Chapter 7: Formatting Pages

Word provides a wide range of page formatting that you can use to make your
documents look the way you want. In this chapter, you first learn to adjust margins,
control text flow and pagination, and set page orientation. You then move on to adding
page numbers, line numbers, headers and footers, and footnotes and endnotes. You
finish by learning to create a table of contents, add a watermark or page border, and lay
out a document in newspaper-style columns.

Adjust Margins

By default, Word assigns a 1-inch margin all the way around the page in every new
document that you create. You can change these margin settings, as needed. For
example, you can set narrower margins to fit more text on a page or set wider margins
to fit less text on a page.

You can apply your changes to the current document only or set them as the new default
setting, to be applied to all new Word documents you create.
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Set Margins Using Layout Tools
© Click anywhere in the document or section where you want to change margins.

© Click Layout.
The Layout tab appears.
© Click Margins.
O The Margins gallery appears.
O Click the margin setting you want.
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Why Train Your Cat?

Whether you consider yourself an “owner” or a “companion”
1o your cat, it's important that you and you]cat enjoy a good
relationship.

People have different expectations of such relationships—
but whatever 7 e >
your
expectations,
you will
almost

certainly
need to get
your cat to

take actions
you want. For
example, you
may need
your cat to
come to you $0 you can put on or adjust its collar, or you
may need your cat to enter a travel basket for a trip to the
vet's without resistance or distress.

Is it Possible to Train Your Cat?
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O Word applies the new setting.
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Set a Custom Margin

© In the document or section you want to change, click Layout.
The Layout tab appears.

@ Click Margins.

© The Margins gallery appears.

© Click Custom Margins.
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The Page Setup dialog box opens, displaying the Margins tab.

O In the Margins area, enter a specific margin measurement in the Top, Bottom, Left,
and Right boxes.

© In the Orientation area, click Portrait or Landscape to set the page orientation.
O Look at the Preview area to preview the margin settings.



© Click Apply to (+), and then click This section, This point forward, or Whole document,
as appropriate.

© Click OK.
The Page Setup dialog box closes.
Word implements the margin settings you chose.

TIPS

How do | set new default margins?

To establish a different set of default margins for every new blank document that you
create, make the desired changes on the Margins tab of the Page Setup dialog box, click
Set As Default, and then click OK.

Why is my printer ignoring my margin settings?

Some printers have a minimum margin setting, and in most cases, that minimum margin
is 0.25 inches. If you set your margins smaller than your printer’s minimum margin
setting, you place text in an unprintable area. Test the margins or check your printer
documentation for more information.

Insert and Manage Page Breaks

Word automatically starts a new page when the current page becomes filled with text,
but you can insert a page break to force Word to start a new page any place you want
one. You can insert page breaks using the Ribbon or your keyboard.

You can insert a page break in any view except Read Mode view. Page breaks are visible
in Print Layout view and, if you display formatting information as described in Chapter 6,
“Formatting Paragraphs,” page breaks are also visible in Draft, Web Layout, and Outline

views.

Insert and Manage Page Breaks
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What Expectations Should You Have for Training Your

Great question!

As you well know, cats have a reputation for being hard
to train. But that doesn't mean you shouldn’t try—it
Just means you'll need to put in more planning,
preparation, and effort.

Rest assured that these will be richly rewarded.

\When Should You Begin Training Your Cat?

0 You should begin training your cat—or preferably your kitten—as soon as the two of
your start spending quality time together. That doesn't mean rushing into a training
session the moment you first let your cat out of the travel container you use to bring
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Insert a Page Break

© Click in the document where you want to insert a page break.

For example, place the insertion point before the paragraph you want to appear at the
top of the new page.

© Click Insert.
The Insert tab appears.

© Click Pages.
The Pages pop-up panel opens.
O Click Page Break.
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® Word inserts a page break and moves all text after the page break onto a new page.
O If you want to see more of the document’s content at once in Print Layout view, move
the pointer over the gray horizontal bar between the pages (D? or I changes to ), and

then double-click. Word reduces the white space to a minimum and displays a gray bar
between the pages; you can double-click this bar to restore the white space.
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View and Delete Page Breaks

© Click Home.
The Home tab appears.
© Click Show/Hide () to display formatting information.

© Click View.
The View tab appears.

O Click Draft.
The document appears in Draft view.
© Select the page break.

O Press .
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Word deletes the page break.

O A dotted line shows where the automatic page break will fall using the document’s
current pagination.

Note: You can insert a page break from the keyboard by pressing em + em.

Why does Word put a Heading 1 paragraph at the top of a new
page? There is no manual page break.

Most likely, the style has the Page Break Before setting enabled; another possibility is
that the Keep with Next setting is enabled. See the following section, “Control Text
Flow and Pagination,” for details.

You can fix this problem for a single paragraph by opening the Paragraph dialog box and
changing the Page Break Before setting or the Keep with Next setting on the Line and
Page Breaks tab. If the problem is in the style, you must change the setting in the style.



For example, you can make the change in the Paragraph dialog box, and then update
the style.

Control Text Flow and Pagination

You can configure several settings that influence where Word places page breaks. Used
the right way, these settings can improve the document’s layout and readability; used
incorrectly, they can produce bizarre-looking layout problems.

You can eliminate widows and orphans. You can set Word to keep all the lines of a
paragraph together on the same page. Similarly, you can mark a paragraph to be kept
with the next paragraph. You can also set Word to insert a page break before a particular

paragraph.
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Control Text Flow and Pagination

What Moves Should You S ?
In this section, w plore some popular moves that you may want to consider as
starting points your cat.

Getting Your Cat ommand
Getting your cat to sit down on command is a great early move, for several reasons.
First, it is relatively easy to do, because sitting is a natural position for a cat, and you
can leverage the advantage of your reach. Second, this move invariably gains your cat's

attention, and you can use this beginning to keep your cat focusing on you. Third, m@
your cat seated and paying attention to you (and your hidden treats!), you are ideally
i moves or tricks.

positioned to segue into other training
ted Training Schedule for Your Cat
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© Click in the paragraph whose flow and pagination you want to affect, or select multiple
paragraphs.
This example uses a six-line paragraph of body text that is currently split across pages.

@ Click Home.
The Home tab appears.

© Click the Paragraph group dialog box launcher ().
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The Paragraph dialog box opens.

O (lick Line and Page Breaks.
The Line and Page Breaks tab appears.

O For typical body text styles, select Widow/Orphan control (=) to prevent widow and
orphan lines, discussed in the tips.

© Click Keep lines together (m changes to ).

O Click OK.
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The Paragraph dialog box closes.

O All the lines in the paragraph appear together.

O However, the heading is now separated from the paragraph. Such separation is
unhelpful to readers and gives designers and proofreaders conniptions.

@ Click anywhere in the heading paragraph.

© Click the Paragraph group dialog box launcher (=).

The Paragraph dialog box opens again, now with the Line and Page Breaks tab at the
front, because you used that tab last.

O Click Keep with next (o changes to =).

@ Click OK.
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In this section, xplors me popular moves that you may want to consider as
starting points for training your cat.

&m:wg Your Cat to Sit Dow:

Getting your cat to sit down on command is a great early move, for several reasons.
First, it is relatively easy to do, because sitting is a natural position for a cat, and you
can leverage the advantage of your reach. Second, this move invanably gains your cat's
attention, and you can use this beginning to keep your cat focusing on you. Third, with
your cat seated and paying attention to you (and your hidden treats!), you are ideally
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The Paragraph dialog box closes again.

© The heading paragraph appears with its text.

Note: A more direct method of controlling text flow and pagination is by inserting extra
paragraphs to move lines or paragraphs from one page to another. The disadvantage to
this approach is that, if you add or delete text early in the document, you may need to
adjust all subsequent page breaks manually.

TIPS

What is a widow?

A widow is the first line of a paragraph that appears at the bottom of a page, with the
paragraph’s remaining lines appearing on the next page. Widows are distracting to
reading comprehension.

What is an orphan?



An orphan is the last line of a paragraph that appears on its own at the top of a new
page, with all the paragraph’s preceding lines appearing at the bottom of the previous
page. Like widows, orphans are distracting to reading comprehension.

Align Text Vertically on the Page

You can control the vertical alignment of text between the top and bottom margins of a
page. For example, you might want to center text vertically on a report cover page to
improve its appearance.

By default, Word applies vertical alignment to your entire document, but you can limit
the alignment by using sections. For example, before vertically centering the cover page
of areport, put that page in its own section so that you do not vertically center the other
pages too. See the section “Insert a Section Break,” later in this chapter, for more
information.

Align Text Vertically on the Page

© After creating a separate section for the page you want to align, click anywhere on
that page.

@ Click Layout.
The Layout tab appears.

© Click the Page Setup group dialog box launcher (w).
The Page Setup dialog box opens.

O Click Layout.
The Layout tab of the Page Setup dialog box appears.



© Click Vertical alignment (~), and then click the vertical alignment—for example,
Center.

O To make the change only for the current section, click Apply to (), and then click This
section.

© Click OK.
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The Page Setup dialog box closes.

© Word applies vertical alignment.

Change Page Orientation

You can change the direction that text prints from the standard portrait orientation, in
which the page is taller than it is wide, to landscape orientation, in which the page is
wider than it is tall. Changing orientation is particularly helpful on pages containing wide
tables, where using landscape orientation may help you fit the table’s full width on a
single page.



Change Page Orientation

vew Vi
s we s 7 = : o d o tecs
S & s Hyphenstion - . P
‘M o 5 Puragrach & Amange ~
Surplus Capacity
D ﬂ-w Mar |Ap |M | Ju | Ju | Aug | Septe | Octo | Nove |Dece
ary | ary ch _|rl lay |ne |ly |ust | mber |ber |mber |mber
20 18 14| 20| 7| 9 17| 20 7 18 6 18 18
15
20 19 2[ 19| 13| o 18| 1| 13 12 7 18 6
16
20 1 18 10| 13| 19| 7| 10| 8 3 7 1] 20
17
20 6 10 20| 8| 17| 9| 14| 16 16 7 13 7
18
20 20 6| 13| 6| 1| 14| 10| 12 7 12 20 1
19
20| 17| 13| 18] 16| 14| 10| 11| 8 B 16 2 20, o
20 -
20 3 5 9| 11|10 15| 19| 10 3 17 14 2
21
20 13 17| 15| 14| 12| 1] 20 7 3] 16 1 4
|22
20 4 0 2| 2| 7| 1|4 19 7 12 3 4
23
20 9 6| 15| 20| 6| 8| 8| 15 7] 20 7 15
24
20 6 11| 20| 16| 3| 16| 10| 16 2 5 14 2
25
N B T S " ot Nrew @ Bl B ' ™

Note: To change the page orientation of a single page in a multipage document, first
insert a Next Page section break before and after the page.

© Click anywhere on the page whose orientation you want to change.

Note: If you want to change the orientation of the entire document, click anywhere in it.

@ Click Layout.
The Layout tab appears.

© Click Orientation.
The Orientation pop-up panel opens.

© The icon for the current orientation appears highlighted.

O Click Portrait or Landscape, as appropriat

e. This example uses Landscape.

o
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O Word changes the orientation.

Note: By default, Word changes the orientation for the entire document. To limit
orientation changes, divide the document into sections. See the next section, “Insert a
Section Break.”

Insert a Section Break

You can create separate sections in a document to implement different page layouts.
You use sections for formatting changes such as margins, headers and footers,
newspaper-style columns, and vertical page alignment. For example, if a document
includes both a one-column layout and a three-column layout, you need to create a
separate section for each layout.

To create a section, you insert a section break of the appropriate type: Continuous, Next
Page, Even Page, or Odd Page.

Insert a Section Break
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Introductions

This report reviews our company’s capacity for research, development, and manufacturing. looking ahead to 2050 to
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The report identfies sources of surphus capacity, explores how the company can best exploit them, and spotlights areas

o
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@ Click in the location where you want to start a new section in your document.

@ Click Layout.
The Layout tab appears.
© Click Breaks.
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O The Breaks gallery appears, showing the Page Breaks list and the Section Breaks list.

O Click the type of section break you want to insert. This example uses Next Page.
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Word inserts the type of break you selected.

O In this example, Word inserts a Next Page section break, which effectively adds a page
break.

Note: In the example, the document is in Print Layout view, but the white space between
pages has been hidden by double-clicking the gray bar between them.

© Click Home.
The Home tab appears.

O Click Show/Hide (7).
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Word displays nonprinting characters, also called formatting marks.

O The Section Break (Next Page) divider appears.

© You can now implement different layouts in the different sections. In this example, the
first section is in portrait orientation, whereas the second section is in landscape
orientation.

Note: You can remove the section break by clicking the section break line and pressing
eD.

How do the four types of section breaks work?

After a Continuous section break, the document continues on the same page. For
example, a page might have a single-column paragraph, then a Continuous section
break, then a three-column section, and then another Continuous section break before
resuming as a single column.

After a Next Page section break, the document continues on the next page. After an
Even Page section break, the document continues on the next even page, leaving a
blank odd page if necessary. Similarly, after an Odd Page section break, the document
continues on the next odd page, leaving a blank even page if necessary.

Add Page Numbers to a Document

You can add page numbers to make your documents more navigable. You can add page
numbers to the header or footer area at the top or bottom of a page or in the page
margins, or you can add a single page number at the current position of the insertion
point.

Page numbers in headers and footers appear on-screen only in Print Layout view. Read

Mode view displays a single page number at the current position of the insertion point.
Word updates page numbers automatically as you change your document.



Add Page Numbers to a Document
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Note: To place a single page number at a specific location in the document, click that
location.

© Click Insert.

The Insert tab appears.
O Click Page Number in the Header & Footer group.
© The Page Number pop-up panel opens.

© Click a placement option. This example uses Top of Page.

Note: If you choose Current Position, Word inserts a page number only at the current
location of the insertion point.

O A gallery of page number alignment and formatting options for that placement option
appears.

O i
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© The page number appears in the location and using the formatting you selected.

O For page numbers placed anywhere except at the current position of the insertion
point, Word opens the header pane or footer pane.

O The Header & Footer tab appears on the Ribbon.

O If you do not see the page number, click Print Layout (=) on the status bar to display
the document in Print Layout view.

© To control the way the page number appears, click Page Number.
The Page Number pop-up menu opens.

O Click Format Page Numbers.

The Page Number Format dialog box opens.

@ To include a chapter number, click Include chapter number (o changes to m). Click
Chapter starts with style (~), and then click the appropriate style. Click Use separator (
+), and then click the appropriate separator.

O In the Page Numbering area, click Continue from previous section (- changes to «); or
click Start at (- changes to ), and then enter the starting number.



O Click OK.
The Page Number Format dialog box closes.

@ Click Close Header and Footer.
The header and footer pane closes.

What does the Number Format pop-up menu in the Page Number
Format dialog box do?
The Number Format pop-up menu enables you to change the numbering format from

the default “1, 2, 3”” format to a different format, such as “a, b, ¢’ or “i, ii, iii”’. For

example, you might choose the “i, ii, iii”’ format for the front matter in a book, before
the main page numbering starts.

Add a Header or Footer

Word’s headers and footers make it easy to include text at the top or bottom of every

page. Header text appears at the top of the page above the margin; footer text appears
at the bottom of the page below the margin.

To view or edit the header or footer, you use Print Layout view. You can click Print
Layout (=) on the status bar to switch to Print Layout view manually. If you give a header

or footer command, Word automatically switches the document to Print Layout view if it
is in another view.
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to socialize with you and to respond appropnately to e
commands.

Why Train Your Cat?
‘Whether you consider yourself an “owner” or a “compa
that you and your cat or kitten enjoy a good relationshi

People have different expectations of such relationshi
ill

y to take actions you
want. For example, you may need your
cat to come to you s0 you can put on or
adjust its collar, or you may need your
«cat to enter a travel basket for a trip to
the vet's without resistance or distress.




© Optionally, click Print Layout ().
Word switches the document to Print Layout view.

Note: You do not have to switch to Print Layout view, but doing so makes it easier to see
your work in the header or footer.

@ Click Insert.
The Insert tab appears.

© Click the Header button to add a header, or click the Footer button to add a footer.
This example adds a header.

O The header or footer gallery appears.

O Click the header or footer style you want to use.
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© Word adds the header or footer.

© The Header & Footer Tools tab appears on the Ribbon.
© The text in your document appears dimmed.

O The insertion point appears in the header area.

© Some headers and footers, like the one shown here, contain placeholders and controls
for adding information.
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© Click or select a placeholder or a control, and then enter the information needed for
the header or footer.

© For a control such as a date picker, click the control, and then click the appropriate
information.
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Training Your Cat

This free datasheet provides all the information you need to train your cat effectively
to socialize with you and to respond appropriately to effortless and commonly useful
commands,

Why Train Your Cat?
Whether you consider yourself an “owner” or a “companion” to your cat, it's important
that you and your cat or kitten enjoy a good relationship.

People have different expectations of such relationships—but whatever your
expectations, you will almost certainly 7 < ¢
need to get your cat to take actions you
want. For example, you may need your
cat to come to you 50 you can put on or
adjust its collar, or you may need your
cat to enter a travel basket for a trip to
the vet's without resistance or distress.
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Word closes the header and footer areas.

© The header or footer appears in the document. It is dimmed to indicate that you need
to open the header or footer area to edit it.

Note: To open a header or footer for editing, double-click in it. Alternatively, click Insert
on the Ribbon to display the Insert tab; click Header or Footer, as appropriate; and then
click Edit Header or Edit Footer on the pop-up panel.

TIPS

Can | format text in a header or footer?

Yes. You can apply boldface, italics, underlining, and other character formatting the
same way that you apply them in the body of a document, and you can use styles. Also,



the header area and footer area each contain two predefined tabs so that you can
center or right-align text you type.

How do | remove a header or footer?

Click the Insert tab, click the Header or Footer button, and then click Remove Header or
Remove Footer. Word removes the header or footer from your document.

Vary Headers or Footers Within a Document

You can use different headers or footers in different portions of your document. For
example, suppose that you are preparing a business plan and you intend to divide it into
chapters. You could create separate headers or footers for each chapter.

If you plan to use more than one header or footer in your document, insert section
breaks before you begin. See the section “Insert a Section Break,” earlier in this chapter,
for details.

Vary Headers or Footers Within a Document
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@ Click in the first section for which you want to create a header.

© Click Insert.
The Insert tab appears.

© Click Header.
The Header gallery appears.

O Click a header.



Strategic Report COMPANY CONFIDENTIAL Distribution: VPs onl\'@

(A s ‘Company Report

© Word inserts the header in the First Page Header-Section 1 box.

O The text in your document appears dimmed.
The insertion point appears in the header.

O To make all headers for a section the same, you can click Different First Page (=
changes to ).

Note: This example uses different first page headers.

© Type any necessary text in the header.

O Click Next to move the insertion point to the next page of the first section, Header-
Section 1.

@ Click Next again.
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© Word moves the insertion point into the header for Section 2.
© The Header-Section 2 box appears.

@ Word identifies the header or footer as “Same as Previous.”
Click Link to Previous to deselect it and unlink the headers of the two sections.
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© Word removes the “Same as Previous” marking from the right side of the header box.

© Either repeat steps 2 to 5 to insert a new header in the second section, or create a new
header manually.

© Repeat these steps for each section for which you want a different header.

@ Click Close Header and Footer.

How do I create different headers or footers for odd or even
pages?

Open the header or footer area of the document. Then, on the Header & Footer tab,
click Different Odd & Even Pages. Each header or footer box is renamed to Odd Page or
Even Page. Click Next to display the Even Page Header box or the Even Page Footer box

and type text.

You do not need to create separate sections to have different headers and footers on
odd and even pages. However, if you want the headers or footers on odd pages or even
pages to change through the document, you do need to create sections.

Generate a Table of Contents

You can use Word to generate a table of contents, or TOC, for your document that
automatically updates as you change your document. You select from Word’s gallery of
TOC styles to establish the TOC’s look and feel. You can most easily create a TOC if you
apply heading styles—such as Heading 1, Heading 2, and Heading 3—to the paragraphs
that should appear in the TOC, but you can include other styles if you want.

Once you have created a table of contents, you can update it whenever you need to.



Gy Hart-Daves

Generate a Table of Contents

Insert a Table of Contents
© Position the insertion point where you want the table of contents to appear.

@ Click References.
The References tab appears.

© Click Table of Contents.
The Table of Contents gallery appears.
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® Word inserts a table of contents at the location of the insertion point.
The information in the table of contents comes from text to which Heading styles 1, 2,
and 3 are applied.



You can continue working in your document, adding new text styled with heading
styles.

Note: Do not type directly in the table of contents; make corrections in the document.
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Update the Table of Contents

© Click anywhere in the table of contents.

An outline appears around the table of contents, with two buttons on a panel at the
top.

© Click Update Table.
The Update Table of Contents dialog box opens.
© Select Update entire table (- changes to -).

O Click OK.
Word updates the table of contents with the latest headings and page numbers.
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Heading 2 3
Heading 3 5
Heading 4

Create a Custom Table of Contents



© On the References tab, click Table of Contents.
The Table of Contents gallery appears.

© Click Custom Table of Contents.
The Table of Contents dialog box opens.

© Click Show levels (=) to change the number of heading styles included in the table of
contents.

© To include other styles, click Options.
O Click OK.

How do | remove a table of contents?

Click References to display the References tab of the Ribbon, go to the Table of
Contents group, click Table of Contents, and then click Remove Table of Contents in the

Table of Contents gallery.

Add a Watermark

You can add a watermark to your document to add interest or convey a message. A
watermark is faint text or a picture that appears behind information in a document. For
example, you can place a watermark on a document that marks it as a draft, as a copy, as
confidential, or as urgent.

Watermarks are visible in Print Layout view, on printouts, and on PDF and XPS
documents.

Add a Watermark

Desgn Report + ¥ Hart-Dovs m

Autosn

Product Development

...................




© Click Print Layout ().
The document appears in Print Layout view.

© Click Design.
The Design tab appears.

© Click Watermark.
The Watermark gallery opens.

O If you see a suitable watermark, click it and skip the remaining steps.

O Click Custom Watermark.

The Printed Watermark dialog box opens.
© Select Text watermark (- changes to «).

O Click Text (~) and either select predefined text to use as a watermark or type your
own text.

@ Click Apply.
O The watermark appears in the document.



Product Development

© Make further changes as needed.
O For example, click Color (), and then click the color to use for the watermark.

O Usually, it is best to select (=) Semitransparent; if you deselect this check box, the
watermark may overpower the document’s contents.

© Click OK if you have not yet clicked Apply t

AucSwve @00 [

o apply your changes; otherwise, click Close.
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Product Development

The Printed Watermark dialog box closes.

O The watermark appears on each page of your document.

How do | remove a watermark from a document?

Click Design to display the Design tab on the Ribbon, and then go to the Page
Background group. Click Watermark to display the Watermark gallery, and then click
Remove Watermark.

If you want to replace the existing watermark with another watermark, you do not need
to remove the existing watermark first. Simply insert the new watermark, replacing the
existing watermark.



Add a Page Border

You can add a border around each page of your document to add interest or make the
document aesthetically appealing. You also can add borders around single or multiple
paragraphs, as described in Chapter 6, but be aware that multiple borders can make your
document hard to read. For example, do not use both paragraph and page borders.

You can apply one of Word’s predesigned borders to your document, or you can create
your own custom border—for example, bordering only the top and bottom of each

page.

Add a Page Border

Autose
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Introduction
[to come - ask Bill}

Meetings and Group Sessions

This section makes sure you know about upcoming meetings and group sessions that
the company will be holding]

Strategic Planning Meeting

The next Strategic Planning Meeting will take place on 4* March.

Offsite Development Day

We are aiming to hold the Offsite Development Day in June. We will let you know when
we have confirmed the date.
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@ Click Print Layout () to display your document in Print Layout view.

© Click Design.
The Design tab appears.

© Click Page Borders.
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The Borders and Shading dialog box opens, displaying the Page Border tab.
O Click the type of border you want to add to your document.
© Click a style for the border line.
© The Preview area shows a preview of the border.
O Click Color (+), and then click the color for the border.
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© Click Width (~), and then click the width for the border.

© Click Apply to (+~), and then click an option to specify the pages on which the border
should appear. For example, click Whole document to apply the border to every page.

O Click OK.



© Word applies the border you specified.

How do | add a border that does not surround the page?

Open the Borders and Shading dialog box, and then use the controls on the Page Border
tab to specify the border type you want to apply. In the Preview area, click the border

lines that you do not want to appear in your document. Click OK to close the Borders
and Shading dialog box.



Chapter 9: Working with Tables

Tables can be a great way to present complex information in an easy-to-read format.
Word enables you to insert tables quickly and format them to look the way you want.
You can also insert charts in your documents to present information visually.

Create a Table

Word enables you to create tables for presenting data in an organized fashion. For
example, you might add a table to your document to display a list of items or a roster of
classes. Tables contain vertical columns and horizontal rows, which intersect to form
cells.

You can insert all types of data in cells, including text and graphics. To enter text in a cell,
click in the cell and then type your data. As you type, Word wraps the text to fit in the
cell, as needed.

Create a Table

ats for Increasing Your Sales

ustomers will be swayed more by convincing data than by emotion. So
> ¢ statistics you can use to persuade your customers and increase your

Insert a Table

© Click in the document where you want to insert a table.

@ Click Insert.
The Insert tab appears.
© Click Table.
© The Table pop-up panel appears.
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ustomers will be swayed more by convincing data than by emotion. So
[ ik Tabhes. * ¢ statistics you can use to persuade your customers and increase your
sales.

O Move the pointer (EE) to select the number of rows and columns you want to preview.
O Word previews the table as you drag over cells.

© C(lick the square representing the number of rows and columns you want.

Top 10 Stats for Increasing Your Sales

Most of your customers will be swayed more by convincing data than by emotion. So
here are 10 key statistics you can use to persuade your customers and increase your

sales.
+
Category Data Takeaway |
General Sales Easily accessible statistics | Say "Nine out of ten
are more easily grasped people” rather than
and more effective than “Ninety percent of peopleZ
“farmal® or complex
‘ :ﬁlausms.
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The table appears in your document.
O The Table Design tab and the Layout tab appear on the Ribbon.
O Click in a table cell and type information.
O If necessary, Word expands the row height to accommodate the text.

You can press &3 to move the insertion point to the next cell.

Note: Press &m + &3 to move to the previous cell.



Top 10 Stats for Increasing Your Sales

Most of your customers will be swayed more by convincing data than by emotion. So
here are 10 key statistics you can use to persuade your customers and increase your
sales.

F

Category Data Takeaway
General Sales Easily accessible statistics | Say “Nine out of ten
are more easily grasped people” rather than
and more effective than “Ninety percent of people”
*formal” or compls
statistics.
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Delete a Table

© Click anywhere in the table you want to delete.

© Click Layout.
The Layout tab appears.

© Click Delete.
The Delete pop-up panel opens.

O Click Delete Table.
Word removes the table and its contents from your document.

TIPS

How do | add rows to a table?

To add a row to the bottom of the table, place the insertion point in the last cell and
press 3. To add a row anywhere else, use the buttons in the Rows & Columns group on
the Layout tab.

What exactly is a table cell?

A cellis the rectangular space created by the intersection of a row and a column. In
spreadsheet programs, columns are named with letters, rows are named with numbers,
and cells are named using the column letter and row number. For example, the cell at
the intersection of Column A and Row 2 is called Az.



Change the Row Height or Column Width

Word automatically changes the row height to accommodate the tallest cell in the row.
You can also change row height manually, as needed. Similarly, you can change column
width manually—for example, to improve the layout of the table.

The Word window must be in either Print Layout view or Web Layout view for you to be
able to change row height or column width, so you may need to switch to one of these
views before making changes.

Change the Row Height or Column Width
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Top 10 Stats for Increasing Your Sales
Most of your customers will be swayed more by convincing data than by emotion. So
here are 10 key statistics and techniques you can use to persuade your customers and
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Change the Row Height

© Click Print Layout (=) or Web Layout (=) if neither button is currently active.
Word switches to the view you chose.
© Position the pointer over the bottom of the row you want to change (1 changes to <).
© Drag the row border up to reduce the row height or down to increase it.
O A dotted line marks the current position of the border you drag.
O When the row height suits you, release the mouse button.
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Top 10 Stats for Increasing Your Sales
Most of your customers will be swayed more by convincing data than by emotion. So
here are 10 key statistics and techniques you can use to persuade your customers and
increase your sales,
®
Category Data Takeaway
General Sales Easily accessible statistics | Say “Nine out of ten
are more easily grasped people” rather than
and more effective than “Ninety percent of people”
“formal” or complex
statistics.
Demeanor Smiles work! Everybody T
knows this, but most of us
forget from time to time.
J
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O Word adjusts the row height.
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Top 10 Stats for Increasing Your Sales
Most of your customers will be swayed more by convincing data than by emotion. So
here are 10 key statistics and techniques you can use to persuade your customers and
increase your sales.
Category Data Takeaway
General Sales Easily accessible statistics are Say “Nine out of ten
more easily grasped and more | people” rather than
ective than “formal” or “Ninety percent of people™
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Change the Column Width

© Position the pointer over the right side of the column you want to change (I changes

O Drag the column edge right to increase the column width or left to reduce it.
O A dotted line marks the current position of the column border.

to ).

© Release the mouse button.
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Top 10 Stats for Increasing Your Sales

Most of your customers will be swayed more by convincing data than by emotion. So
here are 10 key statistics and techniques you can use to persuade your customers and
increase your sales.

Category Data Takeaway
General Sales | Easily accessible statistics are Say “Nine cut of ten
‘more easily grasped and more people” rather than
effective "
1

formal” or “Ninety percent of people”

complex Stics.
Demeanor Smiles work! Everybody knows
this, but most of us forget from

© Word adjusts the column width.

Note: For any column except the rightmost column, changing the column’s width also
changes the width of the column to its right, but the overall table size remains constant.
When you change the width of the rightmost column, you change the width of the entire
table.

TIPS

| tried to change the row height, but the pointer did not change,
and I could not drag the row. What did | do wrong?

You can change row height only when displaying your document in either Print Layout
view or Web Layout view. Make sure the window is in one of those views by clicking
Print Layout (2) or Web Layout (=) on the status bar. See Chapter 3, “Entering Text in
Documents,” for more on understanding document views and switching between them.

How can | change a column width so that it accommodates the
longest item in the column?

Double-click the right edge of the column. Word widens or narrows the column based
on the widest entry in the column and adjusts the overall table size.



Move a Table

You can move a table to a different location in your document. You might discover, for
example, that you inserted a table prematurely in your document and, as you continue to
work, you decide that the table would better help you make your point if you move it to
a location farther down in your document. You do not need to reinsert the table and
reenter its information; instead, move it.

Make sure that you are working from Print Layout or Web Layout view; you can use the
buttons on the status bar or on the View tab to switch views, if necessary.

Move a Table
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Most of your customers will be swayed more by convincing data than by emotion. So
here are 10 key statistics and techniques you can use to persuade your customers and

&_ increase your sales,
F
Catagory Data Takeaway

General Sales | Easily accessible statistics are Say “Nine out of ten
more easily grasped and more people” rather than “Ninety
effective than “formal” or percent of people”

complex statistic

Demeanor Smiles work! Everybody knows |
this, but most of us forget from IQ
time 1o time.

Note: You can use these techniques effectively in many different situations, but de ot
use them indiscriminately. Always assess your sales prospect and tailor your approach
to the prospect 50 as to maximize your success and your sales.
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© Click Print Layout (=) or Web Layout () if neither button is currently active.
Word switches to the view you chose.

© Move the pointer (1) over the table.
Note: Alternatively, click in the table.
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Most of your customers will be swayed more by convincing data than by emotion. So
here are 10 key statistics and techniques you can use to persuade your customers and

&mmna your sales.
Category Data Takeaway

General Sales | Easily accessible statistics are Say “Nine out of ten
more easily grasped and more people” rather than “Ninety
effective than “formal” or percent of people”
complex statistics.

Demeanor Smiles work! Everybody knows

this, but most of us forget from
time to time.

jote: You can use these techniques effectively in many different situations, but de ot
e them indiscriminately. Always assess your sales prospect and tailor your approach

&‘ the prospect so as to maximize your success and your sales,
Ta
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O A table selection handle (+) appears in the upper-left corner of the table.
© Move the pointer over the table selection handle (+); ) changes to P,

O Drag the table to a new location ( changes to ).
© A dashed line shows where the table will land when you drop it.

© Release the mouse button.
The table appears in the new location.
Note: To copy the table, perform these steps but press and hold em in step 3.

Resize a Table

If your table dimensions do not suit your purpose, you can resize the table from Print
Layout view or Web Layout view. For example, you may want to resize a table to make it
longer and narrower, especially if your table is small; in that case, you could reduce the
space occupied by the table and wrap text in your document around it using the Table
Properties box.

Resize a Table
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Most of your customers will be swayed more by convincing data than by emotion. So
here are 10 key statistics and techniques you can use to persuade your customers and
increase your sales.

Note: You can use these techniques effectively in many different situations, but do not
use them indiscriminately. Always assess your sales prospect and tailor your approach
to the prospect so as to maximize your success and your sales.

[ Categony Data Takeaway

General Sales | Easily accessible statistics are more | Say “Nine out of ten people”
easily grasped and more effective rather than “Ninety percent of
than “formal” or complex statistics | people”
Demeanor Smiles work! Everybody knows this,
but most of us forget from time to IQ

time.

© Click Print Layout (#) or Web Layout (=) if neither button is currently active.
Word switches to the view you chose.

© Move the pointer (I) over the table.

© A handle (1) appears in the lower-right corner of the table.
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Most of your customers will be swayed more by convincing data than by emotion. So
here are 10 key statistics and techniques you can use to persuade your customers and
increase your sales,

Note: You can use these techniques effectively in many different situations, but do not
use them indiscriminately. Always assess your sales prospect and tailor your approach
to the prospect s0 as to maximize your success and your sales.

[Category Data Takeaway
General Easily accessible statistics are | Say “Nine out of ten
Sales more easily grasped and people” rather than
more effective than “formal” | “Ninety percent of
or complex statistics people”

Demeanor Smiles work! Everybody

knows this, but most of us -”—
| forget from time to time. &,

© Position the pointer over the handle (I changes to =.).

O Drag up, down, left, right, or diagonally to adjust the table’s size (*- changes to +).
Note: Dragging diagonally simultaneously changes the table width and height.

© The table outline displays the proposed table size.

© Release the mouse button to change the table’s size.

Note: On the Layout tab, you can click Properties to control how text wraps around the
outside of your table.

Add or Delete a Row

You can easily add rows to make room for more information or remove rows you do not
need. Word automatically adds a row to the bottom of a table if you place the insertion
point in the last table cell and press m. If you need additional rows in the middle of your
table, you can insert extra rows.

To add a new first row to your table, see the first tip at the end of this section.
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Most of your customers will be swayed more by convincing data than by emotion. So
here are 10 key statistics and techniques you can use to persuade your customers and
increase your sales,

Note: You can use these techniques effectively in many different situations, but do not
use them indiscriminately. Always assess your sales prospect and Railor your approach
to the prospect so as 10 maximize your success and your sales.

W, Category Data Takeaway

General Sales | Easily accessible statistics are more | Say "Nmne out of ten people”
easily grasped and more effective rather than “Ninety percent of
1 than “formal” or complex statistics. | people”
Demeanor Smiles work! Everybody knows this, | Use a gemune smile to convey
ﬂ but most of us forget from time to | your friendliness and
time. positivity to your customer.
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Add a Row

© Move the pointer (I) outside the left edge of the row below which you want to add a
new row.

ol changes to #, and a plus sign (=) attached to a pair of horizontal lines that span the
width of the table appears.

O Click =.
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Most of your customers will be swayed more by convincing data than by emotion. So
here are 10 key statistics and techniques you can use to persuade your customers and
increase your sales,

Note: You can use these techniques effectively in many different situations, but do not
use them indiscriminately. Always assess your sales prospect and tailor your approach
to the prospect o as to maximize your success and your sales.

" [Category Data Takeaway

General Sales Easily accessible statistics are more | Say “Nimne out of ten people”
easily grasped and more effective rather zhan “Ninety percent of

than “formal” or complex statistics. | people'
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Demeanor Smiles work! Everybody knows this, | Use a genuine smile to convey
but most of us forget from time to | your fendliness and
time. DOSILIVILY to your customer,
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© Word inserts a row above the row you identified in step 1 and selects it.

When you move the pointer away from the row, @ disappears. You can click in the row
to add information to the table.
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Note: You can use these techniques effectively in many different situations, but do not

use them indiscriminately. Always assess your sales prospect and tailor your approach

to the prospect so as to maximize your success and your sales.
Category Data Takeaway
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Delete a Row
© Click anywhere in the row you want to delete.
© Click Layout.

The Layout tab appears.

© Click Delete.

O Click Delete Rows.
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Most of your customers will be swayed more by convineing data than by emotion. So
here are 10 key statistics and techniques you can use to persuade your customers and
increase your sales,

Note: You can use these techniques effectively in many different situations, but do not
use them indiscriminately. Always assess your sales prospect and tailor your approach
+to the prospect so as to maximize your success and your sales.

Category Data Takeaway

General Sales | Easily accessible statistics are more | Say "Nine out of ten people’
easily grasped and more effective rather than “Ninety percent of

than “formal” or complex statistics. | people”

Demeanor Smules work! Everybody knows this, | Use a genuine smile to convey

but most of us forget from time to | your friendliness and

time. _positivity to your customer
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© Word removes the row and any text it contained from the table.

Note: To delete a row or a column using the keyboard, select the row or column, and
then press ez,

TIPS

How can l insert a new first row in my table?



Place the insertion point anywhere in the first table row. Click Layout to display the
Layout tab, go to the Rows & Columns group, and then click Insert Above.

How do | delete more than one row at a time?

Select the rows you want to delete and perform steps 2 to 4 in the subsection “Delete a
Row.” To select the rows, position the pointer (#) outside the left side of the table. Drag
to select the rows you want to delete. The same approach works for inserting rows;
select the number of rows you want to insert before you begin.

Add or Delete a Column

You can add or delete columns to change the structure of a table to accommodate more
or less information. If you need additional columns in the middle of your table, you can
insert extra columns; if the table has columns you do not need, you can delete those

columns.

When you add a column, Word decreases the width of the other columns to make space
for the new column but retains the overall width of the table.

Add or Delete a Column
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Most of your customers will be swayed more by convincing data than by emotion. So
here are 10 key statistics and techniques you can use to persuade your customers and
increase your sales,

Note: You can these techniques effectively in many different situations, but do not
use them m:@ualel\ . Always assess your sales prospect and tailor your approach

to the pros s to maximize your success and your sales.
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Category Takeaway

General Sales | Easily accessible statistics are more | Say “Nine out of ten people”
easily grasped and more effective riather than “Ninety percent of
than “formal” or complex statistics. | people”

Demeanor Smules work! Everybody knows this, | Use a genwne smule to convey
but most of us forget from time to | your friendliness and
time positivity to your customer.

Add a Column
Note: If you need to add a column to the left side of your table, click anywhere in the first
column and, on the Layout tab, click Insert Left.

© Move the pointer (I) to just above the top edge of the column to the right of which
you want to add a column.



ol changes to % and a plus sign () attached to a pair of vertical lines that span the
height of the table appears.

© Click .
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Most of your customers will be swayed more by convincing data than by emotion. So
here are 10 key statistics and techniques you can use to persuade your customers and
increase your sales,
Note: You can use these techniques effectively in many different situations, but do not
use them indiscriminately. Always assess your sales prospect and tailor your approach
to the prospect so as mq;‘uze your success and your sales.
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O Word inserts a new column in the table to the right of the column you identified in step
1and selects the new column.

Note: Word maintains the table’s overall width.

You can click in the column to add text to it.
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Note: You can use these techniques effectively in many different situations, but do not
use them indiscriminately. Always assess your sales prospect and tailor your approach
to the prospect so as to maximize your success and your sales.
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customer.
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Delete a Column

© Click anywhere in the column you want to delete.

@ Click Layout.
The Layout tab appears.
© Click Delete.
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Most of your customers will be swayed more by convineing data than by emotion. So
here are 10 key statistics and techniques you can use to persuade your customers and
increase your sales.

Note: You can use these techniques effectively in many different situations, but do not

use them 1 minately. Always assess your sales prospect and tailor your approach
to the pros as to maximize your success and your sales.

[ Cat +Data_ | Takeaway

General Sales | Easily accessible statistics | Say “Nine out of ten
are more easily grasped people” rather than
and more effective than “Ninety percent of
“formal” or complex people™

statistics.
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forget from time to time. friendliness and
positvty to your
customer.

© Word removes the column and any text it contained from the table.
O The insertion point appears in the column to the right of the one you deleted.

Word does not resize existing columns to use the space previously occupied by the
deleted column.

| |
Is there a way | can easily enlarge a table to fill up the space

between the left and right margins after deleting a column?

Yes. Click anywhere in the table. Then click Layout to display the Layout tab, go to the
Cell Size group, click AutoFit, and then click AutoFit Window. Word adjusts the table
content and columns to fill the space.

Merge Two or More Cells into a Single Cell

Split One Cell into Two or More Cells

You can split one cell into two or more cells. Splitting a cell can be helpful if you find that
you have more information in one cell than you want. By splitting the cell, you can make
room for additional information.

You can split any cell; you are not limited to splitting a cell that you previously merged.
When you split a cell, the new cells that you create can span one row, one column, or
multiple rows and columns.



Split One Cell into Two or More Cells

Fle  Mome et Draw  Desgn
B St~ Eowm e | 7
e your success and your sales.
[ Category Data [ Takeaway
General Sales Easily accessil s con 7 x [Say "Nine out of ten people”
easily graspec iral an “Ninety percent of
than “formal®} number of sokmes: 4
Demeanor Strules WOTK! 1 namber of rows: 1 3 [Ust ‘une smile to convey
but most of u {your friendliness and positivity
time. SORRE A e [to your customer.
B
%
First Address
Initial
Last
o M e st (3 Outploy Settings_ LF il s [

® Click anywhere in the cell you want to split.

Note: If you want Word to divide the cell’s contents among the cells into which you split
it, create a separate paragraph for each new cell.

@ Click Layout.
The Layout tab appears.

© Click Split Cells.
The Split Cells dialog box opens.

O Click Number of columns and enter the number of columns into which you want to
split the cell.

© Click Number of rows and enter the number of rows.
O Click OK.

File
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© Word splits the cell and selects the resulting cells.



Align Text in Cells

By default, Word aligns table entries at the top left edge of each cell. This alignment
works well for many cells, but for others, you will likely want to set alignment manually.
For example, you may want to center a title in its cell or align values with the right side of

their cells.

You can set horizontal alignment and vertical alignment by using the buttons in the
Alignment group on the Layout tab of the Ribbon. You can also set horizontal alignment
quickly using standard keyboard shortcuts.

Align Text in Cells
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© Select the cells you want to align.

Note: To align a single cell, simply click in the cell.

© Click Layout.
The Layout tab appears.

© Click the appropriate alignment button.
Following this example, you would click Align Top Right (=) to align a title with the top
edge and the right edge of its cell.
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© Word aligns the text accordingly in the cells.

You can click anywhere to cancel the selection.

Add Shading to Cells

You can add shading to cells to call attention to them. Shading adds depth to drawings
and can improve the appearance of a table if you apply it properly. For example, you
might want to shade a table title or table column or row headings, or both title and
headings to help ensure that the reader will notice them and better understand the table

content.

Be careful not to apply too much shading or too dark a shade, which can make text

unreadable, especially on printouts.

Add Shading to Cells
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© Select the cells you want to format.



Note: To add shading to a single cell, simply click in the cell.

@ Click Table Design.

The Table Design tab appears.
© Click . on Shading.
O The Shading gallery appears.

© You can position the pointer (I) over a color, and Live Preview displays a sample of the
selected cells shaded in the proposed color.

O Click the color you want to apply.
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© Word applies the shading to the selected cells.
© You can click anywhere outside the cells to continue working.

O The Shading button takes on the color you chose. You can apply that color quickly to a
selection by clicking the main part of the Shading button, without opening the Shading

gallery.

Change Cell Borders

By default, Word displays the borders that separate each cell, to help you enter
information into a table and to help your reader read the table’s information. You can
change the appearance of the borders surrounding selected cells to call attention to
them.

You can select a border style, which applies a predetermined line style, weight, and color,
or you can manually choose the style, weight, and color. You can apply your selection to
individual borders by using the Border Painter tool or to an entire cell by using the
Borders tool.



Change Cell Borders
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Paint a Border Style

© Click anywhere in the table.
The Table Design tab and the Layout tab appear on the Ribbon.

© Click Table Design.
The Table Design tab appears.

© Click - on the Border Styles button.

O The Theme Borders gallery appears.

e.
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O Click a color and styl
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ol changes to ~.

© Move the pointer (#) over the table border to which you want to apply the border
style you chose in step 4, and click the border.

Word applies the selected border style.



O Repeat step 5 for each border you want to change.

© You can click Border Painter (E@’) or press 3 to stop applying the border.
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Change Cell Borders Manually
© Click in the cell whose borders you want to change.

O Click Table Design.
The Table Design tab appears.

© Click - to the right of Line Style to display the Line Style gallery, and then click the line
style.

O Click - to the right of Line Weight to display the Line Weight gallery, and then click the
line weight.

© Click - to the right of Pen Color to display the Pen Color gallery, and then click the
color.

© Word selects the Border Painter button (E%).
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O Click - on Borders.



The Borders gallery appears.

© Click the type of border to apply. This example uses Outside Borders.

© Word applies the border using the selected line style, weight, and pen color to the
selected cell.

How can | remove borders from table cells?

Click in the cell whose borders you want to remove. Click Table Design on the Ribbon to
display the Table Design tab. Click . on Borders, and then click No Border. Word
removes the borders from the table cells and replaces them with dotted gridlines, which

do not print.

Format a Table Using a Table Style

You can easily apply formatting to your tables by using the table styles found in the Table
Styles gallery on the Table Design tab. Earlier sections in this chapter show you how to
apply shading and borders to your table. Each table style in the Table Styles gallery
contains its own unique set of formatting characteristics, and when you apply a table
style you simultaneously apply shading, color, borders, and fonts to your table. You also
can set table style options that add a header row or a total row, emphasize the table’s
first column, and more.

Format a Table Using a Table Style
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© Click anywhere in the table.
The Table Design tab and the Layout tab appear on the Ribbon.



@ Click Table Design.
The Table Design tab appears.
© Click More (=) in the Table Styles group.

Salesperson :
Smith
Jones

Rodriguez M e

O The Table Styles gallery appears.

O Position the pointer ([3‘) over the table style you want to preview.
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Geid Tables

Salesperson
Smith
Jones
Rodriguez

Lee
Kim
Total

O Live Preview displays the table in the proposed table style, using the style’s fonts,
colors, and shading.

© (lick the table style you want to use.
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© Word displays the table in the style you selected.

How can | remove a table formatting design?

If you just applied the formatting, you can click Undo (&). If you have performed other
actions since applying the table formatting design, click the table, click Table Design to
display the Table Design tab, click More (=), and then click Clear.




Chapter 10: Working with Graphics

Word provides a variety of graphics that you can insert to spruce up your documents.
After inserting a graphic, you can edit it to give it the appearance you want. In this
chapter, you learn how to insert and edit pictures, clipart images, screenshots, WordArt
decorations, shapes, and text boxes.
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Add a Picture

You can include a picture stored on your computer to add punch to your Word
document. After you insert a picture, you can resize, move, or modify the graphicin a
variety of ways. The section “Understanding Graphics Modification Techniques,” later in
this chapter, describes the many ways you can edit an image or add effects to an image.

Add a Picture

The Benefits of Catnapping

m sure that every now and then, you find that you Just want to drop to the floor with your eyes shut
for a few minutes - at work (especially during meetings), during a long road trip, or even while cooking
A5 3 society, we don't ke this idea because it brings up ideas of aziness or narcolepsy. 8ut why don't
we take catnaps?

Some of us fear that we woe't find the motivation 1o get back up from catnaps; others fear they ljust
sleep for hours; today, however, Fm going 1o tell you about a new technique for catnapping that will
have you g  and back to ] functioning in the span of five
minutes o loss!

,




@ Click in your document where you want to add a picture.

© Click Insert.
The Insert tab appears.

© Click Pictures.
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The Insert Picture dialog box opens.
O The folder you are viewing appears here.

© You can click in the folder list to navigate to commonly used locations where pictures
may be stored.
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O Navigate to the folder containing the picture you want to add.

© Click the picture you want to add to your document.
O Click Insert.



ew technique for catnapping that will
functioning in the span of five:

© The picture appears in your document, selected and surrounded by handles (o).
© You can drag the rotate handle (&) to rotate the picture.
© You can click the Layout Options button () to control text flow around the picture.

@ The Picture Format tab appears on the Ribbon; you can use tools on this tab to format
pictures.

How can | delete a picture?

Move the pointer over the picture so that N changes to . Click the picture to select it,
and then press .

Add a Screenshot

You can insert an image called a screenshot into a Word document. You can capture a
screenshot of another document open in Word or of a document open in another
program.

Screenshots are exact pictures of the open document at the moment you take the
screenshot. In addition to including a screenshot in a Word document, if you are having a
problem on your computer, you can use a screenshot to help capture the problem so
that you can provide accurate and detailed information to the technical support person
who helps you.



Add a Screenshot
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© Open the document you want to capture.
@ This example shows a chart in Excel.

© switch to the Word document in which you want to insert the screenshot. For
example, click the document's button on the Taskbar.

~ g ©

Stochastic Analysis in Household Consumables

The Word document appears.
© Position the insertion point where you want the screenshot to appear.



®. Screen Cipping

Stochastic Analysis in Household Consumables

O Click Insert.
The Insert tab appears.
© Click Screenshot ().

© The Screenshot gallery shows open programs and available screenshots of those
programs.

O Click the screenshot you want to insert in your Word document.

© The screenshot appears in your Word document, selected and surrounded by handles (
o).

© You can drag the rotate handle (©) to rotate the screenshot.

© The Layout Options button (=) controls text flow around the screenshot

@ The Picture Format tab appears on the Ribbon. You can use tools on this tab to format
the screenshot.

@ Click anywhere outside the screenshot to continue working.

Can | take a picture of my desktop?



You cannot use the Screenshot feature to take a picture of your desktop. But hereis a
workaround: While viewing your desktop, press . Then switch to Word and position the
insertion point where the screenshot should appear. Press e + @ to paste the image into

your Word document.

Add a Shape

To give your Word document pizzazz, you can add graphic shapes such as lines, arrows,
stars, and banners. Word provides a wide variety of shapes, which you can resize and

format to suit the needs of your documents.
Shapes are visible in Print Layout, Web Layout, and Read Mode views.

Add a Shape
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© In the document where you want to include a shape, click Insert.
The Insert tab appears.

@ Click Shapes.
The Shapes gallery appears.

© Click the shape you want to add.
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The Shapes gallery closes and the pointer (I) changes to +.

O Position the pointer at the upper-left corner of the place where you want the shape to
appear.

© Drag the pointer (+) down and to the right until the shape is the size you want.
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@ When you release the mouse button, the shape appears in your document, selected
and surrounded by handles (o).

© You can drag the rotate handle (€) to rotate the shape.

© The Layout Options button (=) controls text flow around the shape, as described in
the section “Wrap Text Around a Graphic,” later in this chapter.

© The Shape Format tab appears on the Ribbon.
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O To change the color of the shape, click Shape Format if the Shape Format tab is not
currently displayed.

The Shape Format tab appears.

© Click Shape Fill (= -).

The Shape Fill gallery appears.
© Move the pointer over the color you want.
© Word previews the color.

O Click the color you want.
Word applies the color to the shape.
@ Press &0 or click outside the shape to continue working in your document.

How can | work with several shapes at once?

If you need to work with several shapes together just one time, click the first shape, and
then press =m while you click each of the others. You can then work with all the shapes
at once.

If you need to work with several shapes together frequently, group them. Select the
shapes as just described, then right-click in the selection to display the context menu.
Click or highlight Group to display the Group submenu, and then click Group on the
submenu to group the shapes. You can then work with the group as a single object. To
ungroup the shapes, click Ungroup on the Group submenu.



Move or Resize a Graphic

Word enables you to easily move a graphic to a different location in a document and to
resize it as needed. When you move a graphic, Word displays alignment guides to help
you position the graphic where it is needed.

Word automatically reflows text around a graphic when you move it or resize it.

Move or Resize a Graphic

The national flower of Scotland, the thistle can be a pretty sight, but its spikes and
prickles pack enough of a punch to keep you at a distance.

Move a Graphic

© Click the graphic.
© Handles (o) appear around the graphic.

© Position the pointer over the graphic (I changes to #*).

Note: When moving a text box, position the pointer over one of the text box’s edges (I
changes to *I*) rather than over the inside of the text box.



Thistles

The national,

prickles pacl

ver of Scotland, the thistle can be a pretty sight, but its spikes and
bugh of a punch to keep you at a distance,

0

© Drag the graphic to a new location.

© Green alignment guides help you position the graphic.

Note: If, when you drag the graphic, green alignment guides do not appear but the move

pointer (%3) appears, the graphic is in the text layer of the document. To move it to a
different layer, right-click the graphic, click or highlight Wrap Text on the context menu,
and then click a different wrap type, such as Behind Text.

O Release the mouse button.

The graphic appears in the new location, and the alignment guides disappear.
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© Click outside the graphic to deselect it.
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© Click the graphic.
© Handles (o) surround the graphic.

@ Position the pointer over one of the handles (I changes to %, £, &, or «).



© Drag the handle inward or outward until the graphic is the appropriate size (*, {, <, or
+ changes to +).

O Release the mouse button.
The graphic appears at the new size.
© Click outside the graphic to deselect it.

Does it matter which handle I use to resize a graphic?

If you click and drag any of the corner handles, you maintain the proportion of the
graphic as you resize it. The handles on the sides, top, or bottom of the graphic resize
the width or the height only of the graphic, so using one of them can make your graphic
look distorted, especially if you resize a picture, video, or screenshot using any handle
except a corner handle.

Understanding Graphics Modification Techniques

In addition to moving or resizing graphics, you can modify their appearance using
commands that appear on the Ribbon. When you select a graphic, the Ribbon displays
context tabs that contain commands for that type of graphic.

You can adjust the size, brightness or contrast, and color of a picture. You can rotate a
graphic or make it three-dimensional. You also can add a shadow or apply a color outline
or style to a graphic.

Crop a Picture
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The Crop tool enables you to crop the image down to only the part you want to show.
You can crop to a particular aspect ratio, such as Square, or to a shape, such as a circle or
a star. Cropping an object hides the parts of the object you specify but does not actually
remove them, so you can adjust the cropping later, if needed. The Crop tool appears in
the Size group on the Picture Format contextual tab of the Ribbon.

Rotate or Flip a Graphic

Picture Format 5
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E Maore Rotation Options...

You can rotate or flip an object, such as a picture or a shape, either to correct a problem
or to create dramatic effect. To do so, use the Rotate tool in the Arrange group on the
Picture Format context tab of the Ribbon. You cannot rotate text boxes.

Correct Images
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Sharpen/Soften

You can change the brightness and contrast of an image to improve its appearance, and
you can sharpen or soften an image. The image-correction tools appear on the Picture
Format context tab of the Ribbon.

Make Color Adjustments
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You can adjust the color of a picture, screenshot, or clipart image by increasing or
decreasing color saturation or color tone. You also can recolor a picture, screenshot, or
clipart image to create an interesting effect.

Color saturation controls the intensity of a color, expressed as the degree to which it
differs from white in a photo. Color tone controls the appearance of a photo as the result
of mixing a pure color with any grayscale color.

Remove the Background of an Image
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You can remove the background of a picture, screenshot, or clipart image. To do so, click
Remove Background on the Picture Format context tab, and then use the controls on the
Background Removal context tab that appears.

Add a Picture Effect or a Shape Effect
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Word provides picture effects for enhancing pictures and shape effects for enhancing
shapes. For example, you can apply a shadow effect, create a mirrored reflection, apply a
glow effect, soften the object’s edges, make a bevel effect, or generate a 3-D rotation
effect. You can find these tools on the Format tab of the Ribbon.

Apply a Style to a Graphic
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You can apply a predefined style to a shape, text box, WordArt graphic, picture, or clipart
image. Styles contain predefined colors and effects and help you give your graphics a
standard look.

Add a Picture Border or a Drawing Outline

Theme Colors
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You can add a border to a picture, shape, text box, WordArt graphic, clipart image, or
screenshot by using the Picture Border tool or the Shape Outline tool, which you can find
on the Picture Format tab or the Shape Format tab. You can format the border color,
weight, and style.

Apply Artistic Effects
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Word’s Artistic Effects tool helps you liven up your pictures, screenshots, and clipart
images. For example, you can make an image appear as though it was rendered in
marker, pencil, chalk, or paint. You find the Artistic Effects button on the Picture Format
tab of the Ribbon.

Work with Diagrams

You can use the SmartArt feature to create all kinds of diagrams to illustrate concepts
and processes. For example, you might insert a diagram in a document to show the
hierarchy in your company or to show the workflow in your department.



SmartArt offers predefined diagram types, including list, process, cycle, hierarchy,
relationship, matrix, pyramid, and picture. In addition, you can choose from several
diagram styles within each type. For example, if you choose to create a hierarchy
diagram, you can choose from several different styles of hierarchy diagrams.

Work with Diagrams
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Company Organization Chart

Add a Diagram
© Click in your document where you want the diagram to appear.

@ Click Insert.
The Insert tab appears.

© Click SmartArt (=).

Choose a SmartArt Graphic

b I = =]
List e f9naEs &
Process

Cycle .\": y l_:[_‘
5o b S

[

I

P8

1

Hierarc

ionchip | L =y

Relationship o e
=

Matrix C—1

Pyramid S (.

Picture =

Office.com

B ®B kg @

a
nt shapes and
ng layouts are available

The Choose a SmartArt Graphic dialog box appears.
O Click the diagram category.
© C(lick the type of diagram you want to add.
© A description of the selected diagram appears here.



O Click OK.
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Word adds the diagram.
Note: Each object within the diagram is called a shape.

The handles () surrounding the diagram indicate that the diagram is selected; the

border will not print.
The SmartArt Design tab and the Format tab appear on the Ribbon.

The Text pane appears. Each bullet in the Text pane matches a text block in the

diagram.
Note: If you do not see the Text pane, click Text Pane in the Create Graphic group on the

SmartArt Design tab.
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Add Text to the Diagram

© If the Text pane is not visible, on the SmartArt Tools Design tab, click Text Pane.




@ Click a bullet in the Text pane and type the text you want to add.

© Text you add appears both in the Text pane and on the diagram.
Note: You do not need to use the Text pane; you can click and type directly in a shape.

© Repeat step 2 for each shape in the diagram. When you finish, click - to close the Text
pane and click a blank spot on the diagram.

TIPS

How can | add two lines of text to a shape?

After you type the first line of the text in the Text pane, press em + =, Then type the
second line. Word adjusts the font size of the text to fit the shape, and for consistency,
Word adjusts the font size of all text in the diagram to match.

How can I control the size and position of the diagram on the page?

You can size the diagram using its handles. Word sets the default position on the
diagram in line with your text. You can position the diagram by dragging it.

You can customize a SmartArt diagram by adding or removing shapes as needed. For
example, you may need to add extra positions to an organization chart after hiring staff
or delete them after firing staff.

To give your diagrams a professional look that helps them convey your meaning clearly,
you can apply Word’s predefined styles to the diagrams.

John Luser Katy Whe Sylvia Esthe
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Add or Delete Shapes

© with the diagram selected, click SmartArt Design.

The SmartArt Design tab appears.
@ Click the shape above or beside which you want to add a shape.
@ Handles (o) surround the shape.



© Click - beside Add Shape.

O Click the appropriate button to specify where the new shape should appear relative to
the selected shape.

This example adds a shape after the selected shape.
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The new shape appears.

You can add text to the new shape by following the steps in the previous subsection,
“Add Text to the Diagram.”
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Apply a Diagram Style
© Click the diagram to select it.
© Click SmartArt Design.

The SmartArt Design tab appears.
© Click More (=) in the SmartArt Styles group.
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© The SmartArt Styles gallery appears.
@ The current style appears highlighted.

O Move the pointer (k) over the style you want to preview.

Note: The selection box for the current style and the selection box for the Live Preview
look the same, which can be confusing.

© The Live Preview shows how the diagram will look using that style.

© Click the style you want to apply.
Word applies the selected style to the diagram.
O Click anywhere outside the diagram to continue working.

TIPS

How do | delete a shape?

Click the outside border of the shape; handles (v) appear around the shape. Then press
erm. If the shape has an element outside its text box, you must select the text box—but
not the text inside it—before pressing &,

How do | change the layout of an organization chart diagram after |
insert it?

Click the diagram to select it. Then click SmartArt Design, go to the Layouts group, click
the More button (=) to display the Layouts gallery, and then click a different

organization chart structure. To select a different type of diagram, click More Layouts at
the bottom of the Layouts gallery to reopen the Choose a SmartArt Graphic dialog box.



