Indents and Tabs

Indenting text adds structure to your document by allowing you to separate information. Whether you'd like
to move a single line or an entire paragraph, you can use the tab selector and the horizontal ruler to

set tabs and indents

Indenting text

In many types of documents, you may want to indent only the first line of each paragraph. This helps
to visually separate paragraphs from one another. It's also possible to indent every line except for the first

line, which is known as a hanging indent.
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To indent using the Tab key:

A quick way to indent is to use the Tab key. This will create a first-line indent of 1/2 inch.

1. Place the insertion point at the very beginning of the paragraph you want to indent.
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you so much for the time that you took yesterday to intervier
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2. Pressthe Tab key. On the ruler, you should see the first-line indent markermove to the right
by 1/2 inch.

3. The first line of the paragraph will be indented.
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If you can't see the ruler, select the View tab, then click the check box*/next to Ruler.
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Indent markers

In some cases, you may want to have more control over indents. Word provides indent markers that allow
you to indent paragraphs to the location you want. The indent markers are located to the left of the horizontal
ruler, and they provide several indenting options:

First-line indent marker [: Adjusts the first-line indent

Hanging indent marker [, Adjusts the hanging indent

Left indent marker [D]: Moves both the first-line indent and hanging indent markers at the
same time (this will indent all lines in a paragraph)
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To indent using the indent markers:

1. Place the insertion point anywhere in the paragraph you want to indent, or select one or more

paragraphs.
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2. Click, hold, and drag the desired indent marker. In our example, we'll click, hold, and drag the
left indent marker. A live preview of the indent will appear in the document.
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3. Release the mouse. The paragraphs will be indented.
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EXPERIENCE

Executive Assistant Il CHICAGO, IL
Rev Development Group. June 2007 — Present
Supported the Vice President and Chief Human
Resources Officer. Developed new hire orientation for

m administrative staff, and delivered to 25 new employees
to date. Maintained company website. Saved over
£3.000 annually by implementing new travel and per
diem system,
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(Salesforce) for tracking business contacts and
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Administrative Assistant SPRINGFIELD, IL
fcon Office Solutions, May 1927 — October 2007

w Supported the Operations Manager, Branch Manager,
and two Service Managers. Answered and directed
incoming calls for six phone lines. Processed monthly
sales bills for an average billing cycle of §3 EG,GDIH.I

To indent using the Indent commands:

If you want to indent multiple lines of text or all lines of a paragraph, you can use the Indent commands.

1. Select the text you want to indent.
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o Adobe InDesign
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2. On the Home tab, click the desired Indent command:

o Increase Indent: This increases the indent by increments of 1/2 inch. In our example,
we'll increase the indent.

o Decrease Indent: This decreases the indent by increments of 1/2 inch.
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3. The text will indent.
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To customize the indent amounts, select the Page Layout tab and enter the desired values in the boxes

under Indent.
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Tabs

Using tabs gives you more control over the placement of text. By default, every time you press the Tab key,
the insertion point will move 1/2 inch to the right. Adding tab stops to the Ruler allows you to change the size
of the tabs, and Word even allows you to apply more than one tab stop to a single line. For example, on a
resume you could left alignthe beginning of a line and right align the end of the line by adding a Right Tab.
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Pressing the Tab key can either add a tab or create a first-line indent, depending on where the insertion point
is. Generally, if the insertion point is at the beginning of an existing paragraph, it will create a first-line indent;

otherwise, it will create a tab.

The tab selector



The tab selector is located above the vertical ruler on the left. Hover the mouse over the tab selector to see

the name of the active tab stop.
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Types of tab stops include:

Left Tab [u]. Left-aligns the text at the tab stop

Center Tab [1]: Centers the text around the tab stop

Right Tab [, Right-aligns the text at the tab stop

Decimal Tab [, Aligns decimal numbers using the decimal point

Bar Tab [1]: Draws a vertical line on the document

First Line Indent []: Inserts the indent marker on the ruler and indents the first line of text in a
paragraph

Hanging Indent [2]; Inserts the hanging indent marker, and indents all lines other than the first
line

Although Bar Tab, First Line Indent, and Hanging Indent appear on the tab selector, they're not technically
tabs.

To add tab stops:

1. Select the paragraph or paragraphs you want to add tab stops to. If you don't select any
paragraphs, the tab stops will apply to the current paragraph and any new paragraphs you
type below it.
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2. Click the tab selector until the tab stop you want to use appears. In our example, we'll

select Decimal Tab.
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3. Click the location on the horizontal ruler where you want your text to appear (it helps to click

4.

on the bottom edge of the ruler). You can add as many tab stops as you want.
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Place the insertion point in front of the text you want to tab, then press the Tab key. The text
will jump to the next tab stop.
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Removing tab stops

It's a good idea to remove any tab stops you aren't using so they don't get in the way. To remove a tab stop,

click and drag it off of the Ruler.
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Word can display hidden formatting symbols such as the spacebar ( ™ ), paragraph ( T ), and Tab key (™)
markings to help you see the formatting in your document. To show hidden formatting symbols, select
the Home tab, then click the Show/Hide command.
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Challenge!

1. Open the practice docum

years to the tab stop.

ent Word2013_IndentsTabs_Practice.docx.

5. Explore the tab selector and tab stops. Select the text in the TRAINING &
EDUCATION section of the resume and add a left tab stop at 13 cm, then align each of the

2. Practice using the Tab key to indent some text. Try indenting the second and third
paragraphs of the thank-you letter.

3. Select the paragraph “Please feel free...”, and try creating a hanging indent at 1 cm.

4. Select some text, and use the Increase Indent and Decrease Indent commands to see how
they change the text. Practice increasing and decreasing the indent of the text in
the Summary section of the resume.

Line and Paragraph Spacing

As you design your document and make formatting decisions, you will need to consider line and paragraph

spacing. You can increase spacing to improve readability or reduce it to fit more text on the page.

About line spacing

Line spacing is the space between each line in a paragraph. Microsoft Word allows you to customize the line

spacing to be single spaced (one line high), double spaced (two lines high), or any other amount you want.

The default spacing in Word 2013 is 1.08 lines, which is slightly larger than single spaced.

In the images below, you can compare different types of line spacing. From left to right, these images show

the default line spacing, single spacing, and double spacing.




SUMMARY

Tech-zavvy, solutions-criented
professional with experience
in all aspects of office
management, administration,
and support.

Multi-tasking team-player
with knowledge of training
solutions and database
management.

SUMMARY

Tech-zavvy, solutions-oriented
professional with experience
in all aspects of office
management, administration,
and support.

Multi-tasking team-player
with knowledge of training
solutions and database
management.

SUMMARY

Tech-savvy, solutions-oriented
professional with experience
in all aspects of office
management, administration,

and support.

Line spacing is also known as leading (pronounced to rhyme with wedding).

To format line spacing:

1. Select the text you want to format.

SKILLS
Windows & Mac

Microscft Office
Apple iWork
SharePgint
Salesforce
QuickBooks
Lotus Motes
Adobe InDesign

Adobe Photoshop

2. Onthe Home tab, click the Line and Paragraph Spacing command. A drop-down menu will

appear.

3. Move the mouse over the various options. A live preview of the line spacing will appear in the
document. Select the line spacing you want to use.
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4. The line spacing will change in the document.
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Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks

Lotus Motes
Adobe InDesign
Adobe Photoshop

Fine tuning line spacing

Your line spacing options aren't limited to the ones in the Line and Paragraph Spacing menu. To adjust

spacing with more precision, select Line Spacing Options from the menu to access the Paragraph dialog box.

You'll then have a few additional options you can use to customize spacing:

Exactly:

When you choose this option, the line spacing is measured in points, just like font sizes. Generally, the
spacing should be slightly larger than the font size. For example, if you're using 12-point text, you
could use 15-point spacing.

At least:
Like the Exactly option, this option lets you choose how many points of spacing you want. However, if
you have different sizes of text on the same line, the spacing will expand to fit the larger text.

Multiple:

This option lets you type the number of lines of spacing you want. For example, choosing Multiple and
changing the spacing to 1.2 will make the text slightly more spread out than single-spaced text. If you
want the lines to be closer together, you can choose a smaller value like 0.9.
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Paragraph spacing

By default, when you press the Enter key Word 2013 moves the insertion point down a little farther than one
line on the page. This automatically creates space between paragraphs. Just as you can format spacing
between lines in your document, you can adjust spacing before and after paragraphs. This is useful for
separating paragraphs, headings, and subheadings.

To format paragraph spacing:

In our example, we'll increase the space before a paragraph to separate it from a heading. This will make our
document easier to read.

1. Select the paragraph or paragraphs you want to format.
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Executive Assistant |l CHICAGO, IL

Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources
Officer. Developed new hire onentation for administrative
staff, and delivered to 25 new employees to date.
Maintained company website. Saved over £3,000 annually
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2. On the Home tab, click the Line and Paragraph Spacing command. Hover the mouse over Add
Space Before Paragraph or Remove Space After Paragraph from the drop-down menu. A live
preview of the paragraph spacing will appear in the document.

3. Select the paragraph spacing you want to use. In our example, we'll select Add Space Before
Paragraph.
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4. The paragraph spacing will change in the document.
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EXPERIENCE

Executive Assistant Il cHICAE0, IL
Rev Development Group, June 2007 — Present

Supported the Vice President and Chief Human Resources
Officer. Developed new hire orientation for administrative
staff, and delivered to 25 new employees to date,
Maintained company website. Saved over $3,000 annually
by implementing new travel and per diem system.

From the drop-down menu, you can also select Line Spacing Options to open the Paragraph dialog box. From

here, you can control how much space there is before and after the paragraph.
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You can use Word's convenient Set as Default feature to save all of the formatting changes you've made and

automatically apply them to new documents.

Challenge!

1. Open the practice document Word2013_LineSpacing_Practice.docx.

2. Change the line spacing of some text. Change the line spacing of the paragraph in
the Summary section so it is single spaced.

3. Change the paragraph spacing between two paragraphs. Add paragraph spacing after each
paragraph in the Experience section.

4. Change the line and paragraph spacing so the entire resume fits on one page.

Lists

Bulleted and numbered lists can be used in your documents to outline, arrange, and emphasize text. In this
lesson, you will learn how to modify existing bullets, insert new bulleted and numbered lists,

select symbols as bullets, and format multilevel lists.

To create a bulleted list:



1. Select the text you want to format as a list.
1 E 1 2 3

Agenda

Call to order

New member introduction
Treasurer’s report

News and events
Communications

New TTI Facebook page
Community Service
Fundraising

Chair’s report

R

2. On the Home tab, click the drop-down arrow next to the Bulletscommand. A menu of bullet
styles will appear.
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3. Move the mouse over the various bullet styles. A live preview of the bullet style will appear in
the document. Select the bullet style you want to use.
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4. The text will be formatted as a bulleted list.
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Agenda

s (Call to order

# New member introduction
¢ Treasurer's report

# News and events

* Communications

e New TTI Facebook page

* Community Service

* Fundraising

e Chair’s report

Options for working with lists

e To remove numbers or bullets from a list, select the list and click the Bulleted or Numbered
list command.

e When you're editing a list, you can press Enter to start a new line, and the new line will
automatically have a bullet or number. When you've reached the end of your list,
press Enter twice to return to normal formatting.

e By dragging the indent markers on the ruler, you can customize the indenting of your list and
the distance between the text and the bullet or number.
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Agenda

&

. Call to order

*  New member introduction
®  Treasurer’s report

* News and events

. Communications

. New TTI Facebook page

. Community Service

. Fundraising

. Chair’'s report

To create a numbered list:

When you need to organize text into a numbered list, Word offers several numberingoptions. You can format
your list with numbers, letters, or Roman numerals.

1. Select the text you want to format as a list.
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Farewell dinner preparation

Book venue (San Francisco Radix Gardens)
Contact vendors

Book San Diego Quintessential Quartet
Book Moment of Melody Children's Choir
Send invitations

Approve location set up

Arrange seating placards

Set up podium

2. Onthe Home tab, click the drop-down arrow next to the Numberingcommand. A menu of
numbering styles will appear.
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3. Move the mouse over the various numbering styles. A live preview of the numbering style will
appear in the document. Select the numbering style you want to use.
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4. The text will format as a numbered list.
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Farewell dinner preparation

Book venue (San Francisco Radix Gardens)
Contact vendors

Book San Diego Quintessential Quartet
Book Moment of Melody Children’s Chaoir
Send invitations

Approve location set up

Arrange seating placards

Set up podium

e e U o

To restart a numbered list:

If you want to restart the numbering of a list, Word has a Restart at 1 option. It can be applied

to numeric and alphabetical lists.

1. Right-click the list item you want to restart the numbering for, then select Restart at 1 from
the menu that appears.
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Farewell dinner preparation

Book venue (San Francisco Radix Gardens)

Contact vendors

Book San Diego Quintessential Quartet

Book Moment o— PR
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Day of the dinner

6. Approve locatioh ==+
7. Arrange seating
8. Set up podium

Paste Options:
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2. The list numbering will restart.
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Farewell dinner preparation

Book venue (San Francisco Radix Gardens)
Contact vendors

Book San Diego Quintessential Quartet
Book Moment of Melody Children's Choir
Send invitations

kM=

Day of the dinner

1. Approve location set up
2. Arrange seating placards
3. Set up podium

Customizing bullets

Customizing the look of the bullets in your list can help you emphasize certain list items or personalize the
design of your list. Word allows you to format bullets in a variety of ways. You can use symbols and

different colors, or even upload a picture as a bullet.

To use a symbol as a bullet:

1. Select an existing list you want to format.

L
1 1 2 3
&

Ageuda

¢ (all to order

¢ New member introduction
¢ Treasurer’s report

¢ News and events

® Communications

¢ New TTI Facebook page

¢ Community Service

¢ Fundraising

¢ Chair’s report

[

2. On the Home tab, click the drop-down arrow next to the Bulletscommand. Select Define New
Bullet... from the drop-down menu.



IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW WVIEW

-— 1— 1i—

Recently Used Bullets

U -abex, X A-W-A-
Font o n ® - ] O ‘/’
L e 1 5
[]
Agenda ]
Bullet Library i
¢ (Call to order i
N ||
. Newm&mberintrm}u* one [] I:I ® O r
¢ Treasurer's report . 4 "’ 1}} ‘/ )
*
® News and events
. . Document Bullets [
* Communications
e N ‘/ |
ew TTI Facebook p O ] ® ]
o Community Servi
1 ‘.JI.ﬂtj' & & (Change List Level . b
‘N & Define Mew Bullet... (
e Chair’s report L}, -

3. The Define New Bullet dialog box will appear. Click the Symbol... button.

Bullet character

menlt‘g | Picture...
Alignment:
Left

Preview

4. The Symbol dialog box will appear.

5. Click the Font drop-down box and select a font. The Wingdings and Symbol fonts are good
choices because they have many useful symbols.

6. Select the desired symbol, then click OK.
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8. The symbol will appear in the list.
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Agenda

<+ Call to order

< New member introduction
<+ Treasurer's report

< News and events

< Communications

< Community Service

< Fundraising

<r Chair’s report

To change the bullet color:

1. Select an existing list you want to format.

1 k4 4 1 2 3
Ageuda
% Call to order

4 New member introduction
%~ Treasurer’s report

4~ News and events

4 Communications

4 Community Service

%> Fundraising

%> Chair's report

N

2. On the Home tab, click the drop-down arrow next to the Bullets command. Select Define New
Bullet... from the drop-down menu.
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3. The Define New Bullet dialog box will appear. Click the Font button.

Bullet character

| Symbal... || Picture... || Eunt...tg

Alignment:

| Left

Preview

4. The Font dialog box will appear. Click the Font Color drop-down box. A menu of font colors will
appear.

5. Select the desired color, then click OK.
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6. The bullet color will appear in the Preview section of the Define New Bullet dialog box.
Click OK.

Bullet character

| symbaol... || Picture... ||

Alignment:

| Left E|

Preview

7. The bullet color will change in the list.



1 4 gt 2 3
Agenda
<~ Call to order

<> New member introduction
<> Treasurer’s report

< News and events

< Communications

< Community Service

< Fundraising

<7 Chair’s report

To use a picture as a bullet:

1. Select an existing list you want to format.

1 N4 4 1 2 3 4 5 RPN

Mission Statement

« To provide quality, researched documentation on the importance of tree
preservation and how to improve the quality of life for all trees.

« To educate and facilitate discussion on tree preservation and dendrology.
Share will major research centers, schools, universities, and the general
public.

« Towork in partnership with worldwide botany nonprofits to increase
public awareness.

N

2. On the Home tab, click the drop-down arrow next to the Bullets command. Select Define New
Bullet... from the drop-down menu.
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3. The Define New Bullet dialog box will appear. Click the Picture button.

Bullet character

| Symbol.. | | Eicture{§J| Font...
Alignment:
¥

Left

Preview

4. The Insert Pictures dialog box will appear. From here, you can locate an image file stored on
your computer or in your OneDrive (previously called SkyDrive), or you can use the search
fields to search for an image online.

5. In our example, we'll click Browse to locate a picture stored on our computer.



Insert Pictures

Browse files on your computer or local network

*‘ From a file Bm%,

EI Office.com Clip Art cearch Office.con
Royalty-free photos and illustrations — -
. Bing Image Search cearch Binc
Search the web —
& 'Merced Flores's OneDrive Browse b

flores.merced @yahoo.com

Also insert from:

6. The Insert Picture dialog box will appear. Locate and select the desired image file, then
click Insert.

@ - 4 » Libraries » Pictures » TTI w Search TTI

Organize = Mew folder

U Google Drive 2
“El Recent places
{2 Photo Stream

% SkyDrive Blue Leaf
1M Computer

4 Libraries
% Documents Fall Tree 1 Fall Tree 2

o' Music y s
[ Pictures
B Videos o

W

File name: | bullet All Pictures

Insert [ |

7. The image will appear in the Preview section of the Define New Bullet dialog box. Click OK.




Bullet character

| Symbal... ||

Alignment:
Left

Preview

8. The image will appear in the list.

1 4 4 1 2 3 4 5 6. . NEEE

3
Tal
| REES

Mission Statement

% To provide quality, researched documentation on the importance of tree
preservation and how to improve the quality of life for all trees.

% To educate and facilitate discussion on tree preservation and dendrology.
Share will major research centers, schools, universities, and the general
public.

% To work in partnership with worldwide botany nonprofits to increase
public awareness.

Not all pictures work well as bullets. Generally, it's best to use a simple graphic that has a white (or

transparent) background. This ensures the bullet will have a recognizable shape.

Multilevel lists

Multilevel lists allow you to create an outline with multiple levels. Any bulleted or numbered list can be

turned into a multilevel list by using the Tab key.



Agenda
%> Call to order

< New member introduction
<> Treasurer's report

"¢" News and EVENLS

O Ammouncement of Chair's retirement

" Farewell dinner March 29
O Oak Park dedication
O International Arborists Association

< Communications
< New TTI Facebook page
x'a Community Service
O ]. Pelham Urban Garden
O Volunteer service day — Grove
Memorial
O Montrose Arboretum education project

To create a multilevel list:

1. Place the insertion point at the beginning of the line you want to move.
1 4 4 1 2 3 3
Agenda

< Call to order
< New member introduction

< Treasurer's report
< News and events

< |.~"s1u10u11+:ement of Chair’s retirement

2. Pressthe Tab key to increase the indent level of the line. The line will move to the right.
1 N4 4 2 3 4
Agenda

< Call to order
< New member introduction

< Treasurer's report

< News and events

—b n] }-’umouncement of Chair's retirement

To increase or decrease an indent level:



You can make adjustments to the organization of a multilevel list by increasing or decreasing the indent levels.

There are several ways to change the indent level:

e Toincrease the indent by more than one level, place the insertion point at the beginning of the
line and press the Tab key until the desired level is reached.

1 1 g

4 2 3 4
Agenda

<= Call to order
< New member introduction
< Treasurer’s report
< News and events
0 Announcement of Chair's retirement
. = Farewe]l dinner March 29

e To decrease the indent level, place the insertion point at the beginning of the line, then hold
the Shift key and press the Tab key.

1 1 g4

A 2 3 4
Age:nda

< Call to order
< New member intreduction
<+ Treasurer's report
< News and events
© Announcement of Chair’s retirement
® Farewell dinner March 29

n pal{ Parlk dedication ‘—

1 4 4 2 3 4

Agenda

< Call to order
<+ New member introduction
<+ Treasurer's report
< News and events
o Announcement of Chair’s retirement

®  Farewell dinner March 29
o} |Oak Park dedication «‘

e You can also increase or decrease the levels of text by placing the insertion point anywhere in
the line and then clicking the Increase or Decrease indent commands.
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When formatting a multilevel list, Word will use the default bullet style. To change the style of a multilevel list,
select the list, then click the Multilevel list command on the Home tab.
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Challenge!

1. Open the practice document Word2013_Lists_Practice.docx.

2. Insert a new bulleted list into the document. Add Fundraising, Chair's Report, and Other
business to the bottom of the list.

3. Create a new numbered list.
Restart the numbering of the list so it begins with a number of your choice.

Use a symbol as a bullet. Change the open circles into a different symbol.

on e

Modify the color of a bullet. If you're using the example, change the color of the green
diamond bullets.




7. Change the style of the list. Change the bulleted list into a numbered list.

8. Use the Tab key to change the levels of some of the lines. Increase the level of the two
bullets under the list item International Arborists Association.

Header and Footer

The header is a section of the document that appears in the top margin, while the footer is a section of the
document that appears in the bottom margin. Headers and footers generally contain additional information
such as page numbers, dates, anauthor's name, and footnotes, which can help keep longer documents
organized and make them easier to read. Text entered in the header or footer will appear on each pageof the

document.
To create a header or footer:

In our example, we want to display the author's name at the top of each page, so we'll place it in the header.

1. Double-click anywhere on the top or bottom margin of your document. In our example, we'll
double-click the top margin.

HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW

= % f i " Aa A mTiz v T = = [ Iﬁ
[ g, LTimes “fr2 A a R A T AaBbCcl AaBbCel AaBbCcl
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Paste o B I U -ax X A W o o . ?I q THeading 1 TMormal | T Mo Spac... [+ Ed"i'ng
Clipboard Font & Paragraph [ Styles [ ~
L 1 > 5 1 . 3 4 5 & . 7
f Andrew Lytle at The Sewanee Review

Atop the Cumberland Platean at the University of the South in Sewanee, Tennessee, is

Double-click of The Sewanes Review. Founded in 1892, the Sewanes Review (SE) has never missed

anywhere on

. e, distinguishing it as the oldest continuously published quarterly review in the United
the margin

. For its first half-century, the magazine existed as a general journal of the Humanities,

2. The header or footer will open, and a Design tab will appear on the right side of the Ribbon.
The insertion point will appear in the header or footer.
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The insertion
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- B T T T ey —
- Atop the Cumberland Platean at the University of the South in Sewanee, Tennessee, is
the office of The Sewanee Review. Founded in 1892, the Sewames Review (5X) has never missed
an issue, distmguishing it as the oldest continuously published quarterly review i the United
-
States, For its first half-century, the magazine existed as a general journal of the Humanities,

3. Type the desired information into the header or footer. In our example, we'll type the author's

name.
T
.E T F Academic Paper - Word HEADER & FOOTER TOOLS
DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DESIGM
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Document Quick Pictures Online Goto Goto
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information

[Heager [ Andrew Lytle at The Sewanee Review

Atop the Comberland Plateau at the University of the South in Sewanee, Tennesss

4. When you're finished, click Close Header and Footer. Alternatively, you can press the Esc key.
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Close the Header and Footer Tools.

You can also double-click the
document area to return to editing
it.

5. The header or footer text will appear.
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William Fisher

Andrew Lytle at The Sewanee Review
Atop the Cumberland Plateau at the University of the South in Sewanee, Tennessee, is

the office of The Sewanee Review. Founded in 1802, the Sewanee Review (5R) has never missed
To insert a preset header or footer:

Word has a variety of preset headers and footers you can use to enhance your document's design and layout.

In our example, we'll add a preset header to our document.

1. Select the Insert tab, then click the Header or Footer command. In our example, we'll click
the Header command.
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2. In the menu that appears, select the desired preset header or footer. In our example, we'll
select a header.
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3. The header or footer will appear. Preset headers and footers contain placeholders for
information such as the title or date; they are known as Content Control fields.

E 1 2 3 BB -4 | 5 | 3 | 78

Content
Control

fields

. Andrew Lytle at The Sewanee Review
Atop the Cumberland Plateau at the University of the South in Sewanee, Tennessee, i3
the office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has never missed
an issue, distinguishing it as the oldest continuously published quarterly review in the United

4. To edit a Content Control field, click it and type the desired information.

B 1 2 3 # 8 4 5 [ 7H
[DATE] ANDREW LYTLE ATJTHE SEWANEE REVIEW
o
[ Heager [ 7 Andrew Lytle at The Sewanee Review = % |

Atop the Cumberland Plateau at the University of the South in Sewanee, T

the office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has ne
Click a

an issue, distinguishing it as the oldest continuously published quarterly review in the e 7PV Py K s

States. For its first half-century, the magazine existed as a general journal of the Hum edit it
featuring articles on literature, art, politics, and the South. In the early 19405 its focus became

5. When you're finished, click Close Header and Footer. Alternatively, you can press the Esc key.
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If you want to delete a Content Control field, right-click it and select Remove Content Control from the menu
that appears.
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Editing headers and footers

After you close the header or footer, it will still be visible, but it will be locked. Simply double-click a header or
footer to unlock it, which will allow you to edit it.
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Design tab options

When your document's header and footer are unlocked, the Design tab will appear on the right side of the
Ribbon, giving you various editing options:

o Hide the first-page header and footer: For some documents, you may not want the first page
to show the header and footer, like if you have a cover page and want to start the page
numbering on the second page. If you want to hide the first page header and footer, check the
box next to Different First Page.

lemnic Paper - Word HEADER & FOOTER TOOLS
MAILINGS REVIEW VIEW DESIGM

revious Different First Page |05 :

lext %Different Odd & Even Pages Lr0.5" :

ink to Previous Show Document Text

on Options Position

e Remove the header: If you want to remove all information contained in the header, click
the Header command and select Remove Header from the menu that appears.
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e Remove the footer: If you want to remove all information contained in the footer, click
the Footer command and select Remove Footer from the menu that appears.
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[] Edit Footer
|_:;¢: Remove Footer I}

e Additional options: With the Page Number command and the commands available in the
Insert group, you can add page numbers, the date and time, pictures, and more to your
header or footer.
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Header & Footer Insert Mavigation

To insert the date or time into a header or footer:

Sometimes it's helpful to include the date or time in the header or footer. For example, you may want your

document to show the date when it was created.



On the other hand, you may want to show the date when it was printed, which you can do by setting it

to update automatically. This is useful if you frequently update and print a document because you'll always
be able to tell which version is the most recent.

1. Double-click anywhere on the header or footer to unlock it. Place the insertion point where

you want the date or time to appear. In our example, we'll place the insertion point on the line
below the author's name.

1 g 1 2

Place the insertion
point where you

want the date or
William Fisher

| l time to appear
[Heager [ Andrew Lytle at The Sewanee Review

Atop the Comberland Plateau at the University of the South in Sewanee, Tenn

the office of The Sewanee Review. Founded in 1892, the Sewanee Review (SR) has ne

2. The Design tab will appear. Click the Date & Time command.

v 8 = = Academic Paper - Ward HEADER & FOOTER TOOLS
IMNSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DESIGM
— [iq Previous [ | Different First Page +He
() f— L
D | d e E E | -
] = . Eip Mext [ | Different Odd & Even Pages tFo
Date & Document Cuick Pictures Online  Goto Goto _
e Timelb Infor  Parts~ Pictures Header Footer +.: Linkto Previous Show Document Text [ Ins
Insert Mavigation Options
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CQuickly add the current date or
time.

3. The Date and Time dialog box will appear. Select the desired date or time format.

4. Check the box next to Update Automatically if you want the date to change every time you
open the document. If you don't want the date to change, leave this option unchecked.

5. Click OK.



Available formats: Language:

3/25/2013 English (United States) | v
;, March 25 2013 g [ ]

March 25, 2013

342513

201303-25

253-Mar-13

3.25.2013

Mar. 25, 13

25 March 2013

March 13

Mar-13

3/25/2013 1:16 PM

3/25/2013 1:168:56 PM

1:16 PM

1:16:56 PR

1316

13156

[¥]:Update automatically;

6. The date will appear in the header.

].---|---E---|---1---|---2---|---1---|

William Fisher
Monday, March 25, 2013

[Header [ Andrew Lytle at The S

Atop the Cumberland Plateau at the Universit

the office of The Sewanes Review. Founded in 1802,

Adding page numbers

Word can automatically label each page with a page number and place it in a header, footer, or side margin.
When you need to number some pages differently, Word allows you to restart page numbering.

To add page numbers to a document:

In our example, we'll add page numbering to our document's footer.

1. Double-click anywhere on the header or footer to unlock it. If you don't already have a header
or footer, you can double-click near the top or bottom of the page. The Design tab will appear
on the right side of the Ribbon.
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collaborating under the banner of southern idealizm. He left Vanderbilt in 1927 after studying
literature and history to attend the Yale School of Drama, Lytle’s interests remained primarily

southern, however, and in 1930 he contributed his first major éssay to the

2. Click the Page Number command. In the menu that appears, hover the mouse over Current
Position and select the desired page numberingstyle.
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3. Page numbering will appear.
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ollaborating under the banner of southern idealism. He left Vanderbilt in 1927 after studving
literature and history to attend the Yale School of Drama. Lytle’s interests remained primarily

southern, however, and in 1930 he contributed his first major essay to the

4. To edit the font, font size, and alignment of page numbers, select a page number and click
the Home tab. Word's text formatting options will appear.
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5. When you're finished, press the Esc key. The page numbering will be formatted.
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collaborating under the banner of southern idealism. He left Vanderbilt in 1927 after studying
literature and history to attend the Yale School of Drama. Lytle’s interests remained primarily

southern, however, and in 1930 he contributed his first major essay to the

Alternatively, you can add page numbers to the header or footer by clicking the Page Number command and
then selecting Top of Page or Bottom of Page. If you have an existing header or footer, it will be removed and
replaced with the page number.
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To restart page numbering:

Word allows you to restart page numbering on any page of your document. You can do this by inserting a
section break and then selecting the number you want to restart the numbering with. In our example, we'll

restart the page numbering for our document's Works Cited section.

1. Place the insertion point at the top of the page you want to restart page numbering for. If
there is text on the page, place the insertion point at the beginning of the text.

HOME = INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW

g X T ] o &" | A B Sz eline EE . I
[ g  (Times 2 & A Aa- ke = = = AaBbCcl | AaBbCcl AaBbCcl [
Paste ¢ B I U -apcx, x* [A-%.48- By Ao THeading 1| 7Mormal  TNo Spac.. |=| Ediﬁing

Clipboard & Font [ Baragraph [ Shyles [
L 1 ?_‘ﬁ 1 2 ] 4 5 3 B 7

26 Place the
insertion point

at the top of
o the page

William Fisher
Monday, March 25, 2013

orks Cited

Beck, Charlotte. The Fugitive Legacy: A Critical History. Baton Rouge: LSU Press, 2001,

Core, George. “Remaking The Sewanes Review." Chattahoochee Review 8 (1988): 71-7.

---, " The Sewanee Review, A Critical and Editorial History,” Sewanee; University of the South

2. Select the Page Layout tab, then click the Breaks command. Select Next Page from the drop-
down menu that appears.
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Column

Indicate that the text following the column
break will begin in the next column,

:

Text Wrapping

05 Separate text around objects on web
pages, such as caption text from body text. |

Section Breaks

Next Page
Insert a section break and start the new
section on the next page. I}

= |
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(ma |
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Continuous
Inzert a section break and start the new Lot
section on the sarme page.
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Even Page

Insert a section break and start the new st
section on the next even-numbered page.
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Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

2
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3. A section break will be added to the document.

4. Double-click the header or footer that contains the page number you want to restart.

1 g . L1 ] I I 4. . g . . . § A -
Lytle, Andrew. “Forward to A Novel, A Novella, and Four Stories.” The Hero With the Private

Parts. Baton Rouge: LSU Press, 1966, 193-201.

---. “Literary Portraits: Flannery O°Connor.” Southemners and Europeans: Essays is a Time of

Footer -Section 2-

ﬂh

5. Click the Page Number command. In the menu that appears, select Format Page Numbers.
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E"@ Format Page Mumbers...
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| Footer -Section 2- |

6. A dialog box will appear. Click the Start at: button. By default, it will start at 1. If you want, you
can change the number.

7. Click OK.

Number format: |1, 2, 3, ..

|:| Include chapter number

Chapter starts with style: | Heading 1 W

Use separaton: - [hyphen) +

Examples:

Page numbering

8. The page numbering will restart.

1 g A A T . i | 4 L .5 . T § e T
Lytle, Andrew. “Forward to A Novel, A Novella, and Four Stories.” The Hero With the Private

Parts. Baton Rouge: L5U Press, 1966. 193-201.

---. “Literary Portraits: Flannery O Connor.”™ Southerners and Europeans: Essays is a Time of

Footer -Section 2- I 5ame as Previous

Challenge!




1. Open the practice document Word2013_HeaderFooter_Practice.docx.

2. Create a blank header. Unlock the header.

Add a name to the header. Type the name Tom Shelby after Professor.

Try inserting a preset header or footer.

Add today's date to the header. Add today's date below Professor Tom Shelby.

Try adding a page number to the footer. Add a page number to the bottom of the page.

B

Try restarting the page numbering.

Tables

A table is a grid of cells arranged in rows and columns. Tables are useful for various tasks such as presenting
text information and numerical data. In Word, you can create a blank table, convert text to a table, and apply
a variety of styles and formats to existing tables.

To insert a blank table:

1. Place your insertion point where you want the table to appear, then select the Insert tab.
2. Click the Table command.

@ d 0 vV =- =
FILE HOME  INSERT = DESIGN  PAGE LAYOUT

B3 Cover Page~ D r 1) 5] SmartArt
a0 ag &

[ Blank Page 1/l Chart

Table  Pictures Online Shapes

= Page Break - Pictures - 4 creensho
Pages Tablelg Nustrations

- Add a Table i

- A table is a great way to crganize

information within your docurmnent.

a Tell me more

3. Adrop-down menu containing a grid of squares will appear. Hover the mouse over the grid to
select the number of columns and rows in the table.
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[ Blank Page 1l Chart
g Table Pictures Online Shapes

*ﬁ Page Break - Pictures - g4 2creensh
Pages 5x4 Table
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Insert Table... _

=
ET Draw Table I

Excel Spreadsheet

H &l

Cuick Tables 3

4. Click the mouse, and the table will appear in the document.

5. You can now place the insertion point anywhere in the table to add text.

+

Monday Tuesday Wed|

To move the insertion point to the next cell, press the Tab key while typing. If the insertion point is in the last

cell, pressing the Tab key will automatically create a new row.
To convert existing text to a table:

In this example, each row of information contains an item name and price, separated by tabs. Word can

convert this information into a table, and it will use the tabs to separate the data into two columns.

1. Select the text you want to convert.



2. From the Insert tab, click the Table command.

3. Select Convert Text to Table from the drop-down menu.

FILE HOME IMSERT DESIGN PAGE LAYOUT
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- B |Insert Table...

- ﬁ' Draw Table

. =% Convert Text to Table...

- % Excel Spreadsheet

: F Quick Tables b

. !

4. A dialog box will appear. Choose one of the options in the Separate text at:section. This is how
Word knows what text to put in each column.



Table size
Number of columns:
Number of rows:
AutoFit behavior
(®) Fixed column width: Auto
() AutoFit to contents

() AutoFit to window

Separate text at

() Other: -

|
J

oK |

5. Click OK. The text appears in a table.
3
Menu Items $828.45
Paper ltems (Plates, silverware, cups) $135.15

Rental Equipment (Tables, chairs, linens) | $277.75

Service Fee (168% of

menu items ordered) | $122.33

Total Cost]

$1.363.68

Modifying tables

It's easy to modify the look and feel

of any table after adding it to a document. Word includes different

options for customizing a table, including adding rows or columnsand changing the table style.

To add a row or column:

1. Hover the mouse near the lo
sign that appears.

cation where you want to add a row or column, then click the plus

Menu ltems | $828 45
Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $227.75
Service Fee (18% of menu items ordered) $122.33

2. A new row or column will ap

pear in the table.




Menu ltems $828.45
Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $227.75
Service Fee (18% of menu items ordered) $122.33

Alternatively, you can right-click the table, then hover the mouse over Insert to see various row and column
options.

B I =3% - A -0y~ - & Inset Delete

I
Panar ltame (Dlatae silverware, cups)
f [ables, chairs, linens)
: f menu items ordered)
Paste Options:
E Define
Synonyrms *

@&‘: Translate
t, Search with Bing

Insert F | €] Insert Columns to the Left
Delete Cells... B Insert Columns to the Right
] Split Cells... F  Insert Rows Above
EBorder Styles r m Insert Rows Below
||t Text Direction... £ |nsert Cells...
E|:!| Table Properties...
% Hyperlink...
[ F Mew Comment

To delete a row or column:

1. Place the insertion point in the row or column you want to delete.

2. Right-click the mouse, then select Delete Cells... from the menu that appears.
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Insert 3
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Border Styles L

Delete Cells...

Azl

Split Cells...
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Text Direction...

Table Properties...

Hyperlink...

Ui 8P ml

Mew Comment

3. Adialog box will appear. Select Delete entire row or Delete entire column, then click OK.

() Shift cells left
() Shift cells up
() Delete entire row

(®)iDelete entire columni

4. The column or row will be deleted.

To apply a table style:

1. Click anywhere on the table, then click the Design tab on the right side of the Ribbon.

@ H S
HOM
[+] Header Row

Total Row

L 1

[+] Banded Rows |

Table Style Options

d 5 ,E T s Service Invoice - Sabrosa - Ward TABLE TOHOLS
E INSERT  DESIGM  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW | DESIGN | LAYOUT
 First Calumn cme-- EEEER | EEE mmms mm==m Y| By — .
__| Last Column - =f==l=p= s==leds] == == - tpt— -
lozz: BEEEElR ) EEEEs 2DZzs [2oi2o s [o| shading  Border —
Banded Columns T - Styles + LZ Pen Color -
Table Styles Borders
& 1 3 13 3 o
Category Amount
Menu Items $828.45
Beverage Items $315.50
Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $277.75
Service Fee (18% of menu items ordered) $122.33
Total $1.679.18




2. Locate the Table Styles group, then click the More drop-down arrow to see all available table

REFEREMCES MAILINGS REVIEW VIEW DESIGN LAYOUT
_______________ N -
_______________ % _
——————————————— - b pt -| 5
i o —ZZ2ZZ [ZZZZZ [Z| Shading Border —; B
Tl}, - Styles - '—T_'Pen Color -
Table Styles Borders
3 ﬁg More

styles.

IMSERT DESIGHM PAGE LAYOUT
irst Column e — — OO
ast Column E EEEE EEEE
tanded Columns I ———
ptions

i 1
KX
Category
Menu ltems

Beverage ltems

Paper ltems (Plates, silverware, cups)

Rental Equipment (Tables, chairs, linens)

Service Fee (18% of menu items ordered)

Total

3. Select the desired style.

Plain Tables

S b B | B

4. The selected table style will appear.

Category
Menu ltems
Beverage ltems

Paper Items (Plates, silverware, cups)

Rental Equipment (Tables, chairs, linens)
Service Fee (18% of menu items ordered)

Total

To modify table style options:

Al Guickl};lzhange the visual style of
your table.
$8 -
$3 Each style uses a unique
$1 combination of borders and
$2 shading to change the appearance
of your table. Hover over a style in
gl the gallery to preview it in your
1 docurent.
s e
HEEEE EEEE
HEEEE EEEE
EEEE EEEE
HEEEE EEEE
Amount
$828 .45
$315.50
$135.15
$277.75
$122.33
$1.679.18



Once you've chosen a table style, you can turn various options on or off to change the appearance of the
table. There are six options: Header Row, Total Row, Banded Rows, First Column, Last Column, and Banded
Columns.

1. Click anywhere on the table.

2. Click the Design tab on the right side of the Ribbon, then check or uncheckthe desired options
in the Table Style Options group.

FILE HOME  INSERT DESIGMN  PAGE LAYOUT REFEREMCES  MAILINGS  REVIEW  VIEW | DESIGN

+| Header Row |+ First Calumn E——— e | -

Total Row Last Column EEEEE EEEEE EEEEE - : ¥ pt
=eeea | === E E==== [Z| Shading Border

+| Banded Rows Banded Columns - Styles - E Pen Color~
Table Style Options Table Styles Barder:
Total Row 2 3 e 5 #

Display special formatting for the
last row of the table.

3. The table style will be modified.

Category Amount
Menu Items $828.45
Beverage Iltems $315.50
Paper Items (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $277.75
: o .
“Total  $1679.18

Depending on which Table Style you're using, certain Table Style Optionsmay have a somewhat different
effect. You may need to experiment to get the exact look you want.

To add borders to a table:

1. Select the cells you want to add a border to.

+
Category Amount
Menu ltems $828.45
Beverage ltems $315.50
Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $277.75
Service Fee (18% of menu items ordered) $122.33
Total $1,679.18 N

2. From the Design tab, select the desired Line Style, Line Weight, and Pen Color.



TABLE TOOLS ?

VIEW DESIGM LAYOUT M
=== IQI 2 Y pt m—
ZZZ [Z| Shading Bord Borders
T - Styles E Pen Color = -
Borders
LS :: [ 7

3. Click the Borders drop-down arrow.

4. Select the desired border type from the menu that appears.

TABLE TOOILS T H - 0O X

VIEW DESIGM LAYOUT
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HE
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— | shading  Border Borders Border

[RIRIRINI]

[RIRIRINI]

[RIRIRINI]

[RIRIRINI]

[HIRIRINI]
4

- Styles - E Pen Color = . Painter
Bo {i{ Bottom Border
ﬁ = ? ‘- Top Border

Left Border
Bight Border

{ Mo Border

All Borders
COutside Borders

Inside Borders

Inzide Horizontal Border

Amount Inside Yertical Border
$828.45

$315.50

$135.15 _ |
$277.75 Horizontal Line
$122.33 Draw Table

| $12233 | o]
$1,679.18 fE  View Gridlines
[

Borders and Shading...

5. The border will appear around the selected cells.

Category Amount
Menu ltems $828.45
Beverage ltems $315.50
Paper ltems (Plates, silverware, cups) $135.15
Rental Equipment (Tables, chairs, linens) $277.75
Service Fee (18% of menu items ordered) $122.33

$1,678.18

Modifying a table using the Layout tab




When you select a table in Word 2013, the Layout tab appears under Table Tools on the Ribbon. From
the Layout tab, you can make a variety of modifications to the table.

Click the buttons in the interactive below to learn about the different ways you can modify a table with the
Layout tab.

m B - 9 = s Service Invoice - Sabrosa - Word TABLE TOOLS 7 B - O X
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW  DESIGN  LAYOUT
[3 Select~ [ Draw Table F‘X }"‘?] #5] Insert Below Merge Cells ~ $J|0.22° B BEE A3 @ g
[E view Gridlines [ Eraser 5 Ie; I & 1 Insert Left {=3 Split Cells oy 343" B BEEE a’ “e Data
elete  Insert __ e sk
Ej Properties - Above L Insert Right {f Split Table = AutoFit = = = Direction Margins
Table Draw Rows & Columns e Merge Celi Size f'. Alignment A
L 1 8y i 2 3 M 4 mos & ® 7 =
3 Service ;
. MUGRUINIE PO Box 4554 e Chicago, IL 60611
Invoice ey 312-555-8282
[+

ount

Menu Items 1 1t

Paper Items (Plates, silverware, cups) 20 boxes $135.15
Rental Equipment (Tables, chairs, linens) 8 sets $277.75
Service Fee (18% of menu items ordered) n/a $122.33
Total n/a $1,679.18

Challenge!

1. Open the practice document Word2013 Tables Practice.docx.

)

Convert some text into a table. Convert the text below the Sabrosa Company Label.
Apply a table style, and experiment with the Table Style Options.

Insert a column into the table.

Delete a row from the table.

Insert a blank table with six rows and two columns.

SO I

Add borders to the blank table.

Styles

A style is a predefined combination of font style, color, and size that can be applied to any text in your

document. Styles can help your documents achieve a more professional appearance

To apply a style:

1. Select the text you want to format.



T Westhrook-Parker 2013 Quarterly Report
Clients Overview

New Clients

2. In the Styles group on the Home tab, click the More drop-down arrow.

#% Find -
AaBbCcD AaBbCcD AaBbCe Azzbce AQBI - .
*|  ZacReplace

TMormal = ThaoSpac.. Headingl Heading2 Title T [p select~

Styles [/}:’. Editing
3. Select the desired style from the drop-down menu.
AaBbCcD AaBbCcD AaBbC( Aszsbcer AJDB
THMormal  TMo Spac.. Heading1  Heading 2 Title

AaBbCcC AaBbCcD AaBbCcD AoBbCcD AaBbCceD
Subtitle  Subtle Em... Emphasis  Intense E... Strong

AgBbCcD AoBbCclD AaBeCcD AaBeCcD AaBbCeD
Cluote Intense .. Subtle Ref... Intense R.. Book Title

AaBbCcD
T List Para...

A4 Create a Style

#¢ Clear Formatting

24, Apply Styles...

_{-'

4. The text will appear in the selected style.

Westbrook-Parker 2013 Quarterly Report

Clients Qverview

MNew Clients

To apply a Style set:

Style sets include a combination of title, heading, and paragraph styles. Style sets allow you to format all

elements in your document at once instead of modifying each element separately.

1. From the Design tab, click the More drop-down arrow in the Document Formatting group.



FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW

| Title
I&gl I‘m 1 TITLE - -I—Itle T'TLE LRG| " n
e Headng 1 Hoachog | HEMDINGY &~ e i wdete | HEADG L

e Heading 1

ThEmE B il el i - _ Cﬂ‘lﬂ‘rs
e e ittt p— e, e g e e -
Document Formatting
2. Choose the desired style set from the drop-down menu.
This Document
Tithe:
—
i e e i
i gt o
e iy
Built-In

. Title Ie
TITLE Tithe Title TITLE o Title Tit
Heading 1 ::ﬁ_\'l__._._ HEATING § e e el s 1 HEADBG L :::-‘.q,—.l_—b

e = Hearding | b et eienees
Tt r — [ ——— ——— '._\l'.-'.r:'."'\-'-"'- i erie— i T b, b =,
THTLE - . ITLE ks
TIT Title TITLE
Ime . Title — T ——

Vearing 1 '—'_"-:'-;-"-.':-::1": e Hoadingl o e || e
e e i . Usslrrarsirmra —— T ——— A e i
Title Tithe: Tithe: b
— Hmacling; | Hmacling; |

Beset to the Default Style Set
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3. The selected style set will be applied to your entire document.

WESTBROOK-PARKER 2013 QUARTERLY
REPORT

CLIENTS OVERVIEW

NEW CLIENTS

To modify a style:

1. Locate and right-click the style you want to change in the Styles group, then
select Modify... from the drop-down menu.
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Heading 3 Title Update Title to Match Selection itense E...

| A Modify... s

o+ 5 . Select All: (Mo Diata)

Rename...

Remowe from Style Gallery
Add Gallery to Quick Access Toolbar

2. Adialog box will appear. Make the desired formatting changes, such as font style, size, and
color. If you want, you can also change the name of the style.

3. When you're satisfied, click OK to save your changes.

Properties

Name: Title

Style type: |Linh:ed (paragraph and character)

Style based on: | T Mormal

Style for following paragraph: | T Mormal

Formatting

||:a|it:riLight[HeacE|| B I U ||—E|

RLY REPORT

]

EBefore: 0 pt
After: 0 pt, Style: Linked, Show in the Styles gallery, Priority: 11

ically update

MOﬂlfy the Style ents based on this template

formatting, then click OK . oK [}| | cancel

4. The style will be modified.

To create a new style:

1. Click the arrow in the bottom-right corner of the Styles group.
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2. The Styles task pane will appear. Select the New Style button at the bottom of the task pane.
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Heading 1
Heading 2
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Title

Subtitle
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Book Title
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[ ] show Preview
[ | Disable Linked Styles

A4 Options...
NI
Mew Style

3. Adialog box will appear. Enter a name for the style, and choose the desired text formatting.

4. When you're satisfied, click OK.



Properties

Mame: |M3r Style

Style type: |Paragraph

Style based omn: | 1 Mormal

Style for following paragraph: | T My Style

Formatting

rial Narrow | I U || Automatic

= - =

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text

Font: Arial Marrow, 14 pt, Bold, Style: Show in the Styles gallery
Based on: Maormal

Add to the Styles gallery [ | Automatically update
@ Only in this document I:::I MNew documents based on this template

5. The new style will appear in the Styles group.

AaBbCc AaBbCcDdE AaBbCcDdE AABBCCD| AABBCCDI

MMy Style - TMormal TMoSpac.. Headingl Heading2 Heading3 |+

Styles T

Challenge!

1. Open the practice document Word2013_Styles Practice.docx.

2. Apply several different styles to different parts of your document.
3. Apply a style set to your entire document.
4. Modify an existing style.

5. Create a new style.

Breaks

Adding breaks to your document can make it appear more organized and can improve the flow of text. Depending on
how you want to change the pagination or formatting of your document, you can apply a page break or a section
break.



To insert a page break:

Page breaks allow you to move text to the next page before reaching the end of a page. You might use a page
break if you're writing a paper that has a title page or a bibliography to ensure it starts on a new page. In our

example, our chart is split between two pages. We'll add a page break so the chart will be all on one page.

1. Place the insertion point where you want to create the break. In our example, we'll place it at
the beginning of our chart.

L

Puity Drunnnond,
Salesperson

Place the insertion
point at the beginning
of the text you wish to

move to the next page

MOMTHLY REVERUE

BY CLIEMT
Clients Quarter 4
Union Grove Public Schools| 542,600

Jarvis Unified School Disfrict | $31,200
Mellon Foundafion | $16,000

Fiimlad 1l Al b m R =l | O ey

2. On the Insert tab, click the Page Break command. Alternatively, you can press Ctrl+Enter on
your keyboard.
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Table  Pictures Online Shapes
"= Page Brea - Pictures -~ i+
Pages Tables Hlustrations
Insert a Page Break (Ctrl+Return) | E e
End the current page here and
move to the next page.

6 Tell me more i
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3. The page break will be applied to the document, and the text will move to the next page. In our
example, the chart moved to the next page.

The break will be

applied and the

text will move to
the next page

MONTHLY REVENUE

BY CLIEMT
Clienfs Quarter 4 Quarter 1

Union Grove Public Schools | 542,600 $53.600
Jarvis Unified School District | $31,200 $42.400
Mellon Foundation | $14,000 $15.000

Right Hand infemafional | $5.200 $6,400

DigiPaws.com | $3,600 $4,400

McDowell Plants | $2.400 34,600
Spaulding Doors | $12.400 $13.800
JLF. Property Manogement | $464,500 58,319
Cenfral College Systermn | $86,024 $92.050

By default, breaks are hidden. If you want to show the breaks in your document, click

the Show/Hide command.
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Section breaks

Section breaks create a barrier between parts of a document, allowing you to format each section
independently. For example, you may want one section to have two columns without adding columns to the
entire document. Word offers several types of section breaks:

Section Breaks

Next Page
Insert a section break and start the new
section on the next page.

-

[y

Continuous
Inzert a section break and start the new
section on the same page.

== Even Page

=y Insert a section break and start the new
section on the next even-numbered page.

—i—= Odd Page

3 Insert a section break and start the new

section on the next odd-numbered page.

e Next Page: This option adds a section break and moves text after the break to the next page of
the document. This is useful for creating a new page with normal formatting after a page that
contains column formatting.

e Continuous: This option inserts a section break and allows you to continue working on the
same page. This type of break is useful when you need to separate a paragraph from columns.



e Even Page and Odd Page: These options add a section break and move the text after the break

to the next even or odd page. These options may be useful when you need to begin a new
section on an even or odd page (for example, a new chapter of a book).

To insert a section break:

In our example, we'll add a section break to separate a paragraph from a two-column list. This will allow us to

change the formatting of the paragraph so it no longer appears formatted as a column.

1. Place the insertion point where you want to create the break. In our example, we'll place it at

the beginning of the paragraph we want to separate from column formatting.
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The company has added 13 new clients to its roster between Decemibber 2012
and January 2013.

MNEW CLIEMNTS

2. On the Page Layout tab, click the Breaks command, then select the desired section break from

Bancroft Preparatory
Acadermy

Condy Coaters and Shakes
lce Cream Parlor

Firehouse Dalmatian Rescue
Fly by Day Events

General T, Sanders High
schoal

Homes and Hope Charity
Juliz A, Clark Middle Schoaol
Little Jumpers Equestrian
squad

Masocn-Bowers Editing and
Proofreading

Peterson's Precision
Landscaping

Shepard, smith, & Wolfe
Tillie's Breakfast and Grill
Wakonda Middle School

lof fhe list above, four clients are
schools, three are non-profits, and six
are small to medium-sized
businesses, New cotegories of
business clients we serve include:
landscaping, event planning, low
firns, and editing houses.

the drop-down menu that appears. In our example, we'll select Continuous so our paragraph
remains on the same page as the columns.



FILE HOME IMNSERT DESIGM PAGE LAYOUT REFEREMCES
%Drientatiun* '{Z:Eraal:s* Indent Spacing
[ Size = Page Breaks
Margins I_I___bl —
- == Columns - Page
Page Setuj " Mark the point at which one page ends 1
L 4 and the next page begins.
= Column |
== Indicate that the text following the column
== break will begin in the next column,
A Text Wrapping I
05 Separate text around chjects on web e
pages, such as caption text from body text.
- Section Breaks

Mext Page
Insert a section break and start the new
section on the next page.

-

| s 1

Continuous P
Insert a section break and start the new P
section on the sarme page. D,g‘
il
== Even Page h
" =y Insert a section break and start the new i
section on the next even-numbered page. <
us
=3—| OddPage Us
3 Insert a section break and start the new e
T section on the next odd-numbered page. m
T T ST T T TS
3. Asection break will appear in the document.
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CLIENTS OWVERYIEW

The company has added 13 new clients to its roster befween Decemizer 2012
and January 2013,

MNEW CLIENTS
s Bancroft Preparatory s Little Jumpers Equestnan
Acadermy squad
« Candy Coaters and Shokes « Mason-Bowers Editing and
Ice Cream Parlor Proofreading

s Firehouse Dalmatian Rescue

s Fly by Day Events

o  General T, Sonders High

School

s Homes and Hope Charify

o Julia AL Clark Middle School
lof the list above, four clients are
schoaols, three are non-profits, and six
are small to medium-sized
busineszes, New categories of

« Peterson's Precision
Landscaping

o Shepard, 3mith, & Wolfe

« Tillie's Breakfast and Grill

«  Waokonda Middle school

A section
break will

appear

business clients we serve include:
landscaping. event planning. law
firmns, and editing houses.



4. The text before and after the section break can now be formatted separately. Apply the
formatting options you want. In our example, we'll apply one-column formatting to the
paragraph so it is no longer formatted as columns.

FILE HOME IMSERT DESIGM PAGE LAYOUT

[ Orientation - "# Breaks = Indent Spa
| P
10 Size - [ Line Numbers~ 3= 0" o =
Margins .~ a . . - =
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T Paragraph
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company has added 13 new

Lt Januarny 2013,
e B / CLIENTS
== Right Bancroft Preparatory
_ Academy

== M_Dre Lolumns... Candy Coaters and Shakes

&

5. The text will be formatted in the document.
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CLIENTS OVERVIEW

The company has aodded 13 new clients to its roster between December 2012
and January 2013,

HEW CLIEMTS

s Bancroft Preparatory s Little Jumpers Eguestnan
Acadermy squad

» Candy Cooters and Shakes o  Mason-Bowers Editing and
lce Cream Parlor Proofreading

s Firehouse Dalmatian Rescue s Peterson's Precision

s Fly by Day Events Landscaping

»  CGeneral T, Sanders High o Shepaord, Smith, & Wolfe
school + Tilie's Breakfast and Grill

Wakaonda Middle School

s Homes and Hope Charify
s Julio A, Clark Middle School

lof the list above, four clients are schools, three are non-profits, and six are small
to medium-sized businesses. New categories of businass clients we serve include:
landscaping. event planning, law firms, and editing houses.

Other types of breaks



When you want to format the appearance of columns or modify text wrapping around an image, Word offers

additional break options that can help.

ISERT DESIGN PAGE LAYOUT REFEREMCES
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Page Bre%ts

Page
Mark the point at which one page ends
and the next page begins.

Indent Spacing

Column

Indicate that the text following the column
break will begin in the next column.

i e

Text Wrapping

Separate text around chjects on web
pages, such as caption text from body text.

|1'
|

|
i

e Column: When creating multiple columns, you can apply a column break to balance the
appearance of the columns. Any text following the column break will begin in the next column.
To learn more about how to create columns in your document, visit our lesson on Columns.

v 1 2 AT 4 5 3 7
serve include: landscaping, event planning, law firms, and edifing houses.
MEW CLIEMNTS
« Baoncroft Preparatory
Academy
s  Condy Coaters and Shakes
Ice Cream Parlor
s Firehouse Dalmatian Rescue
s Fly by Day Evenis
s  General T, Sanders High
Schoaol
« Homes and Hope Charty
» Julio A, Clark Middle School
& Little Jumpers Equestrian |
59 3 3 2 1 A 1 2
* :;"1 serve include: landscaping, event planning, law firms, and edifing houses.
{
* Pq NEW CLIENTS
L9 » Boncroft Preparatory o Little Jumpers Equestrian
. Acadermy squad
: E:" s  Condy Coaters and Shakes s  Moson-Bowers Editing and
lce Cream Parlor Proofreading
» Firehouse Dalmatian Rescue s Peterson's Precision
—— » Fly by Day Events Landscaping

o  General T, Sanders High
school

» Homes and Hope Charity

e Julio A, Clark Middle Schoaol

Shepard, Smith, & Wolfe
Tillie s Breakfast and Grill
Wakanda Middle Schaol

e Text wrapping: When text has been wrapped around an image or object, you can use a text-
wrapping break to end the wrapping and begin typing on the line below the image.


https://edu.gcfglobal.org/en/word2013/columns/1/

WESTBROOE-PARKER TRAINING SERIES: SALES

When describing the function of a database to potential
clients, it's important to relay the information in the

.
=
e
_ . equivalent of layman's terms. The more the client can
. understond about how dafabases work, the greater the

potential for a sale.

This training document will outline the major talking points
each sales representative should impress upon the polential client:

+ Whatis a database®
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o . When describing the function of a database to potential
- clients, it's important to relay the information in the
. equivalent of layman's terms. The more the client can
. understand about how databases work, the greater the

potential for a sale.

This training document will outline the major talking points each sales
representative should impress upon the potential client:

* Whatis a database?
¢ [Database models
s Working with a database

To delete a break:

By default, breaks are hidden. If you want to delete a break, you'll first need to show the breaks in your
document.

1. On the Home tab, click the Show/Hide command.
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2. Locate the break you want to delete. Place the insertion point at the beginning of the break
you want to delete.

1---.---%---.---1---.---1---|---3---|---4---|---5---|---5---¢---?---
Central College Systemd $86,0240 | $92,0500 0

| Page Break 1'[ F |E ce th'E

insertion point
of the break

3. Pressthe Delete key. The break will be deleted from the document.
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Central College System | $86,024 | $92.050 |

DATABASE WEEB APPLICATIONS

Application GQuarter 4 GQuarter 1
DataFielder | $118,454 $121,975
DataHoop | $152,011 $167,004
DatabaseReporter | $52,733 $57,840
RounData | nfa $48,650

Challenge!

1. Open the practice document Word2013 Breaks_Practice.docx.




. Insert a page break. Insert a page break to move the Clients Overview section to the next
page.

. Insert a section break in the document. Insert a Next Page section break to move
the Updated Chain of Command section to the next page. Try changing the formatting of
paragraph in that section.

. Show the breaks using the Show/Hide command.

. Delete a break. Delete the page break after the fourth paragraph on page 1 of the document
to move the two paragraphs on page 2 onto page 1.




