FORMATTING
DOCUMENTS

Writing text is only part of what you'll do
with Word. (If your main interest is in gener-
ating a lot of text with as few interruptions as
possible, you can probably do it faster using a
simple text editor, such as Notepad.) In order
to create documents that are attractive and
pleasant to read, you must add formatting.

Word supports three kinds of formatting:

& Document formatting affects the entire
document and is primarily related to
page settings, such as paper size, margins,
orientation, sections, and columns. Other
document formatting commands enable
you to insert page, section, and column
breaks; insert blank and cover pages; and
add headers and footers.

& Paragraph formatting applies to entire
paragraphs and is used to set alignment,
indents, and line spacing. You can also
create numbered or bulleted lists.

& Character formatting can be applied to
selected words, sentences, or paragraphs
and includes attributes such as font, size,
color, and style.

To simplify the process of consistently apply-
ing paragraph and character formatting to
material in a document, you can define styles.
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Chapter 5

Specifying Page Settings

To set basic document formatting, you choose
options from the icon menus in the Page Setup
group on the Page Layout tab (Figure 5.1).
These settings normally affect the entire
document.

To set paper size and orientation:

¢ Paper size. Click the Size icon and
choose a standard paper size from the
drop-down menu.
If you want to use a special paper size,
choose More Paper Sizes. On the Paper
tab of the Page Setup dialog box, select
Custom size from the Paper size drop-
down list, specify the paper’s width and
height, and click OK.

¢ Orientation. Pages can be laid out and
printed in normal fashion (portrait) or
sideways (landscape). Choose Portrait or
Landscape from the Orientation menu.

¢ Columns. Certain types of documents

look better and are easier to read when
arranged in multiple columns. To format
anew document or reformat an existing
one in this manner, choose the number
of columns or a two-column layout (Left
or Right) from the Columns drop-down
menu (Figure 5.2).

¢ Margins. Set margins for the document
by choosing an option from the Margins
drop-down menu (Figure 5.3). To set
margins that differ from the ones listed,
choose Custom Margins and enter the
desired settings on the Margins tab of the
Page Setup dialog box.

@ [ Orientation ~ ¥= Breaks =

I3 Size ~ £3 Line Numbers -

Margins __ - .
- EE Columns = be Hyphenation =
Page Setup ]

Page Setup dialog box Launcher

Figure 5.1 Specify page settings by choosing options
from the Page Setup group on the Page Layout tab.

Left

Right

Figure 5.2 Choose a number
or type of column.

More Columns...

Margins
Mormal
Top: 1" Bottom: 17
Left: 1" Right: 1°
Harrow
Top: 0.5" Bottom: 0.5
Left: 0.5” k Right: 0.5
Muderale
Top: 1 Bottom: 1°
Left: 0.75" Right: 0.75°
Wide
Top: 1 Bottom: 17
Left: - Right: 27
Mirrored
Top: 1" Bottom: 17
Inside: 1.25° Outside:1"
Othice 2003 Detault
Top: 1° Rottam: 17
Left: 1.257 Right: 1.257
Custom Margins

Custom Margins...

Figure 5.3 Choose margins from
the Margins drop-down menu.
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Right Margin -

Figure 5.4 On the ruler, drag a column’s
right margin to change its width.

T 3 0| @—Vi&wRuler

Tabs
[
Page Setup J ]i@
Margins | Paper ILa)-uul 1
Margins
Top: 1.25" = Bottom: 1" H
Inside: 1 = Outside: 1 =)
Guttar: L == Gutter posibon: Left ZI
Orientation
Portrait  Landgcape
Pages
Preview
oshyto: IETEFECNCT N
=2
Apply to menu

Figure 5.5 You can also specify page settings on the
tabs of the Page Setup dialog box.

Tips

To change a column’s width, drag the right
margin of the column in the horizontal
ruler (Figure 5.4).

If the ruler isn't visible, switch to the View
tab and click the Ruler check box in the
Show group. Or you can click the View
Ruler icon (found beneath the right side of
the Ribbon).

To restore a multi-column document to
a single column, choose One from the
Columns menu (see Figure 5.2).

Although it's uncommon, you can change
page settings in mid-document (switch-
ing from portrait to landscape mode or
setting new margins, for instance). Click
the Page Setup dialog box launcher (see
Figure 5.1). On the appropriate tab of the
Page Setup dialog box (Figure 5.5), set
new options, choose This point forward
from the Apply to drop-down menu, and
click OK.

You can also use the Page Setup dialog
box to apply new settings to the entire
document. Choose Whole document from
the Apply to drop-down menu.

Although you may be tempted, it's usually
inappropriate to set left or right margins
of zero (0). First, many printers can't print
from edge to edge. For instance, laser print-
ers often have a no-print zone of 0.2-0.25"
on each margin. Second, documents with
tiny margins are often difficult to read
because the lines are so long.

You can specify page settings at any time:
before you begin writing, after you've
finished, or at any point in between.
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Modifying the Background

You can choose options from the Page
Background group (Figure 5.6) on the Page
Layout tab to add color, a watermark/rubber
stamp, or a border to every document page.

In general, you should apply background
settings sparingly and only to special docu-
ments. Color and borders, for example, are
best reserved for party invitations, ads, and
flyers. On the other hand, a watermark can
be extremely useful when applied to certain
business documents, marking them as drafts
or confidential, for example.

To add a background color to each page:

¢ Click the Page Color icon, and do one of
the following:
A Selecta color from the Theme Colors or
Standard Colors palette (Figure 5.7).

A To choose among all possible colors,
choose More Colors. Select a color in
the Colors dialog box and click OK.

A To apply a color gradient, texture,
pattern, or picture to the background,
choose Fill Effects. Select options from
the tabs of the Fill Effects dialog box
(Figure 5.8) and click OK.

A Toremove a previously applied color,
choose No Color.

v Tip

B Document text may be easier to read on
certain color, gradient, texture, pattern,
and picture backgrounds than on others.
For instance, if you choose a dark color,
you may need to change the text color to
one that contrasts better with the new
background.

ﬁ] Watermark ~

@ Page Color =
|Q| Page Borders
Page Background

Figure 5.6 Change the page
background by choosing
options from this group.

@ Page Color =

Theme Colors
H EEEEEEN

Standard Colors
N EEEEN

[:] Mo Color

More Colors...

Eill Effects...

Figure 5.7 The selected color will be
applied to every document page.

" Fill Effects |

| Texture [ pattern | picture |

Colors

©) One color
(©) Two colors
© Preget

Transparency
From: 4 P D%

To: 4 oo

Shading styles Variants

() Horizontal

@) Vertical

(2 Diagonal up -
e

() Diagonal down

() From corner
(©) From center

Figure 5.8 The Fill Effects dialog box.
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|i2) watermankc =) indent Spsting 8 S
Confidential |
L | conmnenmar 1 [

CoNFIDENT] b0 HoT CoPv T

] "CONFIDENTIAL watermark with
oeay diaganal text

DO NOT CORY 2
Diselaimers

DRAFT1 DRAFT ] SAMPLE 1 -
= More Watermarks from Oftice.com
B Custom Watermark:
S Bemove Watemark
o
Figure 5.9 Common text watermarks
can be chosen from the gallery.

Printed Watermark

(7} Mo watermark
(7) Picture watermark

Scale: Auto ~ | [¥] washout
@) Text watermark

Language: English (1.S.) |T|

Text: Internal Use Only -

Font: Arial -

Size: 72 :l
Color: s :| |¥| Semitransparent

Layuuls @ Dioyond ) Hurizonlal

[amy ) _oc J[ oo |

Figure 5.10 To create a custom watermark or customize
one of the gallery choices, set options in the Printed
Watermark dialog box.

To apply a preset watermark:

& Click the Watermark icon and choose one
of the preset watermarks from the gallery
(Figure 5.9).

The watermark is applied to all pages.
To apply a custom watermark:

1. Click the Watermark icon and choose
Custom Watermark from the gallery
(Figure 5.9).

The Printed Watermark dialog box appears
(Figure 5.10).

2. Do one of the following:

A Touse atext string as the watermark,
select Text watermark; choose or type
a text string; and choose settings for
the language, font, size, color, and
layout. For a fainter watermark, ensure
that Semitransparent is checked.

A Touse an image as the watermark,
select Picture watermark. Click the
Select Picture button to select an image
file from your hard disk. You can choose
amagnification for the image from the
Scale drop-down menu or leave it set
to Auto for the optimal size that will fit
on the document page without crop-
ping. Click the Washout check box for
afainter image.

A Toremove an existing watermark from
the document, select No watermark.

3. Click Apply to add the watermark to
the document pages. If you don't like its
appearance, you can change the settings
and click Apply again.

4. When youre satisfied with the watermark,
click OK to close the dialog box.
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v Tips

B You can also remove a watermark by

choosing Remove Watermark from the
Watermark gallery menu (see Figure 5.9).

You can apply a text watermark or a pic-
ture watermark—not both. If you switch
types, the current watermark is replaced.

Check the watermark’s appearance with

and without Semitransparent or Washout.

To add borders around each page:

1.

5.

Click the Page Borders icon.
The Borders and Shading dialog box

appears (Figure 5.11). Select the Page
Border tab.

. Click anicon in the Setting list to specify

the type of border you want to create.

. Set line properties by choosing options

from the Style, Color, Width, and Art
drop-down menus.

Your choices are reflected in the Preview
area of the dialog box.

. From the Apply to drop-down menu,

indicate the document pages to which the
border will be applied.

Click OK.

v Tips

To remove an existing page border or to
begin designing one from scratch, select
None in the Setting list.

To remove individual lines from the border
or to add aline, click that side of the box or
the matchingicon in the Preview area.

Rather than create a line border, you can
use artwork (such as pencils, scrollwork,
or trees) as the border by choosing an
image from the Art drop-down menu
(Figure 5.12).

Setting list Apply to  Preview
Gorders an| Shading ]
Bordars | Enge sorder | Shading
Settrg: ;
= - Thck: on diagr am bell [ w or use
i Bone: | Busttons o apply | orders
15 @ —
___§| Shadow PR L @ =
e gW—El
T wdth: =] [
= Custom | |y pr El Al
At Whote choument 3
== El
ool Une o J(oma ]

Figure 5.11 Select border settings on the Page Border
tab of the Borders and Shading dialog box.

Figure 5.12 Use artwork to add a
festive or eye-catching border to
a flyer or party invitation.
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Automatic page break

To create a group from selected
contacts:

1. Click the Contactz link on the left zide of the

2. Display the contact records from which you
want to select group members by doing one
of the following (see Figure 1):

Figure 5.13 In Draft view, automatic page breaks are
shown as dotted lines.

Manual page break

4.+ At-yourleisure -specify the-group-
membership-as-explamfzd m-~Addng-
contactsto-a-group.”™

................................... Page Break |

Figure 5.14 When invisible characters are made
visible, manual page breaks are clearly marked.

Avoiding Widows and Orphans

In word processing, a single line at the end
of a page is referred to as a widow; a single
line at the beginning of a page (normally,
the final line of a paragraph that began

on the previous page) is called an orphan.
Layout rules suggest that both look ama-
teurish and should be avoided.

If you carefully define and use paragraph
styles (see “Working with Styles” in this
chapter), you can automatically avoid
widows and orphans. For example, when
specifying the style for a header, you can
enable a combination of Widow/Orphan
control, Keep with next, and Keep lines
together. For body text paragraphs,
Widow/Orphan control will suffice.

Inserting Breaks

Word adds an automatic page break wherever
it's needed, based on the margins and the
style setting of the paragraph that will be bro-
ken or moved to the next page. As you add or
delete text, the automatic breaks are adjusted
as needed; that is, Word repaginates as you
type. In Print Layout and Full Screen Reading
views, breaks are shown as new physical
pages. In Draft view, theyre indicated by dot-
ted lines (Figure 5.13).

Occasionally, breaks appear in spots where
youd prefer they not occur. For example, a
key quote may be split between two pages.
You can prevent this by inserting a manual
break wherever it's needed. In addition to
inserting manual page breaks, you can insert
column and section breaks.

To insert a manual page break:

1. Setthe text insertion mark at the start of
the line on which you want to start the
new page.

2. Do one of the following:

A Onthe Insert tab, click the Page Break
icon in the Pages group.

A Onthe Page Layout tab, click the
Breaks icon in the Page Setup group
and choose Page.

A Press (Ctrl)(Enter).

A page break is created at the text inser-
tion mark.

v Tips

B The safest time to insert page breaks is
after youve finished writing and editing.

B Toremove a manual page break, select it
and press (Backspace), (Delete}, or (Del). It's
easiest to do when the breaks are visible
(Figure 5.14). To display normally invis-
ible characters, click the Show/Hide T
icon in the Home tab’s Paragraph group.
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To insert other types of manual breaks:

1. Setthe text insertion mark at the start of
the line where you want to insert the break.

2. Onthe Page Layout tab, click the Breaks
icon in the Page Setup group. From the
drop-down menu (Figure 5.15), do one of
the following:

A Choose Column to break the current
column in a multi-column layout. The
text following the text insertion mark
will begin in the next column.

A Choose a command from the Section
Breaks part of the menu to create or
indicate the start of a new section.

The column or section break is inserted.
v Tip

B Unless youTe writing a lengthy or complex
report, youre unlikely to divide a docu-
ment into sections. (I suspect that most
Word users don't even know this feature
exists.) Use sections when you want to
use chapter-relative page numbering or
dramatically change formatting in the
middle of a document (switching between
a single- and multi-column layout, for
example).

'é' Breaks -

Page Breaks
| Page
» Mark the point at which one page ends

and the next page begins.

-

Column

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

%

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

|l':'
Il

Section Breaks

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

-

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

I

= Even Page
— Insert a section break and start the new
':4_ section on the next even-numbered page.

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

141

Figure 5.15 You can insert manual breaks for new
pages, columns, or sections by choosing a command
from the Breaks drop-down menu.
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|5 Cover Page =

Counservalive Conliast Cubicles

Lt

Motion

Vertical title, author, and date
blocks aligned on top left corner;
top-aligned background

photograph with abstract below

[Typs the

-

Pinstripes Sideline

1

P

Stacks Tiles Transcend
=  More Cover Pages from Office.com
|§< Remove Current Cover Page

B3 3ave selection to Cover Fage Galle

Figure 5.16 Choose a cover page from the gallery.

Placeholders

Placeholders

Figure 5.17 To complete the cover page,
replace the placeholder text.

v [4]

Adding a Cover Page or
Blank Page

You can add a preformatted cover page (or
title page) to some documents. A cover page
is especially useful for reports. The cover page
is automatically placed at the beginning of
the document and contains placeholders for
important text elements such as the title,
author, and date. Only one cover page is
allowed per document. If you add another, it
replaces the current one.

When writing a report or book that will be
bound on the left edge, it’s traditional to start
each new section or chapter on a right-hand
page. As such, if there's no material for the
facing page (on the left), the page must be
blank. You can insert blank pages anywhere
you wish.

To add a cover page:

1. Onthe Insert tab, click the Cover Page
icon in the Pages group and choose a
cover page from the gallery (Figure 5.16).

The cover page is added as the first page.

2. Replace the placeholder text with your
own text (Figure 5.17).

v Tips

B To view additional cover pages, move the
cursor over the More Cover Pages from
Office.com submenu and wait for the page
thumbnails to download.

B When you replace one cover page with
another, filled placeholders remain filled.

B Toremove a cover page, choose Remove
Current Cover Page from the Cover Page
drop-down menu.
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To insert a blank page:

1. Setthe text insertion mark where you
want to add a blank page.

2. Onthe Insert tab, click the Blank Page
icon in the Pages group (Figure 5.18).

A blank page is added at the text inser-
tion mark by inserting two page breaks

(Figure 5.19). As necessary, text is reflowed

around—but not into—the blank page.
v Tips

B You can leave an inserted blank page
blank or type text on it.

B Toremove a blank page, delete the two
manual page breaks and the blank

paragraphs that were inserted. It's easiest

to select and delete these items if you've
enabled Show/Hide Y in the Paragraph
group on the Home tab.

|§] Cover Page ~

|J Elank Page

’|_=|

—, Page Break Figure 5.18 Click Blank Page

to add a blank page at the

Pages text insertion mark.

Blank page

.................................. Page Ereak‘l-

Figure 5.19 To create a blank page, Word inserts
a new paragraph surrounded by a pair of manual
page breaks.
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[|ﬂ Page Mumber =

Top of Page L4
EBottom of Page L4
FPage Margins 4
Current Position 4

Format Page Mumbers...

PE EED DB

Eemove Page Numbers

Figure 5.20 To insert only a page number
into a header, footer, or margin, choose
an option from the Page Number drop-

down menu.

Page Mumber Format T ||
Mumber format: 1r Pl Izl
Incdude chapter number

Chapter starts with style: |[Heading 1 :
|Use separator: - (hyphen) :

Examples: 1-1, 1-A

Page numbering

(@ Continue from previous section

) Start at:

[ ok || concal |

Figure 5.21 To start numbering with a number other
than 1, select a different number format, or apply
chapter-relative numbering, set options in the Page
Number Format dialog box.

Close Header

and Footer Figure 5.22 Click this icon when

you’re ready to resume editing
Close the document.

Adding Headers or Footers

Headers and footers are reserved areas at the
top and bottom of each page, respectively, in
which you can display important text, such
as a page number, date, filename, or text string
(Confidential, for instance). Header and footer
styles can be chosen from a gallery or created
from scratch.

To add a header or footer that contains
only a page number:

1. Onthe Insert tab, click the Page Number
icon in the Header and Footer group
(Figure 5.20). Choose a number style from
the appropriate position gallery: Top of Page
(header), Bottom of Page (footer), or Page
Margins (left or right margin).

2. Optional: To specify a numbering format
(such as chapter-relative numbering) or
a starting number, choose Format Page
Numbers from the Page Number menu.
Make any desired changes in the Page
Number Format dialog box (Figure 5.21)
and click OK.

3. Toreturn to the body of the document,
click Close Header and Footer in the Close
group of the Design tab (Figure 5.22) or
double-click anywhere in the body.

v Tips

B Toremove all inserted page numbers,
click the Page Number icon and choose
Remove Page Numbers (Figure 5.20).

B Although the intent of the Page Number
command is to add page numbering as
the sole element in a header, footer, or
margin, you can add other elements by
following the instructions in “To add a
preformatted header or footer” and “To
create a custom header or footer”
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To add a preformatted header or footer: 3 Header - [A=] & Quickrarts~ - 7T Equation -
Built In =
1. On the Insert tab, click the Header or the Blank

Footer icon in the Header & Footer group.
Choose a style from the drop-down gallery

(Figure 5.23).
. . Blank (Three Columns)
If you intend to show different header or
footer text for odd and even pages, be sure O (e e
to choose the correct one for the currently
displayed page. If the same information Alphabet

will be shown on odd and even pages, it

doesn’t matter whether you choose an odd
or an even page style. The chosen style will
be displayed on every page. Annual

[Type the document titie]

2. Make any necessary edits to the header or [Type the document tide] | ¥ear)
footer elements. For example, you can:

A Delete unwanted elements. Austers {Ewen Page)

A Replace placeholder text by typing. [T emom s e

A Select an option, such as a date, from
a placeholder’s drop-down menu Austere (0dd Page)
(Figure 5.24).

A Replace one element with another by
deleting the original element, click- -
ing the Quick Parts icon in the Insert Enable Conbent Updates from Qffice.com..
group, and choosing Field. Common g i‘::'::::dﬂ
fields can also be chosen from the Quick -

Parts > Document Property submenu.

N

—— - |

M =

B Figure 5.23 One of the most expedient ways to create
A Insertand position a new element. a header or footer is to pick a style from the gallery.

Add a text alignment tab for the new
element by choosing Insert Alignment

Tab _from the Position group on the = oate|
Design tab. |~
3. Ifyou want the header or footer to be 4 March, 2010 b
different on odd and even pages, click the EvenPageHeader | | 54 Mo Tu We Th Fr sa
Different Odd & Even Pages check box in zi ; 1§ 1'; 1; 12,
the Options group of the Design tab. Then 14 15 15 17 18 19 20
repeat Steps 1-2 for the opposite page— 21 22 23 24 25 26 27
that is, odd or even. # B S
4. Toreturn to the body of the document,
click Close Header and Footer in the Close
group of the Design tab or double-click Figure 5.24 Some header/footer fields have a menu
anywhere in the body. from which you can choose a setting or option.
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To create a custom header or footer:

1. Do either of the following:

A Inthe Header & Footer group on the
Insert tab, click the Header or Footer
icon and choose Edit Header or Edit
Footer from the drop-down menu.

A InPrint Layout view, double-click in
the header or footer area.

The text insertion mark appears in the

header or footer (Figure 5.25).

continues on next page

Footerarea Headerarea Header & Footer Tools contextual tab Close Header/Footer

I =] é -G Workini| witi Gmail Contact Groups.docx - Microzoft Word Header & Footer Tools (=T
File Home Insert Page L|iyou References Mailings Review View Design & o
Header = !?! Quick P|ris E Pravious [Tl Different First Page 5 o427 :
Footer = —— Flcture " = G Nent O] Difrerent Odd & Even Fages | 3 0.5 :
E'l Page Number ~ &D-Eh,:e Clip Art ;;;2, Fi‘:ﬂt:r 24 Link to Previous Show Document Text B c;:;e;:,:at::r |

Header & Footer Insert

Mavigation Options Close

Gl ==l

L

To create 3 group from selacted contscta:
§ Ok e o e o i Tk e of e Gl

2
ez Eleviny ez Fime I
®  Click My Coomes or AT Corsoemy e gy your et oot et

* Typraacm: emi
dommn namx (g, poacpd, o od, ¢ comgist.
3. Click ceock bows i acloct g oo (Fgmre 31

Figure 5.25 Creating or editing a header or footer is done in Print Layout view.
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2. Toinsert header or footer elements, do

any of the following:

A Type atext string, such as the author’s
name, filename, or document title.

A Toinsert the current date, time, or
both, click the Date & Time icon in the
Insert group of the Design tab. Select a
format from the Date and Time dialog
box (Figure 5.26). To show the current
date and time each time you open the
document, click Update automatically.
Otherwise, the date/time entered at
this moment will be treated as static
text. Click OK.

A Toinsert a page number, click the
Quick Parts icon in the Insert group
and choose Field. In the Field dialog
box (Figure 5.27), select Page from the
field list, select a number format from
the Format list, and click OK.

3. Toinsert another element, click the Insert

Alignment Tab icon in the Position group.
In the Alignment Tab dialog box (Figure
5.28), select a position in the header or
footer for the new element (Left, Center,
or Right) and click OK. Repeat for a third
element, if desired.

By default, an element on the left side of
the page is left-aligned with the left margin,
a center element is center-aligned between
the two margins, and a right element is
right-aligned with the right margin.

4. When youTe done entering and editing

elements in the header or footer area,

do either of the following:

A Edit the other area by clicking in it.

A C(lick Close Header and Footer in the
Close group (see Figure 5.22 or 5.25).

(Datcond fime o s
Avalable formate: Language:
I . | [engheh (.5

Tuesday, March 09, 2010 L L) E
March 9, 2010
3//10
2010-03-09
5-Mar-10
3.9.20W10

392010 &: 19 PM
3/9/2010 6:13:17PM
6219 PM

6:15:17FM

18119
18:19:17

™ | [7] Undate automatically

s e

Figure 5.26 Insert the date, time, or both by selecting
a format from the Date and Time dialog box.

st o ek oprtons avvalabie for s fekd

] Presene Frmatteg durng uedates:

Descrwben:
D e mbser o he current page.

[ | =) Cama)

Figure 5.27 To insert page numbers, select the Page
field name and specify a display format.

[ Alignment Tab r"';("'w

Alignment
® Left (@ Center () Right
Align relative to: =

Leader
@ 1Mone @ 2....... Hz—
& 4 () G rmemenen

ok [ [ cone

Figure 5.28 Set an alignment for the
new element and click OK.
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Different First Page
|:| Different Odd & Even Pages

Show Document Text
Options

Figure 5.29 The Options group.

=+ Header from Top: 05"

4 F 4

Qt Footer from Bottom: 0.57
@ Insert Alignment Tab

Position

Figure 5.30 You can change the distance of the
header or footer from the top or bottom of the
page, respectively.

B You can reposition the header or footer by
entering new settings in the Header from

Top or Footer from Bottom boxes in the
Position group (Figure 5.30).

B To edit a header or footer (whether it’s
gallery-based or one that you created
from scratch), follow these same steps.
Any element can be deleted or replaced.

Tips

If you find the body text distracting, you
can temporarily hide it by removing the
check mark from Show Document Text in
the Options group (Figure 5.29). When
you finish working with the header and
footer, the body text will reappear.

If you base a document on a template,
you should note that the template may
contain a gallery from which you can
choose other header and footer styles.

You can also add graphics to a header or
footer, such as alogo or horizontal rule.
To insert a graphic element, click the
Picture or Clip Articon in the Insert group.

Text in a header or footer can be format-
ted as you like. Select a header or footer
element or the entire header or footer.
Choose formatting commands from the
Mini toolbar or from the Font group on
the Home tab.

A Page field can be preceded by text, such
as the word Page. Position the text inser-
tion mark before the page number in the
header or footer, and then type Page and a
space.

Page 1 of certain documents (such as a
report with a title or cover page) often

has no header/footer or it may need to
contain special text. Click the Different
First Page check box in the Options group
(Figure 5.29). You can then leave the

page 1 header and footer blank or create a
different page 1 header and/or footer.

To create different headers and footers
on even/left and odd/right pages (as is
often done for books and other publica-
tions with facing-page spreads), click the
Different Odd & Even Pages check box
(Figure 5.29).
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Paragraph Formatting

In Word, a paragraph (Figure 5.31) is any
amount of text (a word, line, sentence, or
multiple sentences) that ends with a paragraph
mark (¥). You finish a paragraph and begin a
new one by pressing (Enter). This action inserts
a paragraph mark.

Generally, the new paragraph will have the
same formatting as the previous one. The
exception is when the style assigned to the
current paragraph is designed to be followed
by a paragraph of a different style. For instance,
a heading style is typically followed by a body
text style.

Paragraph formatting, such as alignment or
indents, can be applied to a selected paragraph
by choosing options from the Paragraph group
on the Home tab (Figure 5.32), the Mini
toolbar, or the Paragraph dialog box. You can
also apply formatting by choosing a paragraph
style (discussed later in this chapter).

Paragraph formatting has nothing to do

with font, size, style, or color. It is concerned
solely with alignment, spacing between lines,
indents from one or both margins, and so on.

v Tips

B Normally, paragraph marks are invisible,
but you can show them by clicking the
Show/Hide Y icon ((Ctl)[*)) in the
Paragraph group on the Home tab. Other
normally hidden characters, such as tabs,
spaces, and line breaks, also become visible.

B You can force certain characters (such as
paragraph marks) to always display. Click
the File tab to go to the Backstage and
then click Options. In the Word Options
dialog box, select the Display category,
click the check boxes of the items you
always want to show (Figure 5.33), and
click OK.

Interviewer: Can you explain to our readers how you get the ideas on what to
write about and how you go about preparing and then writing the book ™
.

Steve: When T first started writing books, Ispecifically chose topics thatheld great
interest for me—assuming thatothers shared those same interests. I quickly
discovered that this is an excellent way to starve. Now, T try o focus moreon
fulfilling what I perceive to be major user needs: i.e.. I'm "market driven.” With the
current move by many software companies to omit manuals from their products,
for example, there is a real need for easy-to-follow books that explain in depth bow
a programworks, what its features do, why you duse one feature rather than
another i il task, ands . In most cases, help files areno

st for decent d And ifthere's no documentation at all, this is
often a great reason to write abook. 9

Figure 5.31 Here are three paragraphs, each ending
with a paragraph mark. The middle one is a blank
paragraph.

- —_— —_ i—
H— W Je—m W [ =

- —_— F—

= &

Paragraph Ta

141
¥
"
kg
—
-

Paragraph dialog box launcher

Figure 5.32 The Paragraph group contains icons
for common paragraph-formatting commands.

Always show these formatting marks on the screen

D Tab characters —+

D Spaces

[7] Paragraph marks 1

[7] Hidden text B

D Optional hyphens -

[[] object anchors sJr

D Show all formatting marks

Figure 5.33 Check the items that will always be shown,
regardless of the status of Show/Hide 1.
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Left Center Right

May 8, 2007

An Interview Excerpt

The next step is to figure out how to best organize the material (preparing a
tentative table of contents). Finally, Thegin the actual writing. Although Ttend to
do one chapter at a time, | do not write them in any particular order. I find that it's
easier for me o write about whatever I am interested in at the moment than to
write thebook in chapter order.

“Whether [ am writing a software or game book, the process is
always basically the same. I start by beating the programto death. 1
try out every feature and work through all the existing
documentation (manual, tutorials, and help files}—exactly the
same as if I was reviewing it for a magazine. The difference,
however, is that I want to discover more than how the program
works. 1 want to understand WHY vou would use particular
features in a given situation, how the features work together, and
50 on. Understanding a program entails much more than simply
knowing how each featu”re works."—Steve Schwartz, 1990

[
Justify

Figure 5.34 No matter how short or long, every
paragraph has an alignment.

Left Center  Right  Justify
| |
I

Figure 5.35 Click an alignment icon in the
Paragraph group.

General

Alignment; ||Z|

Cutline level: |Body Text : |

Figure 5.36 In the Paragraph dialog box,
choose an option from the Alignment drop-
down menu.

Setting Alignment

A paragraph’s alignment determines its
position in relation to the margins. Every
paragraph must have one of the following
alignments (Figure 5.34):

¢ Left. The left edge of the paragraph is
flush with the left margin and the right
edge is ragged. Body text of most docu-
ments is left-aligned.

¢ Right. The right edge of the paragraph is
flush with the right margin and the left
edge is ragged.

¢ Center. Fach line of the paragraph is
automatically centered between the two
margins. Center alignment is sometimes
applied to titles and other headings.

¢ Justify. Both edges of the paragraph are
flush with a margin. As necessary, Word
adjusts the spacing between words to
enable each line to be flush with the mar-
gins. Magazine copy and block quotations
are often justified.

To set paragraph alignment:

1. Select one or more paragraphs.
To select a single paragraph, it's sufficient
to set the text insertion mark in it. To
select multiple paragraphs, drag a selec-
tion through at least part of each one.

2. Do one of the following:

A Onthe Home tab, click an alignment
icon in the Paragraph group
(Figure 5.35).

A DPress an alignment keyboard short-
cut: Left (Ctrl)(L]), Center (Ctrl)E), Right
(Ctr)(R), or Justify (Ctrl)(J).

A Inthe Paragraph dialog box, click the
Indents and Spacing tab, choose an
alignment (Figure 5.36), and click OK.

A Click the Center alignment icon on
the Mini toolbar.
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Setting Indents

Every paragraph has three indents that you
can set to specify the distance between the
text and the left/right margins:

¢ Left. Distance from the left margin.
¢ Right. Distance from the right margin.

¢ Firstline. Distance from the left margin
that applies only to the paragraph’s first
line of text.

Indents are automatically set for bulleted and
numbered lists (kanging indents). You can set
equal left and right indents of 0.5" or 1" to for-
mat a block quote. Indents can be set on the
horizontal ruler or in the Paragraph dialog
box. Any or all indents can be set to @.

To set indents:

¢ Select one or more paragraphs, and then
do any of the following:

A Paragraph group (Home tab). To
increase or decrease the left indent in
increments of 0.5", click the Increase
Indent or Decrease Indent icon in the
Paragraph group (Figure 5.37) or on
the Mini toolbar.

A Paragraph group (Page Layout tab).
Enter numbers (in inches) in the Left
and/or Right box (Figure 5.38).

A Paragraph dialog box. You can also
set exact indents on the Indents and
Spacing tab (Figure 5.39). To create a
first line indent (similar to starting each
paragraph by pressing (Tab)), choose
First line from the Special drop-down
menu and set the indent. To create a
hanging indent for a bulleted or
numbered list, choose Hanging from
the Special drop-down menu.

A Horizontal ruler. You can manually
set indents by dragging markers on
the horizontal ruler (Figure 5.40).

Decrease Indent

Figure 5.37 Click an icon to
: decrease or increase the left
i indent by half an inch.

Indent
= 04" . .
Figure 5.38 You can set
=z 0 : precise left and right
- indents.
Paragragh =]
[“incents and spscng | Line and Bage Brests |
Gereral
dlgment: | Left [=]
Quneleel: [ty Text |7
Indentstion .
et — g . —— Indentation
Rt v Hangng or settings
[ perer indenes.
Spaiy
Before: ape |5 Line spacing: At
After: Wet = Multiple: E 115 H-
7] Don't add spage between paragrapts of the same style
Preview
(black text)
[Lasbs. | [setaspefour] [_ox ][ concd |
Figure 5.39 You can create any kind of
indent in the Paragraph dialog box.
First Hanging Right
| [
T?"'|(L"1"'|"'1"'|"'3"(”\'
— : : : : :

Steve| When I first started writing books, I
specifically chose topics that held great
interest for me—assuming that others

Left

Figure 5.40 To create this outdent, | dragged the first
line indent marker to the left.
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Working with Tabs

The ability to set indents and create tables
in Word has virtually eliminated the need

to use tabs in most documents. However,

if you do need them to create a column of

numbers aligned on the decimal point, for

example, here’s what you should know:

*

By default, you can press at the
start of or within a paragraph to space
to the next 0.5" increment on the ruler.

To set a left tab for selected paragraphs,
click the desired spot on the horizontal
ruler.

To create other types of tab stops
(right, center, decimal, or bar), modify
existing tab stops, or specify a leader
character (such as a string of periods),
double-click a tab marker on the ruler.
Make the necessary changes in the Tabs
dialog box.

Change a tab stop position by dragging
its marker or by entering a new position
in the Tabs dialog box.

You can remove a tab stop by dragging
its marker from the ruler onto the
document page.

v Tips

B You can use the Paragraph dialog box to
create an outdent (extending to the left
of the left margin) by entering a negative
number for the left indent (see Figure 5.40).

B When setting indents on the ruler, you'll
note the following behaviors:

A

The first line and right indent markers
move independently of other markers.

The left and hanging indent markers
move as a pair.

When you drag the left indent marker,
it and the hanging indent marker
maintain their current distance from
the first line indent marker.

Drag the hanging indent marker to
change its distance (and that of the
left indent marker) from the first line
indent marker.
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Creating Lists

Bulleted and numbered lists are special kinds
of hanging indent paragraphs. The hanging
portion is either a bullet character (such as a
filled or empty circle, diamond, or check mark)
or a sequential number. You can create such
lists automatically (depending on settings in
Word Options) or manually (by applying a
bullet or number format to a set of paragraphs).

You can also create lists with multiple levels
of indents. These multilevel lists can contain
sublists beneath anylist item.

To enable automatic bulleted and
numbered lists:

1. Open the Word Options dialog box by
clicking the File tab, followed by the
Options button.

2. Select the Proofing category.

3. Click the AutoCorrect Options button
near the top of the dialog box.

4. Inthe AutoCorrect dialog box, select the
AutoFormat As You Type tab.

5. Inthe Apply as you type section of the dia-
log box (Figure 5.41), enable Automatic
bulleted lists and Automatic numbered lists.

6. Click OK to close the AutoCorrect
dialog box.

7. Click OK to close the Word Options
dialog box.

v Tip

W This is a one-time procedure. You'll have
to revisit it only if you want to stop auto-
matically creating one or both list types.

Apply as you type
[¥] Automanc bulleted ksts Automatic numbered lists
[¥] Rorder lines Tahles
[T Built-in Heading styles

Figure 5.41 Enable the automatic creation of bulleted
and numbered lists by clicking these check boxes.

Before, During, or After?

It's important to understand that para-
graph and character formatting can be
applied at any time: before you begin typ-
ing a paragraph or text block, as you type
it, or after you've written and edited it.

And there’s no single best approach—

it depends on your writing style. For
example, if youre making a numbered list,
you can start a new paragraph, apply the
number format, and then type the first
item. For each additional paragraph you
create, the numbering increments. On the
other hand, it can be just as easy to write
the entire list, select it, and then apply the
numbered paragraph format.
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Bulleted list

Ruy the following fresh fruit at the grocery store:
-

Apples
Pears

Bananas

* Pineapple

Prepare the fruit as follows:

1
2. Placein a large mixing bowl.
3. Call mom for otheringredients and instructions. @
4. Hefngerate.

. Peeland chop the fresh fruitinto tiny, bite-sized pieces.

Numbered list

Figure 5.42 Examples of an automatic bulleted list
and a numbered list.

Bullets ~ Numbering Multilevel List
| | |

- —_ i— i—

#— T F— T ia—

e — T — :-. -

Figure 5.43 You can create a list by
clicking anicon or by choosing a
style from a drop-down gallery.

Recently Used Bullets

Ty

”~ L

Bullet Library

+*

None Y O | -+ 0‘0

<+ | Change List Level

Define Mew Bullet...

Figure 5.44 The Bullet gallery.

To automatically create a list:

1.

L

At the beginning of a new paragraph,

do one of the following:

A Bulleted list. To create the first item,
type an asterisk (*) and a space. The
asterisk is converted to a bullet.

A Numbered list. To create the first
item, type 1. and a space. This item
becomes the first in a numbered list.

Finish the item paragraph and press (Enter).
Additional consecutive paragraphs you

create by pressing will continue the
bullets or numbering.

. To complete the final list item (Figure 5.42),

press twice.

To manually create a list:

1.

Do either of the following:

A To create a bulleted or numbered list
using the most recently applied bullet
or number style, click the Bullets or
Numbering icon in the Paragraph group
of the Home tab (Figure 5.43) or on
the Mini toolbar.

A Select a specific bullet or numbering
style from the Bullets or Numbering
icon’s gallery (Figure 5.44).

. Finish the item paragraph and press (Enter].

Additional consecutive paragraphs that
you create by pressing will continue
the bullets or numbering.

. To complete the final list item, press

twice.
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v Tips

You can also end a bullet or numbered list
by clicking the Bullets or Numbering icon
in the Paragraph group (see Figure 5.43).

There are other characters you can type
(followed by a period and a space) to
automatically start a numbered list with
a different numbering format, such asa.,
A.,i.,andI.

To type additional text directly beneath
a bulleted or numbered point without
interrupting the bullets or numbering
(Figure 5.45), end the previous line by
pressing to create a line break.
Type the additional text on the new line.
When you press to end the line or
paragraph, the bullets or numbering will
resume.

You can change the bullet or numbering
style for an existing list. Select all bulleted
or numbered points, and then select a
style from the Bullet or Numbering gallery
(see Figure 5.44). A live preview appears as
you rest the cursor on a style.

To change a list from bullets to numbers
or vice versa, click the othericon in the
Paragraph group of the Home tab (see
Figure 5.43) or on the Mini toolbar.

You can sort a bulleted list alphabetically,
numerically, or in date order. Select the
items, click the Sort icon in the Paragraph
group on the Home tab, and set options in
the Sort Text dialog box (Figure 5.46).

You can change the formatting of all bul-
lets and numbers in a list. Click one to
select them all. Apply character formatting
(such as a new font, boldface, or a color)
by choosing options from the Font group
on the Home tab or from the Mini toolbar.

¥ Apples

[Granny Smith] —— Break in the list
¥ Pears

[Bartlett] ———— Break in the list

¥ Bananas

¥ Pineapple

Figure 5.45 You can interrupt
a list without ending it.

(©) Header row @) Mo header row

Sort Text Tzl
Sort by
I - T . @ Asrending
|Paragraphs ZI Type: Text |z| o
Then by
T V] Type: [Text :v| (@) Ascending
Diescending
Then by
: — @ i
-] ] = | @) Ascending
Nesrending
My list has

ok ][ conc |

Figure 5.46 These settings can be used to sort a

bulleted list alphabetically.
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Decrease Indent Increase Indent

< Apples
: Calibri(E~ 11 ~ A" a7 =
B I UE¥%-A-
& - = Increase Indent
]

Figure 5.47 To set or change an item’s level, click the
Decrease Indent or Increase Indent icon.

% Apple
& Granny Smith
& Mocintosh
@ Delicious
¥ Red
¥" Golden
% Pear
@ Anjou
¥ Red

¥ Green Figure 5.48 A
& Bosc {iT;l:ltilevelbulleted

Define New Bullet [~ 7| [mEzm]

Bullet character

[ Symbel... ][ Picture. .. ][ Font... ]

Alignment:

|Leﬂ: El

Preview

Figure 5.49 You can create new bullets by
choosing a symbol character or an image.

To create a multilevel list:

1.

Begin an automatic or manual list by fol-
lowing the previous task instructions.

. To enter an item at a new level, click the

Increase Indent icon in the Paragraph
group of the Home tab (see Figure 5.37) or
on the Mini toolbar (Figure 5.47).
Additional items created at the same
indent level by pressing will have
the same bullet or number style.

. To convert an item to a higher level, click

the Decrease Indent icon in the Paragraph
group of the Home tab (see Figure 5.37) or
on the Mini toolbar (Figure 5.47).

To specify the bullet or number format to be
applied to each level, click the Multilevel
Listicon in the Paragraph group of the
Home tab and select a style from the gallery.

Your list is reformatted to match the gallery
selection (Figure 5.48).

v Tips

To select all items at a particular level in a
bulleted or numbered list, click the bullet
or number for any item at that level.

You can substitute other bullets for the
ones in the gallery. Click the down arrow
beside the Bullets icon in the Paragraph
group of the Home tab and choose Define
New Bullet (see Figure 5.44). Or right-click
any selected bullet and choose Bullets >
Define New Bullet from the context menu.
In the Define New Bullet dialog box
(Figure 5.49), click Symbol or Picture to
select a character from an installed font
(such as Symbol, Wingdings, or Webdings)
or to use an image file, respectively.

You can also change levels by pressing

(increase) or (decrease).
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Changing Paragraph and
Line Spacing

Paragraph attributes also include the space
between lines, as well as the space before and
after a paragraph. Although line spacing and
between-paragraph spacing are defined as
part of every paragraph style, there are times
when you'll want to change these settings.
For instance, if a document is a few lines

too long, you can make it fit in fewer pages
by reducing the line spacing. Similarly, if an
instructor insists on double-spaced text (a
typewriter term), you can approximate it on
a computer by increasing the line spacing of
all paragraphs.

To change line spacing for paragraphs:

1. Select the paragraph(s) that will be affected
by the new setting.

2. Click the Line and Paragraph Spacing icon
in the Paragraph group of the Home tab,
and choose one of the following from the
drop-down menu (Figure 5.50):

A Choose a number, representing the
space between each pair of lines.
(Double spacing is 2.0, for example.)

A Choose Line Spacing Options. The
Paragraph dialog box opens. On the
Indents and Spacing tab, set the Line
spacing (Figure 5.51), and click OK.

The selected paragraphs are reformatted.

%= _——Line and Paragraph Spacing icon
HEA graph Spacing

1.0

115
15

2.0 I:'}

2.5

3.0
Line Spacing Options...

Add Space Before Paragraph

= =

Femove Space After Paragraph

Figure 5.50 The Line and Paragraph Spacing
drop-down menu.

Line spacdng: At:
] [

Figure 5.51 You can select a line spacing
option from this drop-down list.
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Spacing Before  Spacing After
[

Indent Spacing

=05 > 1=|opt :

=z 0 $oy=10pt 3
Paragraph M

Paragraph dialog box launcher

Figure 5.52 Enter numbers in these boxes to
set the before and after spacing.

Spadng
Before: Line spacing: At:
After: [0pt B [ muiple [] [115 E]

Don't add space between paragraphs of the same style

Figure 5.53 Set the before and after spacing (in points),
and then click OK.

B Ingeneral, it’s best to avoid applying new
spacing settings directly to paragraphs.
Unless youe consistent, you may end up
with a very ugly document. Instead,
modify the document’s paragraph styles.
Doing so will ensure consistency because
all paragraphs to which you've assigned a
particular style will automatically update
to reflect the new settings. Styles are
discussed later in this chapter.

To change the before or after spacing
for selected paragraphs:

1. Select the paragraph or paragraphs that
will be affected by the new settings.

2. Do one of the following:

A Inthe Paragraph group on the Page
Layout tab (Figure 5.52), enter num-
bers (in points) in the Spacing Before
and/or Spacing After boxes.

A At the bottom of the Paragraph group
on the Home or Page Layout tab, click
the Paragraph dialog box launcher
(Figure 5.52). On the Indents and
Spacing tab of the Paragraph dialog
box, enter numbers (in points) in the
Before and/or After boxes (Figure 5.53).
Click OK to close the dialog box.

A Inthe Paragraph group of the Home
tab, click the Line and Paragraph
Spacing icon. Choose Add (Remove)
Space Before Paragraph or Add
(Remove) Space After Paragraph (see
Figure 5.50) to add a 12-point space or
remove the current space.

The new before/after spacing is applied to
the selected paragraphs.

v Tips

B To set line spacing in points (72 per inch),
choose Exactly from the Line spacing
drop-down menu (Figure 5.53).

B New line spacing and before/after set-
tings affect only the currently selected
paragraphs. To apply these settings to an
entire document, set the text insertion
mark and press (Ctri)(A). Or click the Select
icon in the Editing group of the Home tab
and choose Select All.

W Ifa paragraph or paragraph style is set for
no (@) space before and after, it may be
difficult to distinguish from surrounding
paragraphs.
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Character Formatting

Character formatting is formatting that you
selectively apply to words, phrases, lines,
sentences, or paragraphs. To make a phrase
stand out in its sentence, you might format it
as italic, boldface, blue, or underlined. If the
sentence containing the phrase was format-
ted with the Arial font, you might apply a
variation of the font, such as Arial Narrow or
Arial Black.

If youre applying a character format as you
type (rather than by selecting existing text),
you can think of the formatting as an on/off
sequence. You turn the formatting feature on,
type the new text, and then turn the feature
off when you want to return to the original
formatting,

If you want to easily reapply complex charac-
ter formatting to other text in the document,
you can use the Format Painter.

To apply formatting as you type:

1. To switch to a different character format-
ting, do one of the following:

A Choose character-formatting options
from the Font group on the Home tab
(Figure 5.54).

A Choose character-formatting options
from the Mini toolbar (Figure 5.55).

A Click the Font dialog box launcher
(Figure 5.54) or press (Ctrl][D). Choose
new settings in the Font dialog box
(Figure 5.56) and click OK.

2. Type the text that you want to format with
the chosen attribute(s).

3. Disable the attributes chosen in Step 1 by
clicking their icons again. If you changed
fonts, you can revert to the original font by
choosing its name from any Font menu or
scrolling list.

Clear Formatting

|
Calibri (Body) 11 + A" A7 | Aav | &%

B 7 U ~ahe x, x° B - A

Font ]

Font dialog box launcher

Figure 5.54 Common character-formatting attributes
can be chosen from the Font group on the Home tab.

(]
¥
Ll

Calibri(E= 11 = A" A" £

BIUS®-A-F

Figure 5.55 The Mini toolbar provides only
basic character-formatting options.

Font (En |

Fonl | Advanced

Eont: Font style: Size:
Arial Black Requiar 1
Arabic Typeactting - | [T - | (& -
Arial Italc 9 T
- | |go w A
Al Marrow Dold Itakc |
Anal Unicode M5 > gl L2 i
Fant color: Underine etyle: '_Jndarlr"e color:
Automabc B (none) E | Automatc z
Effects
[ strigethrough [T Shadow. T 5ol caps
[T Doutde strkethrough [T Qutine T il cops
[ Sugersariot [T Cmbass T Lidden
[ Subscriot D ngrave
Preview
Apples ‘

Thiz iz a Truelype font. Thic font will be ueed on both panter and soreen.

Figure 5.56 Every supported character-formatting
attribute can be selected in the Font dialog box.
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Changing the Default Font

Whenever you create a new, blank Word
document and begin typing, the font used

is the default font. You can easily change
the default font, if you like.

1. Open the Font dialog box.

The font, style, size, and other attributes
of the currently selected text are shown.

. To specify attributes other than those
of the selected text, select a font and
other attributes from the drop-down
lists and check boxes.

. Click the Set as Default button. In

the dialog box that appears, select All
documents based on the Normal.dotm
template. Click OK.

4. Click OK to close the Font dialog box.

To apply formatting to existing text:

1. Select the text to which you want to apply
a different character formatting.

2. Do any of the following:

A

Choose character-formatting options
from the Font group on the Home tab
(see Figure 5.54).

Rest the cursor over any icon to see a
ToolTip description of its function.
Choose character-formatting options
from the Mini toolbar (see Figure 5.55).
Click the Font Dialog Box Launcher
(see Figure 5.54). Choose settings in the
Font dialog box (see Figure 5.56) and
click OK.

To remove character formatting:

1.

Select the text from which you want to
remove character formatting,

A

. Do any of the following:

To remove all character formatting
(leaving only plain text), click the Clear
Formatting icon in the Font group of
the Home tab (see Figure 5.54).

To selectively remove formatting (when
you've applied multiple attributes to
the selected text), click icons of the
formats you want to remove in the Font
group or Mini toolbar.

Click the Font Dialog Box Launcher
(see Figure 5.54). Choose new settings
in the Font dialog box (see Figure 5.56)
and click OK.
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To use the Format Painter to duplicate
formatting:

1.

Select the text whose formatting you want
to duplicate or position the text insertion
mark within that text.

. Click the Format Painter icon in the

Clipboard group of the Home tab
(Figure 5.57) or press (Ctrl)[Shift)(C).

The Format Painter cursor appears.

. Dragto select the target text (Figure 5.58).

The copied character formatting is applied
to the target text.

v Tips

You also can open the Font dialog box by

pressing (Gtrl)(D).

Many character-formatting commands
have keyboard shortcuts. You can apply or
remove their formatting by pressing the
keys listed in Table 5.1.

You can use the Format Painter to dupli-
cate character and paragraph formatting.
Select the entire paragraph before clicking
the Format Painter icon.

You can apply copied character attributes
to multiple selections by double-clicking
the Format Painter icon. One by one,
drag-select each destination text string.
When you'e finished, click the Format
Painter icon again.

You can easily apply new attributes to
multiple text strings that currently share
the same formatting. Select any one of the
text strings and switch to the Home tab.
Click the Select drop-down menu in the
Editing group and choose Select Text with
Similar Formatting. As you choose new
character formatting, it'll be applied to all
the text selections.

B

Paste

> ﬁ: Format Painter icon

Clipboard ™!

Format Painter (Ctri+Shift+C)

Copy formatting from one place
and apply it to another.

Double-click this button to apply
the same formatting to multiple
places in the document.

e Press F1 for more help.

Figure 5.57 The Format Painter tool.

Format Painter cursor

Interviewer: Can vou explain
how |rou go about preparing and

Stev]When I first started writing
me—assuming that others shared

excellent way to starve.

Figure 5.58 Using the Format Painter,
it’s easy to duplicate text formatting.

Table 5.1

Character-Formatting Keyboard Shortcuts

KEYPRESS

()
(ctri)(shit(D)

(cti)=)
Ctr

DEFINITION

Boldface

Italic

Underline (single)

Underline (double)

Underline words but not spaces
Small capital letters (caps)
Subscript

Superscript

Decrease font size

Increase font size

Change letter case

Remove manual character formatting
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Quick Style gallery Change Styles icon

AaBbCel 4aBbCcl | AaBbl | | &k
Caption  Emphasis 1THeading]_;7 Change
—_— Styles

Clean Style Set

Default (Dlack and White)

Eonts

3

Colors 3

N 3
Distinctive

3

.4
L3

Paragraph Spacing
Elegant

Set as Default
Fanuy

Formal

Manuseript

Modern I}

Simple

Thatch

Traditional

Word 2003

Word 2010 =

Reset to Quick Styles from Template
Reset Document Quick Styles

Save as Quick Style Set..

Figure 5.59 Choose a new Quick Style set from the
Style Set submenu.

WordArt and Text Effects

In Chapter 3, you learned how to create
WordArt, a decorative text object. In Word,
you can use the Text Effects command to
apply the same decorative effects without
changing the selected text into an object.

1. Select the text (such as a heading) that
you want to format.

2. Onthe Home tab, click the Text Effects
icon in the Font group and choose
an effect from the gallery. Each effect
provides a live preview.

You can modify other characteristics of
the text (such as its font, size, or color)
without losing the applied text effect.

Working with Styles

A styleis a set of formatting instructions you
can apply to selected paragraphs or text. By
applying styles rather than manually formatting
adocument, you can ensure that the format-
ting is consistent throughout—resulting in a
document with a professional appearance.

The Quick Style gallery (found in the Styles
group on the Home tab) contains a subset of
all defined styles for the current document.
Designed to help you easily apply the most
common paragraph and character styles to
selected text, Quick Styles encourage users
who have previously ignored styles to start
using them.

If you create a document from scratch, there
are several Quick Style sets available to you,
each designed to convey a certain style and
tone. If you create a document from a tem-
plate, a Quick Style set may be included with
the template. You can customize the active
Quick Style set by adding new styles and
removing unwanted ones.

To switch Quick Style sets:

1. Click the Change Styles icon in the Styles
group of the Home tab.

2. From the Style Set submenu, choose a new
style set (Figure 5.59). As you drag the
cursor over each set name, a live preview
of the resulting style changes is applied to
all visible text.

The current Quick Style set is replaced by
the chosen set.
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To apply a style:

1. Select a text string or paragraph to which
you want to apply a style.

2. Open the Quick Style gallery. Move the
cursor over a style icon (Figure 5.60).
A preview of the style is displayed on
the text.

3. Ifthisis the correct style, click its icon to
apply it to the text.

To add a new stye to the current set:

1. You can create new Quick Styles from
formatted text or paragraphs in the cur-
rent document. Begin by applying the
desired character formatting to some text
or by applying paragraph formatting to a
paragraph.

2. Select the formatted word, text string, or
paragraph.

3. Choose Save Selection as a New Quick
Style from the Quick Style gallery menu
(Figure 5.60).

The Create New Style from Formatting
dialog box appears (Figure 5.61).

4. Name the new style and click Modify.
A new dialog box appears (Figure 5.62).

5. Make any additional formatting changes
that are required. Ensure that the setting
for Style type matches the kind of style
you want to create: Character, Paragraph,
or Linked (paragraph and character).
Click the Format button to view other
options. Click OK to return to the previ-
ous dialog box.

6. Click OK.

An icon for the style appears in the Quick
Style gallery. The style definition is added
to the documents style list.

AaRbCs Dudl  AaRECc D AABBCCI AABBCCI
THormal Mo Spading Headingl Heading2 Heading3

AARBCCI AABRCCI AARBCCI AABBCCI AABDCCDL

Heading4 Headings Headinge Heading/ Headings

asssceor AADB anBBCC | a08bccost assaccon
Hrading 9 Title Subdlitle Substlef ... Fmphasis

Subtle Emphasis
AABBLLUD AaBblcddt Aobbleldl Aosbl

Intense C.. Strong Quate Intense Q..  Subtle Ref..
AABBCCOD AgBbCeDi  AaBbCcDdE  AaRhirfuiFe
Intense M. BookTile 7ListPara.. T Caption =

Save Selection as a New Quick Style..,

Clear Farmalling

&

Apply Styles...

Figure 5.60 The gallery for a Quick Style set.

Style name

(Fm— 5
Create|New Style from Formatting

Mame:
|List Head - Main |
Paragraph style preview:

STYLE1

o) (i ] [

Figure 5.61 Name the new style.

[[Creare New Stye from Formatting o] |
Properties

hiame: List Head - Main

Style type: Linked (peroqyaph and character) =]
Stk based on: W List Head 3
Style foe folowing parsgraph: | T List Hesd - Main =]
Formatang

Ansl Fu=]®]+ u Sutomatic =]

B am|l===|:212|#&¢

Al caps, Text Outine, Text Fil, Reflection, Style: Quick Style
Based on: List

[] it Quack Style bst [ Automancaly update
@) Criy in thes dowument ) Mew documents based on this Llemplate

Farmat ~ o ][ canes |

Figure 5.62 Make any necessary changes and click OK.

128



Microsoft Word: Formatting Documents

Styles - X
Date =
Styles pane ——— T
Document Map T
E-mail Signature T
| Emphasis EI

Update Ernphasis to Match Selection
W Modify... [

Select All: Mot Currently Used

Remowve All: Mot Currently Used

Delete Emphasis...

Remowve from Quick Style Gallery

Figure 5.63 The Styles pane lists all defined styles
for the document. To open the pane, click the Styles
dialog box launcher at the bottom of the Styles group.

To modify a style by example:

1. Make the desired changes to a text string
or paragraph that is formatted with the
style you want to modify.

2. Select the modified text or paragraph, right-
click the selection, and choose Styles >
Update style name to Match Selection.
This command can also be chosen from
the context menu that appears when you
right-click the styles icon in the Quick
Style gallery.

To modify a style using a dialog box:

1. Do either of the following:

A Right-click the style icon in the Quick
Style gallery and choose Modify.

A Inthe Styles pane (Figure 5.63), click
the down-arrow beside the style name
and choose Modify.

A Modify Style dialog box appears, identi-

cal to the one shown in Figure 5.62.

2. Make any desired changes. (Additional
options can be chosen by clicking the
Format button.) Click OK.

The modified style definition is stored.
Text or paragraphs formatted with the
style automatically update to conform to
the new definition.
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v Tips

To add a previously defined (but unlisted)
style to the current Quick Style set, click
the style’s down-arrow in the Styles pane.
Choose Add to Quick Style Gallery.

To remove a style from the current set,
right-click its icon in the gallery and choose
Remove from Quick Style Gallery. (Note
that this only removes the style from the
gallery. It does not delete the style from the
document’s style definitions.)

To delete a style (permanently removing
it from a document'’s style list), click the
down-arrow beside the style name in the
Styles pane and choose Delete style name
(see Figure 5.63). Text or paragraphs that
are presently formatted with the style
revert to the default formatting.

To remove all formatting applied by
choosing a particular style, click the down-
arrow beside the style’s name in the Styles
pane and choose Clear Formatting.

To apply a different style to all text/para-
graphs previously assigned a given style,
click the down-arrow beside the style in
the Styles pane and choose Select All x
Instance(s). Reformat the selected material
by clicking a new style or by choosing
formatting options from the Home tab.

Another way to open or close the Styles
pane is to press (Alt)(Ctrl)(Shift)(S).

As an alternative to the Styles pane, you
can open a floating window from which
you can choose styles to format selected
text (Figure 5.64). Choose Apply Styles
from the bottom of the Quick Style gallery.

Close

|

Apply Styles v X

Style Name:
|Number List El
[ Reapply | [ Modfy... |
AutoComplete style names

Styles list

Figure 5.64 Like the Styles pane, the Apply Styles
window contains the complete list of defined styles
for the current document. Select a style from the
list or type its name.
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Merge Formatting

By adding specially formatted placeholder
text called merge fields to a document and
combining it with data from a second docu-
ment created in Word, Excel, Outlook, or
another application, you can merge the two
documents—creating a separate, customized
version of the Word document for each data
record. For example, by inserting name and
address placeholders in the main document,
you could create a mail merge. A personal-
ized letter containing their address and using
their first name in the greeting line could be
generated for each person.

The easiest way to learn how to perform a
merge is to use the Mail Merge Wizard to
walk you through the process. As an example,
you'll generate a series of personalized letters.
To follow along, create an Excel worksheet
similar to the one in Figure 5.65. Each row is
a datarecord. Be sure to create at least three
or four records.

donation list.xdsx = B R

A B C D E F G -

1 |First Last Address City State Zip Donation | |
2 |Amy Fredericks 3226 State Street Menlo Park CA '94025 S 25
3 |Dave Johnson 2480 Christina Lane Walnut Creek CA I%MIE:E@E- S 5
4 |Mike Smith 35 James Rd. Cocoa FL I'32'3!26 S 125

5 |Steve  Anderson 677 Lillian Ave Sudbury MA I7:!1}'}'6 S 5|

& |(lames Barr 41325 Leeway Trail Ormond Beach  FL 32174 5 2|~
7 |Douglas Simons 299 NW 72nd Circle Vancouver WA 98665 S 10
B |Josiah Jefferson 13267 Skyline Dr. Golden Valley MN '55422 S 20
9 |Andrea Harrison 3645 Michael 5t. Carson City NV 89703 s 25

10 Sheri Slainee 79879 E. Prince Dr., #42 Scottsdale AZ 'as255 S 5 |
11 James Kern 332Sealsland Dr Dana Point CA I:3!262‘3- S 50
12 Josh Kimes 2171 Skipper Lane Lake Havasu City AZ 86403 5 100
13 (Jill Melson 20 Archway Drive Slingerlands NY 12159 5 50
14 Robert Eliason 5310 Henderson Street  Duluth MN  55804-1111 & 10

15 Russ Sanders 4000 Wildrose Flagstaff AZ '86001 S 0 -

M 4 » v| Sheetl Sheet? ~Sheetd ¥ nEN il | b 1.

Figure 5.65 Data in this worksheet will be merged with a Word form letter.
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To perform a merge using the Mail
Merge Wizard:

1. In Word, create a document similar to the
one shown in Figure 5.66 (below).

Leave space for the mail merge fields.

2. Open the Mail Merge task pane by select-
ing the Mailings tab, clicking the Start
Mail Merge icon in the Start Mail Merge
group, and choosing Step by Step Mail
Merge Wizard.

The Mail Merge task pane appears on the
right side of the window (Figure 5.67).

Salutation  Donor address Donation amount

Mail Merge * X
Select document type

What type of document are you
working on?
@) Letters

() E-mail messages
() Directory

Letters

Send letters to a group of people.

You can personalize the letter
that each person receives.

Click Next to continue.

Step 1 of 6

% Next: Starting document

Figure 5.67 The
Mail Merge Wizard:
Step 1.

Thank you again.

Sincerely,

Hamilton Animal Shelter

Steven Schwartz
President

1867 Jones Drive
Hamilton, MA 01886

Thank you for your recent contribution of to our shelter. Donations of money, goods, and time by caring people
such asyourself help us ensure that homeless pets inour community are properly fed, receive inexpensive shots,
participate in our spay/neuter program, and are ultimately placed in loving homes.

Figure 5.66 The merge letter can be based on an existing document like this one or created from a template.
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Hame Description Modified Crented Type
mES S/14/2007 4:16:29 AM  S/14/2007 4:16:29 AM  TABLE
[ sheetzs 5192007 %16:2 AM  S/19/2007 % 16:29 AM  TARLE

[ Sheetls /42007 4:16:29 AM  5{14/2007 4:16:79 AM  TAILE

i . 3

-

[¥] First pow of data contains column headers

Figure 5.68 Select the first sheet in the workbook.
Because the first row of the sheet contains the merge
field names, ensure that the check box is checked.

Include/exclude check boxes

Thss merge. add o or change your lst. Use the
chectbones tn add or rem e recpents from the menge. When your st i neady, cik OK.
Dt Source: Lost w|fl | Adde - |2y - | Rale

daration listals ¥ Iehnson Dave 2480 Chaisting Lane Walnut Creek oA
dongtion listise ¥ Semith Mike 35 Jarmes Rl Cocos L8
dontion listaer 7 Anderon Steve 677 Lillians fuve Sudbury Ma
donation fistxis ¥ Bar Jaemes 4125 Leeway Trail Ormond Beach  FL
doraticn istalss [ Senons Dougls 20 NW T2nd Cucle  Vancouver wa
daration listals ¥ hefferson Josish 13267 Skyline Dr. Golden Valley MH
donation listxis ¥ Harison Andres 3645 Michael 5t Carson Ciy L

‘ 0 | '

Lo ]

s

Figure 5.69 Review the data, ensure that it looks
correct, and specify the records to include.

. Click the Letters radio button and then

click Next: Starting document (at the bot-
tom of the task pane).

Step 2 of 6 appears in the task pane.

. Select one of the following:

A Use the current document. If the
merge document is open and onscreen,
select this option.

A Start from template. If you haven't
created the document, select this
option. Click the Select template text
that appears and then pick a template,
such as the Origin Letter.

A Start from existing document. If
you've already created the document
but it isn't open, select this option,
select the document from the list that
appears, and click the Open button.

. At the bottom of the task pane, click Next:

Select recipients.

Step 3 of 6 appears in the task pane.

Select Use an existing list and then click
Browse.

The Select Data Source dialog box appears.

Navigate to the drive and folder in which
you saved the Excel data file, select the file,
and click Open.

The Select Table dialog box appears
(Figure 5.68).

Select the first sheet (Sheet1$), ensure that
First row of data contains column headers
is checked, and click OK.

The Mail Merge Recipients dialog box
appears (Figure 5.69).

Optional: You can omit a recipient by
removing the check mark before his or
her last name. Click OK when you'e ready
to continue.

continues on next page
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10. Atthe bottom of the task pane, click
Next: Write your letter.

Step 4 of 6 (Figure 5.70) appears.
11

To select the spot for the recipient’s
address in the form letter, set the text
insertion mark at the beginning of the
line beneath the return address. Click
the Address block... text in the task pane.
The Insert Address Block dialog box
appears (Figure 5.71).

12

Select a format for displaying each per-
son’s name. Click the arrows above the
preview area to ensure that the names
and addresses are displayed correctly.
Click OK.

The Address Block merge field is inserted
into the letter (Figure 5.72).

13. Set the text insertion mark where the
greeting line (“Dear ...") will appear: two
lines below the Address Block field. Click

the Greeting line... text in the task pane.

The Insert Greeting Line dialog box
appears (Figure 5.73).

14. Select options from the drop-down lists
to format the greeting line. Click the
arrows above the preview area to see how
the greeting line looks when filled with

your data. Click OK to continue.

.

Mail Merge v X

Write your letter
If you have not already done so,
write your letter now.

To add redpient information to
your letter, dick a location in the
document, and then dick one of
the items below.

5 Address block... ——— Merge fields
& creetingline...
Figure 5.70 Insert

+ -
—+ Electronic postage... ? .
— merge fields into

B More items. .. the letter.
Name format Preview area
(et s ik T |
Speufy addren dlements Frevew
1] insert pecpents name |1 this formats o | repment kot
o A b
Joah Randal . ]
Yo . el Ay Frederids
[ — 2| | i, £ s
e p—
15 Bnsert postal gdress:
Abways cide B country Fegen n the address c.mm
0 Oy inchude the countryjrmgion if diffnent than: i your e bk are g or st ofarder, v
Listed Stabes =] =
. " e it
_r_ dng 12 | et ...
[

Figure 5.71 Select a format for the recipient’s name to
specify how it will be displayed in the address block.

Merge field

Figure 5.72 Each merge field

| is surrounded by « and »
wAddressBlocks characters.

Greeting ine format:

pexr =] [30shue 5
Ggemghefwrwﬂdrementnm

|Dear Si or Madam, [=]

Praview

Here is a preview from your recpient list:

1 L]

Dear Amy, ‘

Correct Prohlems

If items in your greeting line are missing or out of order, use Match Ficlds to
identify the correct address elements from your mailng ist.

Match Fields__

o J[ cant ]

Figure 5.73 The Insert Greeting Line dialog box.
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i Insert Merge Field |

Insert:
() Address Fields
Fields:

First .
Last

Address

City

State

ZE

@ Database Fields

[matchFieids... | [ msert | [ cancel |

Figure 5.74 Select a merge field to add at
the text insertion mark.

Donation merge field
|
1
contribution of S«Donations to our shelter.

Figure 5.75 Add a $ immediately before the
Donation merge field.

15.

16.

17.
18.

19.

20.

Now you'll add a placeholder for the
donation amount. In the first line of the
letter, set the text insertion mark after
“...contribution of...” Then click More
items... in the task pane.

The Insert Merge field dialog box appears
(Figure 5.74).

Select the Donation field and click Insert.

The Donation merge field is inserted into
the letter.

Close the dialog box by clicking Close.

The Donation merge field must be
preceded by and followed by a space. If
either space is missing, insert it now.

Type a dollar sign ($) immediately to the
left of the merge field (Figure 5.75).

When the merge procedure extracts the
Excel data, the dollar sign will be ignored.
But you can add it to the letter.

At the bottom of the task pane, click
Next: Preview your letters.

Step 5 of 6 appears, displaying a merge
letter (Figure 5.76).

continues on next page

Amy Fredericks

Hamilton Animal Shelter
1867 Jones Drive
Hamilton, MA 01886

Address block

3226 State Street
Menlo Park, CA 94025

DCear Amy,

Donation amount

Thank you again.

Sincerely,

Steven Schwartz
President

[
Thank you for your recent contribution of 525 to our shelter. Donations of money, goods, and time by caring
people such as yourself help us ensure that homeless pets in our community are properly fed, receive inexpensive
shots, participate in our spay/neuter program, and are ultimately placed in loving homes.

Figure 5.76 The form
letter now displays data
from the Excel file.
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21. Click buttons to examine the recipient
letters (Figure 5.77). If you see a person
whom you don’t want to include in the
merge, click Exclude this recipient.

Navigation buttons are also available in
the Preview Results group in the Ribbon.

22. Atthebottom of the task pane, click
Next: Complete the merge.

23. In Step 6 of 6, do one of the following:

A Click Print... to merge directly to a
connected printer. A separate letter
will be printed for each recipient.

A Click Edit individual letters... to
generate anew Word document as the
merge output.

A Merge to Printer or Merge to New Doc-
ument dialog box appears (Figure 5.78).

24. Specify the records to use in the merge
and click OK.

v Tips

B You can format merge fields. Be sure to
select the entire field, including the sur-
rounding bracket characters.

B In the final task pane, the option to Edit
individual letters serves several important
functions. First, it allows you to edit—
or delete—individual letters. Second,
because this option generates an ordinary
Word document, you can save it on disk
as documentation of the mailing. Finally,
after you proof the letters and make any
necessary edits, printing this document is
the same as choosing the Print option. A
letter is produced for each recipient.

B In the final step, you can further control
the output by clicking icons on the Mailings
tab. In particular, if you click Auto Check
for Errors in the Preview Results group,
additional options appear (Figure 5.79).

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, did: one of the
following:

Redpient: 2

A Find a recipient...

Make changes

You can also change your
recipient list:

m Edit recipient list. ..

[ Exdude this recipient

Figure 5.77 Examine the letters and, if
desired, exclude certain recipients.

Merge to Printer

Frint records

™) Current record

() Erom: | | To: | |

o J (o

Figure 5.78 Specify which records to include in the
printout or the Word output document.

[ Checking and Reporting Errors E-‘

(71 Simulate the merge and report errors in a
new document,

i@ Egumplete the merge, pausing to report
ieach error as it ocours.

() Complete the merge without pausing.
Repaort errors in a new document,

(04 ] [ Cancel

Figure 5.79 You can specify how Word will handle
errors discovered during the merge.
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