page
Li " Conkinuous i~ odd page
L
1 | Ik ! Cancel 1
d

Gl ] GGG ] A4 € 4 4

Exercise Eleven: Page Breaks

Instructions:

1. Using Gibberish.doc, insert page breaks.
2. Use Print Preview to view the results.
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Inserting Page Numbers

To insert page numbers

1. Click on Insert on the Menu bar, then click on Page Insett Format Tools Tahle

Numbers " Bresk...

Page Mumbers. ..

2. You will now have a dialogue box.

g Nisiiess S

e For the most common Page i R

Numbers, you can just click on OK. e T e -] —
e The downward pointing arrow next e =

to Position will let you place the [Riaht =] =

number at the bottom or the top of e —

the page. - '
e Alignment will put the page number x| oo | [ oome. |

in the center, left of right
e Clicking on the check box labeled “Show number on first page” controls whether

or not the first page has a number on it. Page Number Format —— [HE3|§

Murnber Formmat;

[~ Include chapter number
3. For more advanced options, click on the Format e

button. This dialogue box will let you adjust the
number format and start with a number other than 1.

a b,
8,8, C, .

iy iy i, ...

L IL IO, .. o

Lse separator:

Examples:  1-1, 1-4

Page numbering

i Cantinue from previous section

" Start at: I E‘
K I Cancel | 1'

Exercise Twelve: Page Numbering

Instructions:
1. Using Gibberish.doc, insert page numbers.
2. Use the Page Number Format feature to start the numbering at page 5.

3. Experiment with other options.

4. Use Page Preview to see the results.
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