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Course contents

- S ——————

Overview: Make your documents stand out

Lesson: Format text and apply styles

The lesson includes a list of suggested tasks and a set of
test questions.
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Overview: Make your documents stand out
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: What you type in a document is just
. the beginning — words alone won't
| always get your message across.
Is the document easy to read? Do

Important points stand out? Would a
paragraph read better as a list?

Here you'll see how to emphasize text

and make lists, and how to make a
stylish document.
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Course goals

- A—

Emphasize text with bold, italic, or underline formatting.
Create bulleted and numbered lists.

Use styles to format text.
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Format text and apply styles

In the picture is a
nicely typed press
PressRelease release.
Contoso-AnnouncesQuarterlyEarningsResultsy)

Earningsstrongerihan-astyeart] BUt a.” the teXt IOOkS

ContosoPharmaceuticalstodayannouncednetincomeof 51.2-million, - the Same.
or$.06-pershare, forits-sinteen-weekfourthquarterof £Y2004-ended-

June-30,-comparedios 52.3-million,-0r-5.57- pershareforthedast-

guarterof £Y-2003.-Saleswere 548.1-million,-a-decrease fromihe 549.0-

million-reportedforthesame-quartera-yearago. "

There are no titles or headings, no signposts or
guides. Nothing says, “This is important; look here.”

But you can quickly change how a document looks.
You can emphasize text with bold, italic, or underlined
formatting; create lists; and use a style, a tool that
helps you format a document.
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Add emphasis

s P calibri 11 || A A
Xt Be /
Paste S a -|[287 ~ A -
; B I O abe X, ' Ag~|[% =

Aa

Clipboard M Font B iutomatic

Theme Colors

ContosodnnouncesCuarte ¢

Pressfeleaseq I I i
«ARNEEENES
5t

Colors
EEEEN

lars,.,

Earningsstrongerihan-lasts

ContosoPharmaceuticalstodayannouncednetincome-of51.2-million,-
or5.06- pershare forits-sixteen-weekfourthquarterof £¥-2004-ended-

—

This press release
announces the net
Income and price per
share for Contoso
Pharmaceuticals.

Call attention to this important information by adding
emphasis with bold, italic, underlined, or colored
formatting.

You can do this either by clicking a button or by using a
simple keystroke.
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Add emphasis
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ContosoPharmaceuticalstodayannouncednetincome-of51.2-million,-

or5.06- pershare forits-sixteen-weekfourthquarterof £¥-2004-ended-

—

The picture shows
how you can apply
bold and colored
formatting.

To make text bold, select the it, and then on the Ribbon,
on the Home tab, in the Font group, click Bold ﬂ

To change the font color, point to Font Color click
the arrow, and move the cursor over the colors to
preview. Click the one you like.
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Quickly add some style

“‘Press Release”
Insert Page Layout References Mailings Review Should Stand Out and
L AT ||%] i= - = || E 2T \AaBbCcDe|| AaBbCcDc AaBbCi AaBbCc announce what the

b7 - A -||| 4=~ & - TBody |7MoSpaci.. Headingl Heading 2 document iS about
5 Paragraph 2l AAD | aaBbcc. aasbeene aaBbecn:

Title [H Subtitle Subtle Em...  Emphasis
4%

You could add bold or
italic formatting and
change the font size

AaBbCcDy AaBbCcDt AaBbCcD: AaBbCchi

Intense E... Strong Cuote Intense ...

Press-Releaseq
Contoso-AnnouncesQuarterlyEarningsRed Subtle Ref.. IntenseR..  BookTitle 1 List Para.. or color Separately.

AABBECCOC AABBCCDC AABBCCDL AaBbCcDe

But instead of doing all these steps separately, you can
apply Quick Styles, ready-made sets of formatting that
you can use to change font, font size, or font color with
one click.

You can easily format titles and headings, for example,
by using Quick Styles.
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Quickly add some style

To add a style, select
Insert  Pagelayout  References  Maiings  Review the text you want to
\AaBbCcDe | AaBbCcDe AaBbCi AaBbCc Change
T Body T Mo Spaci.. Heading1 Heading 2
AFAB daBbCc. AaBbCcD: AaBbCcDe Then’ on the R|bb0n’
Title [:." Subtitle Subtle Em...  Emphasis On the Home tab’ |n
the Styles group,
place the pointer over

AaBbCcDy AaBbCcDt AaBbCcD: AaBbCchi

Intense E... Strong Cuote Intense ...

Press-Releaseq

[:Dn'tg-_:,g-}'.‘..nngur'“:;[-'-gdjj_uarterwfarning-_:,.HE.- Subtle Ref... Intense R.. BookTitle T List Para... a Style-

AABBECCOC AABBCCDC AABBCCDL AaBbCcDe

You can see how a style will look in your document just
by pointing to it, without having to click it.

If you don’t see the style that you want, click the More
buttonﬂ to expand the Quick Styles gallery. When you
see a style that suits you, click it.
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Make a list

Calibri
'Et_ - g 2 L 3 -ib:l"'.'. w g
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Clipboard M= Font P Paragraph

= Success-due-to-many-factorsf
Thereawereotherreasonsforthestrongquarter:

* » Asignificant-marketneedfortheirvitamin-supplement:
products.q]

* »+ Asignificant-advertisingcampaign-during-thespring-allergy-

season. )

s+ Asignificant-deductiondn-operationalcosts.

The press release

points out reasons for
the strong quarter. The
text would stand out
better if formatted as a
bulleted or numbered
list to show key points
or step-by-step
Instructions.

Select the text you want to make into a list. Then, on the

Home tab, in the Paragraph group, click Bullets
or Numbering
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When you need more (or less) space
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If you need more or
less space between
lines throughout your
document, or in a
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Thecompany'ssalesdivision-reported £BITDA * of 5.8-million,-a-5.5%-

To change the line spacing for an entire document,
press CTRL+A to select all the text. To change line
spacing for a single paragraph, place the insertion point
inside the text; you don’t have to select the text.

Then, on the Home tab, in the Paragraph group, click
Line Spacing = and click the line spacing you want.
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The press release is in
good shape. It has a
title and headings,
bold formatting with a
different font color to
call out the net
Income, and a nicely
formatted list.

As a last step, take a look at Quick Style sets. These
are sets of styles that can dramatically change the look
of the entire document with one click.

Each set includes styles for different heading levels,
body text, quotes, and titles, all designed to work

together.
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To see how your
document would look
with a Quick Style set,
on the Home tab, Iin
the Styles group, click
Change Styles, and
then click Style Set.

Move your pointer over the styles in the list. As it rests
on each style set, you can see the changes in the
document. Click the set you like.

The picture shows how to select the Formal set for this

press release.
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Suggestions for practice

- S ——————

Show formatting marks
Add basic formatting
Change line spacing
Add styles

Create a list

Center text

Preview the document before printing

Online practice (requires Word 2007)
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http://office.microsoft.com/training/Training.aspx?AssetID=RP102282891033&CTT=6&Origin=RC102282881033

Add page numk
and more




Course contents

S ——————

Overview: Little signposts

Lesson: Add page numbers, date, and more

The lesson includes a list of suggested tasks and a set of
test questions.
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Overview: Little signposts

e -

Headers and footers are those little
B identifiers that run across the top and
—— & bottom of your document, providing
iImportant background information
about it. They include such things as
page numbers, dates, book or chapter
titles, and author name.

These small signposts improve the
usability of your document, and they
make It look professional.

In this course, you'll see how to add
and work with headers and footers
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Course goals

Add page numbers.

Add more elaborate headers and footers, with areas for
document title, date, and other information.

Work in the header and footer areas to format content and
add text.

Add the document file name and path.

Delete a header or a footer.
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Add page numbers, date, and more
Ees. 22

Think of page
formatting in a book.

The book title is at the
top of one page, the
chapter title is at the
top of the facing page,
and the page number
IS at the bottom.

C:\Scientific papersiSolarSystem.docx Page 1

These textual details are headers and footers, and
they have a similar application in Word documents.

Most commonly, you want page numbers throughout a

document, but there are all sorts of other types of
iInformation you can include — there’s no prescription.
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The header and footer workspace

Before we go into
specifics, here’s a
word about the
header and footer
workspace.

This workspace includes areas at the top and bottom of
a document page that are specifically for header and
footer content.

After you insert a header or footer, the areas become
active and editable, and they’re marked with a dashed
line, as the picture shows.
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The header and footer workspace

The main point is that
header and footer
content inhabits a
layer of the document
that is separate from
the main body, and
behaves differently
from your document’s
main content.

When you add one header or footer, such as a page
number or date, it appears on every page.

In the case of page numbers, they're programmed to be

consecutive and to update themselves automatically
when the number of pages changes.
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Insert page numbers
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Page numbers are the
most common type of
header or footer.
They're such a
necessary element in
documents that they
get their own button
and gallery of choices.

To add page numbers:

@ On the Insert tab, in the Header & Footer group, click

Page Number.

@® Choose where you want the numbers on the page, at the

top or on the bottom, for example.
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Insert page numbers

.r/—_- =

T Equation =
L2 symbaol = Al
A Top of Page Symbols o

3 EBottom of Page

1 Page Margins

Bold Mumbers 2

Page numbers are the
most common type of
header or footer.
They're such a
necessary element in
documents that they
get their own button
and gallery of choices.

To add page numbers:

@® Then choose a page number style from a gallery of
possibilities.
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Edit the page numbers

...

When you insert page
numbers or other
headers and footers,
Word opens the

header and footer
o the ancient peoples called the planets “wanderers.” WO rkspace_

ncients because they appeared to wander among the st
nem periodically slowed down until they began mc
pposite, western  direction——retrograde  motion.,  Af

istance, they slowed down again and resumed their easts

Times Mews = 12 |1% A A
B I E¥W-A-EE:

This enables you to make formatting changes or add
text of your own.

For example, select the page number and use the Mini
toolbar to change the font size.
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Other headers and footers

Page numbers are
one type of header or
] =l 5] footer.

Header [Footer| Page
- | Mumber =

Hei  Built-In

- T Now see what else is
available by looking at
the Header and Footer
galleries.

Blank (Three Columns)

On the Insert tab, click Header or Footer next to the
Page Number button, and choose what you want.
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Add the current date

Tlr|| . ||f—

Language:
English {U.5.)

~ -

Some of the headers
and footers available
In the galleries include
a special text area for
the date.

But you can also separately add the current date and

time to a header or footer:

@ Click in the header or footer where you want the date to

go. If there’s text there already that you don’t want,

select it.
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Add the current date

Tlr|| . ||f—

Language:
English {U.5.)

~ -

Some of the headers
and footers available
In the galleries include
a special text area for
the date.

@ In the Insert group, click Date & Time.

® Choose a format. You can have just the date, just the

time, or both.

O seclect the Update automatically check box.

Header and footer basics



Add the current date

Tlr|| . ||f—

Language:
English {U.5.)

~ -

You can also update
while the file is open,
and set Word options
to update before
printing.

The Date & Time feature has this updating capacity

because it Is a field.

A field has functionality built into it that makes it perform

certain actions.
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Add the document path and file name

= ‘ — — Another common
Dt -;f;'-;;r_f*{- il need in headers or
: : B footers is to include
;';] Eield... LT ‘1 N . - the dOCument’S flle
3 name and the path to

Field names;

its location.

To insert this information, you once again use fields.

Don’t worry, no special training in fields is required.
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Add the document path and file name

First, position the
cursor where you want
the file name and path

=1 Field.. |
ik LI'!' Cateqgories: F rrnak: i to go'

Field names: Then fO”OW these
simple steps.
PR Fi

In the Insert group, click Quick Parts, and click Field.

In the Field dialog box, under Field names, click
FileName (you may have to scroll).

® Click the Add path to filename check box to select that
option.
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Remove a header or footer
——

You might inherit a

| document and find

shaolarEystan.doek 3 y ou ne ed to remove
— + header or footer
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|
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Blank

....... . i

@ ror example, say that the footer information, such as a
document path and file name, is no longer current or
desired.

® |n the Header & Footer group, click Footer.
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Remove a header or footer
——
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You might inherit a
document and find
you need to remove
header or footer
content.

® At the bottom of the Footer gallery, click Remove

Footer. That wipes the footer clean.
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Suggestions for practice

- S ——————

Add page numbers.

Choose a different look for the page numbers.
Learn shortcuts for switching views.

Create a header with a title and date.

Add text.

Add the document path and file name.
Change the font color.

Remove a footer.
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