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Basic Macintosh Procedures

What Is Macintosh?

The Macintosh is a personal computer
system that provides both picture and text
controls you can use to run applications
(programs that
perform specific
tasks, such as word
= processing). These
controls are menus,
buttons, scroll bars,
and other onscreen
items that you
Mermftxal et Fovarselat Pacrssi ord A operate with a

? mouse, trackball, or

2 Q | trackpad.

g
1

»
i
13
»
13
13
»
b
¥
b
L3

CEBORE830D3

affice Shared Apaicstions Temglates

4 Ve evdbe LT All Macintosh
- mm mmmn—m applications run in
_ windows on the
sl ol 3 screen and feature
s nearly identical
menus, buttons,
b = - scroll bars, dialog
Figure 1. The Macintosh desktop. boxes, and other
controls that work alike in every program.
This makes it easy to learn and use one
program and transfer your knowledge to
many other programs.

Ysojupey s|jeym

The Macintosh has always offered “plug
and play” simplicity for installing a wide
variety of peripheral devices, such as
printers, modems, CD-ROM drives,
scanners, and removable cartridge drives.




Starting/Shutting Down the Macintosh

Chapter 1

Starting the Macintosh

Start your Mac by pressing the triangle
key, which is at the upper right corner of
most keyboards. Earlier Macs can be
started other ways; consult your user
documentation.

If the Macintosh passes its internal self
tests, you will hear a musical chord. If it
then finds a disk containing a valid System
Folder, you see the “Happy Mac” icon
followed by the “Welcome to Macintosh”
screen. If the Macintosh does not find a
disk with a valid System Folder, you see a
disk icon with a flashing question mark.

During normal start-up, you see icons for
any extensions or control panels you have
installed in the System Folder. These
appear one by one across the bottom of
the screen. When your system software is
completed loaded, you will see the
Macintosh Desktop, including the menu
bar of the Finder, the icons of any
available storage devices, and the Trash
icon. (Figure 2) You may also see one or
more windows open showing the contents
of storage devices.

Shutting Down the Macintosh

You should never shut down the
Macintosh by simply turning the power
off. Instead, return to the Finder, pull
down the Special menu, and choose Shut
Down. (Figure 3) On some models, you
may also push the Power button on the
keyboard, or choose Shut Down from the
Apple menu.

If any documents are open and changes
have not been saved, you will get the
opportunity to save or discard them

properly.

Figure 3. The Special menu.
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Using the Pointing Device

Moving the mouse on the desktop moves the pointer on the screen. Rolling the ball on
a trackball or moving your finger across a trackpad also moves the mouse pointer. Here
are the three basic mouse techniques:

Click

L

Double-click

L

Terminology
Select

el | Unselected

Press

Check/
Uncheck

&2 O

Click to scroll down. —

Place the pointer on something and click the mouse button once.
Click on an icon to select it, or click on an onscreen button to
press it.

Place the pointer on something and then click the mouse button
twice in quick succession. Double-click a storage device or folder
to show its contents, double-click an icon to launch an application,
or double-click a word to select the word. Don’t move the mouse
between clicks.

Place the pointer on something, press and hold down the mouse
button, move the mouse, and then release the mouse button. Drag
to highlight text or move an object or window.

Click on an object on the screen. Your next action will affect the
selected object. To select a menu, click its name and hold down
the mouse button. To select text, place the pointer at the beginning
of the text and then drag across the text. Selected text is
highlighted.

Press a key on the keyboard.

Click the drop-down arrow at the right end of a text box or pop-
up menu to pull down a list of alternatives. Drag through the list
until an item is highlighted and then release the mouse button.

Click the checkbox next to an option to turn it on or off.
A checked box indicates that the option is turned on.

Use the scroll bar to the right of a list to move up or down through
the list. Drag the scroll position indicator along the scroll bar or
click the up or down arrow buttons at the ends of the scroll bar.
You may also click in the gray area between the scroll button and
an arrow button to scroll a window-full at a time. Horizontal scroll
bars at the bottom of windows work in similar ways.
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The Desktop

1 Apple 2 Menu 3 Window 8 Microsoft Office 98 5 Storage

menu icon  bar Jolder window device icon

" @& Rle Edit View Special Haip ik I _ 955PM |
Macintosh HD

Browse the Internst

Micfosoft Excel

6 Title bar

Mail
Moc 85 Infe Center
Microsoft Power Point PMicrosoft Word
_ Ailoms, | BGHufuilable
; .
MS Werd Resdme M5 Excel Readme| HS PowerPoint Readma :
M5 Cffice Administrator Readme F
A1t H i = L)
Tresh
7 Close box 8 Active 9 Zoom box 10 Resize box
window
11 Collapse box 12 Trash
icon




Basic Macintosh Procedures

Key to the Desktop

1 Apple menu icon

Click this icon to open a menu of items
you have placed in the Apple Menu Items
folder inside the System Folder on the
disk used to start up your Macintosh.

2 Menu bar

Each word or icon represents a menu. Use
the pointing device to place the pointer
on a word or icon, and then click and hold
down the button to see the menu. Continue
to hold down the button and drag the
pointer down the menu until a selection is
highlighted, then release the button.

3 Window

Shows the contents of a storage device or
folder.,

4 Microsoft Office 98 folder window
This window contains icons for the
Microsoft Office applications and utilities.
5 Storage device icon

To see the files and folders contained in a
storage device, place the pointer on the
storage device icon and double-click.

& Title bar

Names the window. Drag the title bar to
move a window.

7 Close box

Click here to close a window. To close all
windows, hold down the Option key and
click in the close box of the active window.

8 Active window
The window that displays horizontal lines
in its title bar. The active window can be

moved or resized. To make a window the
active window, click in any portion of the
window.

©Q Zoom box

Click in the zoom box to resize a window
so it shows as many files and folders as
possible. Click in the zoom box again to
restore the window’s size and shape.

10 Resize box

Click in this box, hold down the mouse
button, and drag to move the lower right
corner of a window. The upper left corner
of the window stays anchored in place.

11 Collapse box

Click in this box to shrink the window to
just its title bar; click it again to restore the
full window.

12 Trash icon

Drag a file or folder to the trash can and
release the button when the trash can is
highlighted. To permanently delete the
items in the trash, choose Empty Trash
from the Special menu. To retrieve an
item from the trash, double-click the trash
can icon to open its window and drag the
item to be rescued to another window or
click on the item to select it, pull down
the File menu, and choose Put Away.
Drag the icon of a storage device to the
trash to take it off the desktop, or, if it is
removable, eject it. This does not delete
the information on the storage device.

dopjsag sy ojhay



An

Chapter 1

An Application Layout

1 Close box 2 Menu bar 3 Toolbar 4 Title bar 5 Zoom box 6 Application
mentu icon

son ]

7 View buttons 8 Document 9 Status bar 10 Scroll bar 11 Assistant 12 Resize
window window box
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Key to the Application Layout

1 Close box

Click in the close box to close the
window. This closes the currently active
document and leaves the application
running.

2 Menu bar

Place the pointer on a menu name, then
click and hold down the mouse button to
pull down a menu. Keep the button held
down and drag the pointer down the list
until the item you want to select is
highlighted. Release the mouse button.

3 Toolbar

Click a tool to perform a frequently
needed task. Place the pointer on a tool
without clicking and pause to see a
description of the tool in a small window
called a tooltip.

4 Title bar

Displays the document name. Drag the
title bar to move the document window.
5 Zoom box

Click in this box to resize a document
window to fill the screen. Click in the
zoom box again o restore a window to its
previous size and shape.

6 Application menu icon

Click this icon to open a menu of
applications currently running. Select an

application on the menu to move the
application in front of other applications.

7 View buttons

Click these buttons to switch among
alternate views of the document,

8 Document window

Shows contents of the currently active
document.

9 Status bar

Displays the current status of the
document.

10 Scroll bar

Click the arrows at either ends of a scroll
bar or drag the scroll position indicator to
see more of a document than shows in
the current window. Click in the gray
areas to move a window-full at a time.

11 Assistant window

Shows the animated Assistant. Double-
click the Assistant, click the Help button
in the toolbar, or pull down the Help
menu, to get help. Hold down the Control
key and click on the Assistant to see other
options. The Close, Zoom, and Collapse
boxes in the Assistant's title bar work as
they do in other windows.

12 Resize box

Drag the resize box to resize or reshape
the document window.
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Choosing From Menus

Chapter 1

Choosing From Menus

Every application has a menu bar that
crosses the top of the screen. Each menu
name and icon on the menu bar
represents a group of commands or
options on a menu that drops down when
you click the menu name.

LN

Place the pointer on a menu name and
press and hold the mouse button.
(Figure 4)

Keep the mouse button down and
drag down the list of items on the
menu. (Figure 5)

Release the mouse button when the
item you want is highlighted.

Tips

Many menu options have keyboard
equivalents indicated to the right of the
option. These keyboard alternatives
allow you to invoke an action without
removing your hands from the
keyboard.

Items that are shown in gray text
cannot be performed at the time the
menu is pulled down.
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Selecting Options in Dialog Boxes

Press Tab to
move to the next
entry. Press
Shift+Tab ‘o
move to the
previous entry.

Clickon a
checkbox to turn
the option on or off.
When a checkbox is
checked with a
check mark, the
option is on.

Click on a tab to bring a different set of options
to the front within the dialog box.

Many dialog boxes

show previews of the

Bold
- 1Bold Nelic

Urderling; Color:

{Cnane) = [

(CAT St s T

— [ stripsthrough (] shedaw

- [ Double strikethraugh ] 0utline

_ [Isuperscript ClEmboss
Subscript

changes as you make
them.

Click on Cancel

Rehsarsal Dinner

to abandon any
chanpes to the
settings, or press Esc.

Click on OK after you
change the settings

| Cancel i

on a dialog box, or

press Enter.

One Two  Three Left  Right

Select an entry in Nufnmﬂélum: L 2
Width and spacing

a text box by Col # iding Spacing: :

clicking it. Then T

you can type a . me'i“—% j—

replacement. T —

FA Equst cafumn width

Click on a drop-down
list to see a list of

to; [ Start naw tol et
Apply to: TR [T Start now tolemn -

alternatives for an

Figure 7. The Columns dialog box.

option.
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Using the Toolbars/Starting Appli

Chapter 1

Using the Toolbars

Click any toolbar button to perform an
action. (Figure 8)

v Tip

B To see a description of a button, place
the pointer on the button and pause
for a moment without clicking.
(Figure 9)

Starting Applications
In the Microsoft Office 98 folder,
double-click the icon of the
application. (Figure 10)

Figure 9. Pause on a button to get a
descriptive ToolTip.

bl

Microsaft Excal Microsoft Power Polnt HL

D

Q Q

Office Shared Applications Templates

Readme Clipsrt

] Rr Ilr::%l
Figure 10. The Microsoft Office 98 folder.
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NEWa N

 Open.. - %0

- OpenWeb Page...

 Cose  ®W
~Save  ®S
Save As..

~ Save asHIML..

_ Versions...

- Page Setup...

Figure 11. The File ment.

Quitting Applications

LN

Pull down the File menu and choose
Quit. (Figure 11)

or

Use the keyboard equivalent for the
Quit command. (#+Q)

Tips

If you have changed any of the
documents that are open in an
application, the system asks if you
want to save the changes, so you need
not worry about losing work by
quitting prematurely.

Simply clicking the close box of the
document you are working on does
not quit the program. Even though
there are no active windows open, the
program continues to occupy your
system memory until you Quit.

13
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About Manipulating Windows

As you work in an application, you might
want to move one of its windows or zoom
a window to the fill the screen. You might
also want to collapse a window to just its
title bar or switch among the windows
that are already open on the screen.

Moving, zooming, collapsing, and
switching among windows are all
indispensable tasks while working on the
Macintosh.

Figure 12. Point to the title bar.
Moving a Window

1. Place the mouse pointer on the
window’s title bar. (Figure 12)

2. Press and hold the mouse button.

3. Move the mouse to drag the window.
(Figure 13)
4. Release the mouse button. (Figure 14)

AN e 1 S

Figure 14. The window after it has been
moved.
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Microsoft PowerPoint

Shared Aphcaﬁnns

Microsoft Excel

Office

window.

Microsoft Power Point

Shared Applications

: Microsoft Excel

Te mpltes

Readme

Clipart

Microsoft Word|

i*i-

L[

Figure 16. The window after it has been
zoomed.

Zooming a Window

The active window has a zoom box that
you can click to make the window larger.
Zooming a window allows you to see
more of its contents. For example, you
can zoom a window that contains the
contents of a folder to show more of the
files inside.

L_EAN

Place the pointer on the zoom box and
click. (Figures 15-16)

Tips
Click the zoom box again to return the
window to its previous size and shape.

Scroll bars are active only when there
is more to see in a window than is
currently visible.

If the zoom box is off the screen, click
and drag the title bar of the window
left until you can see the right edge of
the window.

15
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Collapsing a Window

Chapter 1

Collapsing a Window

The active window has a collapse box that
you can click to reduce a window to its
title bar.

Place the pointer on the collapse box
and click. (Figures 17-18)

v’ Tips

B Click the collapse box again to return
the window to its previous size and
shape.

B If the collapse box is off the screen,
click and drag the title bar of the
window left until you can see the right
edge of the window.

S
Mlcroaut Excel Microsoft PowerPoint Microsoft Word
Office Shared Applications Templates
Readme Clipart =
(8 ¥|7

Figure 17. Open window.

Figure 18. The window collapsed.
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Micrusoft Office

B iWes, IEEmlanler e

Micresaft Excel

Hicrasoft PuwerFolnt Microneft Word|

Switching Windows

You can work in only one window at a
time, even though you may have several

Q

omce Shared Apglicatiom Temgiste

) Q
P15 Werd Rindme I

k

P DM ot Admi ol raler Seacrw

Figure 19. Place the pointer on any visible
part of a window.

Acrasof Officeso -
Atand IR th et
Ficrese Broel Hicresaft Pover Poled toerosfi Wort] |
é
T e S s = ———— \
a =| Tempininn
ditema, 1,368 eenllodle =E
" HN!»#‘N L] u:m ] mr@n Paedre 745“
15 Offiew Adrni W xtrator Readme =
] I» P

Figure 20. The window comes to the front
when you click the mouse button.

windows open on the screen.

1.
2.

v
o

Place the pointer on any visible part of
the window. (Figure 19)
Click the mouse button. (Figure 20)

Tip

If one window fills the screen, you
may have to click the window’s zoom
box or use its resize box to restore it
to a more manageable size. Then, you
will be able to see and click in other
windows.

17
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Opening a File on the Desktop

When you double-click a file’s icon, the -
application in which the file was originally
created is automatically opened. If the PR

- @ ltems, 1.3 5B mallable

Micrasoft PowarPoint Microzoft Word

Opening a File

application was already open, the file Q m

becomes the active file in the application.

2.

LN

Open the folder that contains the file's
icon. (Figure 21)

Double-click the file’s icon.

(Figure 22)

Tips

Because you can simply double-click a
file to open it, you don't have to worry
about which application to use to
open the file.

If you want to try to open a file in a
program other than the one that
created it, use the Open command on
the program’s File menu instead of
double-clicking the file. See Opening a
File in an Application, page 19.

Office Sharad Applications Templates

= B AdINE e e e
B
H5 Word Readme M3 PowarPoint Readme

M5 Offica Administrator Resdms
! ap7

Figure 22. Double-click a file’s icon to open
the file.
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Figure 23. The File menu.

Selecta Document:
= MaclntoshHD
[ v e eadme L O 20
[F M5 Omice Administratar Readme (e )
1 S Word Raadme )
&

Listfitas of Type:

Wangabie Niet 2] [Ofesdoaly

Figure 24. Double-click a filename.

Select o Document:
Macintosh 10

(CEET

List Files of Tyze:
[ Filex 2] [wendony

Figure 25. Place the mouse pointer on the
name of the current folder and release the
mouse button.

Selecta Document:
@ MacintoshHD
TR

Figure 26. Choose a folder from this list.

Opening a File in an Application

If you have already opened an
application, you can use the application’s
File menu to open a file.

LN

From the File menu, choose Open.
(Figure 23)

‘Double-click the name of a file to

open. (Figure 24)

or, if the file you want is not visible on
the list

Click and hold on the name of the
current folder or disk so that the pop-
up list opens. (Figure 25)

Select one of the items on the list that
opens so you can look inside that
folder or disk for your file. (Figure 26)

Tips

If you click the name of the current
folder, you will see in the pop-up list
the levels of storage organization from
your current folder, to the disk that
contains the folder, to the desktop.
You can select any item on this list to
open it. If you select Desktop, you can
see any other disks you have mounted
on your system and choose any of
those.

When you pull down the File menu,
the file you want to open may appear
on a list of recently used files. If so,
simply choose the file you want to
open.
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Chapter 1

Readme ;
e, 1.3 6B evailable

Opening a File with Drag and Drop 5]

Another technique you can use to open a
file, if your Macintosh supports drag and &

drop, is to drag the file's icon on top of an n HLExepl R
icon for an application. AR AT
i . M3 Office Adminiatrator Resdme
1. Place the pointer on the icon for the T DpE

file you want to open. (Figure 27)

Micrpsoft Ofice 98
a:ars, | S6A svallebla

2. Press and hold the mouse button.

3. Drag the icon on top of the icon for an P _ @
application. Microsaft Excal Microsaft PowarPaint Micrasoft Ward

4. When the application’s icon is
highlighted, release the mouse button.

Office Shared Applications Templates

Tip

Microsoft Office applications can open

files created in some other

applications. Drag the file you want to ~ Figure 27. Place the pointer on the icon for a

open to a Microsoft Office application  Jfife and drag it on top of the icon of the

icon. If the Office application can open Program in which you want to open it.

the dragged file, it does.

LN

Readme Clipart
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Essential Office Techniques

BRI About Office Techniques

‘ L e One advantage of working in Microsoft
e Office is the body of procedures that the
applications share in common. If
something works a certain way in one
application, it almost always works

identically in all the other applications.

Figure 1. The Undo button.

Repeat Clear %Y

ut %X Become acquainted with these common
ic #C . ;

: pg_';fe o techniques early and try them in any
| Pastespecial.. application. You'll be using them
' Paste as Hyperlink

: constantly. E

Cear

.Select_A_ll_ A 5

find... %F Undoing Any Change

- Replace... #H :

-6::’;::: %6 Remember Undo! You can undo just about §
- Links.. B any error. it
 Object . 5_

Publishing » Click the Undo button on the Standard 5
Figure 2. The Edit meniu. toolbar. (Figure 1) a8

g
Press #+Z, g
Click bere to pull down the undo list... =
2 g

Font Tools Table Win From the Edit menu, choose Undo

| n:n_i- oo | @] o34 action. (Figure 2)

Typing =

AutoFormat i "'”’?" select v Tips

lupfng “needn'" an item on B Click the pull-down button next to the
Tg:}:g T — the list. Undo button to choose from a list of
i Undo 1 Action recent actions that you can undo.

(Figure 3)

B To redo something you've undone,
click the Redo button. Redo undoes an
Undo. (Figure 4)

Figure 3. The undo list.

—_—

Cd -

Figure 4. The Redo buitton.
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Entering Text

Chapter 2

Entering Text

Whenever an application is ready for you
to type text, a blinking insertion point
appears. Whatever you type appears at
the insertion point. (Figures 5-6)

Simply begin typing to insert text at the
insertion point.

Insertion

l point
v great!

['m sorry that I haven’t writteninayhile,

it ['ve been|
I SRAACRI e
Dear Mom,
How are you doing? ing here is really great!

L I've beer

Figure 5. The insertion point.

Haw are you doing? Everything here is really great!

I'm garry that | haven't writtenin awhile, but ['ve been up 1o my armpity

Figure 6. Anything you type is inserted at the

insertion point.
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Click here.

Dear Mom, I
How are you doing? Everything here is[really great!

I’m sorry that I haven’t written in awhile, but I've bee
the beginning of my new job. I've been given twelve a
any training until next month. Everybody is so busy hq
handholding. Needless to say, work is a little problem|
will settle down quickly.

My new apartmentis fantastic! I've actuallyenjoyed

Figure 7. Click at the spot to insert new text.

Insertion point

Dear Mom, |
How are you doing? Everything here iy really great!

I’m sorry that I haven't written in awhile, but I've bees
the beginning of my new job. I've been given twelve a
any training until next month, Everybody is so busy hq
handholding. Needless to say, work is a litile problem
will settle down quickly.

My new apartmentis fantastic! I've actuallyenjoyed

Figure 8. An insertion point appears.

T TN

Moving the Insertion Point

To revise or add to existing text, you must
move the insertion point to the spot for
editing.

LN

Click once in the existing text where
you'd like to add or edit text.
(Figures 7-8)

or

Press the arrow keys on the keyboard
to move the insertion point.

Tips

Hold down # while pressing the right-
or left-arrow key to move the insertion
point a whole word to the right or left.

(Figure 9)

Hold down # while pressing the up- or

down-arrow keys to move paragraph
by paragraph.

In Excel, the insertion point appears on
the edit line.

Table 2-1 lists other keyboard shortcuts
you can use to move the insertion
point.

Table 2-1. Other Keyboard Shoricuts

Home Beginning of a line.
End End of a line.
#¥+Home Top of document.
#+End Bottom of document.

My new apartment is [fantastic! I've actually enjoyed the renovations.

Figure 9. Hold down 3 and press the right-arrow key to move the insertion point a whole word.

23
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 Using the Scrofl Bars

Chapter 2

Using the Scroll Bars

The scroll bars show the current vertical
or horizontal location in a document.
They also provide a quick method for
jumping to a position along the length or
width of a document. (Figure 10)

The span of each scroll bar represents the
entire length or width of the document.
The position of the scroll position
indicator along the scroll bar shows your
extent through the document. To use the
scroll bars:

1. Click an arrow button at the end of a
scroll bar to move a single increment
in one direction,
or

2. Drag the scroll position indicator along
the scroll bar to move to a particular
location. (Figure 11)

or

3. Press and hold the mouse button at
the spot along the scroll bar that
represents the extent in the document
to jump to. For example, press and
hold halfway down the vertical scroll
bar to jump to a point halfway through
a file. (Figure 12)

Tip

Scroll bars appear only when you can
move to a point that does not show on
the screen.

LN

Figure 10. The scroll bars.

The scroll position indicator

Figure 11. Drag the scroll position indicator to
move to a new spot on the screen or in a
document.

st
“Srecily rocn W4 Conet Sckas 4 g ccsnasvacal icheasapplian, Lasbig rge

Aniasng b e mme of e s Tatwe Dvnt bback 0

i itarin
1 stk vn bromd o b b s s Uiid S0 ol svons: Pucindaty
by svarutalining et u ndbairy axpent

Figure 12. Halfway down the vertical scroll
bar represents balfway through the length of
the entire doctment.
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The I—bealm pointer

I've beenfup to my armpits in work si
twelve accounts to handle and I don’t

Figure 13. Place the pointer on the first word...

Il’ve been M RL Rt NE st atin work si
t

welve accounts to handle and I don’t

Figure 14. ...

then drag across the text to select.

Dear Mom,
How are you doing? Everything here is really great!

\I\

L 1 4|: wl

:n onu’yomfor
dless io say, work isa ul-pm mﬁcnl.hmmm but I'm sure it
lelnnchmqmckly

My now ag i f; ic! ['ve actually enj

Figure 15. Drag down to select several lines.

The Edit Line

u‘mulry Fabruary

North 10111 13400
Sauth 22100 24050
Ensl 13270 15670
Wesl 10800 21500

Figure 16. The Edit Line in Excel.

Selecting Text with the Mouse:

Part|

Knowing how to select text is critically
important as you must always select text
before you can format, copy, move, or
delete it.

1. Place the I-beam pointer at one end of
the text you want to select.
(Figure 13)

2. Hold down the mouse button and drag
to the other end of the text to select.
(Figure 14)
or, to select text on multiple lines
Hold down the mouse button and drag
down through the document to
highlight multiple lines. (Figure 15)

3. Release the mouse button.

Tips

The Automatic Word Selection option

guarantees that the entire first and last
word of the selection are highlighted.

LN

B In Excel, you must select text on the
edit line. (Figure 16)

B Mouse shortcut: Click to place an
insertion point at the beginning of the
text, release the mouse button, press
and hold the Shift key, and click at the
end of the text.
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Selecting Text with the Mouse: Part i

Chapter 2

Selecting Text with the Mouse:
Part Il :
To select a word, double-click the word. ::'"“'“‘;'7 <
ow are pou dolsg? Everything bere b seally great!
(Figlll‘e 17) immggu nﬁmmnhu;m ' ::l:c:;:nmznm;:;
Ay gl el et A il byt
To select a paragraph, triple-click the e TR '
paragraph. (Figure 18) o J
v Tips Figure 17. Select a word by double-clicking it.

B Word tip: To select an entire line of
text, click in the left margin next to the
line. (Figure 19)

B Word tip: To select multiple entire
lines, click to the left of a line and
then drag down through the left
margin.

J

Figure 18. Triple-click to select a paragraph.

Click in left margin.

| I'm sorry that] haven't writtenin awhile, but I've beenup to my armpits in work since
he beginning of my new job. 1've been given twelve accounts to handle and I don't get
any training until next month. Everybody is so busy here that I can’trely on anyone for
handholding. Needless to say, work is a little problematicatthe moment, but I'm sure it
will settle down quickly.

Figure 19. In Word, click in the left margin to select a line.
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The insertion point

[I’m sorry that haven'tfritten in awhile, but I've been|

Figure 20. The insertion point.

['m sorry that I haven't SEIEIIRRANC, but I've been|

Figure 21. Hold Shift and move to the last
character to select.

AN

I'm sorry that I haven't Il T0 G LA, but I've been

Figure 22. Press #+Shift+arrow key to select
text word by word.

Selecting Text with the Keyboard

2.

LI

Use the arrow keys to position the
insertion point in front of the first
character. (Figure 20)

Press and hold the Shift key and use
the arrow keys to move the insertion
point to the end of the last word to
select. (Figure 21)

Tips

Press and hold Shift and press the
down arrow key to select multiple
lines of text.

Press the 3 and Shift keys along with
the left or right arrow keys to select a
word at a time. (Figure 22)
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Chapter 2

Selecting and Replacing Text

To replace text in a document or in a text
box on a dialog box, you can always
select the text and simply type over it.
The characters that are selected will be
replaced when you begin typing.

1. Select the text to replace.
(Figure 23)

2. Type replacement text.
(Figure 24)

v Tip

B To quickly replace an entry in a text
box, click the entry and then type a
replacement. (Figures 25-26)

Selected text

We're expecting of attendees.

Figure 23. Selecting text in a document.

Replaced word

We're expecting thousands of attendees.

Figure 24. Typed text replaces selected text.
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| Right:
o T
[oss Satwr.~ |

1!;Ii: |". H i I?.-;‘. W 1
7T T ————
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we | [= 19 =

T — =
[Fromadge———— ——— :
Heedar: 0.5" IE] T
Footer: Applyto:  [hole document $
[l ierar marging = : i

(possainn ]

Figure 26. A new typed entry replaces a
selected entry.
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Dragging and Dropping Text

To move text in a document, you can
always select the text and then drag it to a
new location. You can even drag text

Interoffice Memeo

Date: 4/24/53
To:  Sales team
From:Dan Hendersan
RE:  Fricelist

Thank yeu for yaur superd performarce Tast quarter; you hava orca sgeln sel records
fer untts s dollar amounts sold, snd | know the entire company 11 choer(ng yu on,
Attsched 13 cur 1598 prics sheet, which will go 13 customars in arotber cougle of
wesks.

e have unfartunskely had to increase priceson s fow ftems a3 o reaull of highr costs.
But yeu will be plessed te note that, thenks to the clligence of Lyra Myers, sur
Purchating Director, we hava sctually been adle b redice costs an e few of our most
populr 1tems, ard we ars paszirs the sevingy on to customars. This shauld telp geur
#1107t 13T 10 STVTT COMPEnITION e 12c2 1N 1he MArEtplNCe.

Cangratuatians agaln, and qoo¢ sk for the restel 19961
DJH

Figure 27. Select the text to move.

Interoffice Memo

Date: 4/24/58
Te:  Saleaweam
From:Dan Herdersan

RE:  Fricelist

Trenk you for your auperd serformance last quarter; @ou have cice egain sel records
for unity end dollar eraunts sold, and | know the entire company ta chesrirg yau an
Atteched 12 our 1358 price sheet, which will go 13 costamers {n enciher couple of
weeks,

‘We bave unfortunatelyhsd to incresss pricescna few items as a resultof Wqher costs
Bul you w1 be plessec ta note that, Thanks 1o the diligerce of Lyra Myers, our
Purchesing Birecter, we have sctually been sbie to reduce conls on a few of our mest
popuaritams, and we sre pessing the svings on 1> cuslomers. This abould help your
effaris agninat the atff competition wi face Inthe merketplace

Corgratulations sgain, ard geod luck far Ihe restof 19981
o

Figure 28. Place the mouse pointer on the text.

Interoffice Memo

Dafe: 4/24/98
Te: ZSalestesm
Froru:Dan Hendarsan
RE: Pricelist

Thank you for your superb performascs 1aat quarter; wu havs oace agaln et records
far umts and dollar amounts sald, and | know the entirs company I3 cheerisg you on.
Atsched Is our 1998 price sheel, which will go to custamsrs in snother cauple of
weeky

We have unfartunatalynad to Ircresse priceson s few items s a resull of bigher casts
Bul pou will be plessed to rote that, thanka ta the diMgerce of Lyra Mysrs, aur
Purchasing Director, we have sctuslly been sble b reduce casts on 8 few of our most
POpUleritems, and we ers pssying 1he sevings on to customers. This shoold help gour
offarts sgaimt the snff competition we fece 1nthe marketplace

Cpongrstulations sgain, ard gead luck far the rest of 1998)
"

from one document to another or from
one application window to another.

1.
2.

4.

LN

Select the text to move. (Figure 27)
Place the mouse pointer on the
selected text. The mouse pointer
becomes an arrow. (Figure 28)

Press and hold the mouse button and
drag the pointer to the destination for
the text. A gray insertion point
indicates the exact spot the text will
reappear. (Figure 29)

Release the mouse button to drop the
text at the new location. (Figure 30)

Tips

To copy rather than move the text
(leaving the original intact), press and
hold the Option key while you drag.
Using these techniques, you can copy

and move other kinds of objects as
well (graphics, charts, etc.).

Interoffice Memo

Date: 4/24/98
To:  Sales laam
FromiDen Hondersan
RE:  Pricslist

Thank you for gour supsrb perfarmance Test quartsr, ou hve once sgeln 38t records
far units and doltar smounts sold, and | know the entire company 43 cheering yau on.
Attsched 13 our 1598 price sheet, which will go to customers in enclber couple of
weeks,

e bave unforfunstaly bad 19 Incresss priceson s few ttem s & resalt of Migher costs
Bul wu will be plessed I rots that, thasks ta the ligerce of Lurs Muara, our
Purchasing Ol rectar, we have actually been etle 1 recuce cosly cn s few of our mast
populer fte s, and we ars passing the sevings on to customers. This shau'd help your
efforts sgsfnat the s1iff competition we face nthe marretplecs

17gu hve questions sbout any of the charges, plesse don't hesttats to cortact any of
U3 OR the Marketingteam

Congratilatians agatn, and qood Tuck fer Ihe restaf 19981

[

pe) Suiddosq pue Sui3seiq

Figure 29. Drag the gray insertion point to the
destination.

Figure 30. Release the mouse button to drop
the text.
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Selecting Objects

Passages of text, drawings, charts, scanned
images, and other items you can select are
called “objects.” You can drag objects to
reposition them on the page within an
application, and you can usually drag
them to other applications, too.

B In Word, select text to create an object
that you can drag. (Figure 31) See
Selecting Text, pages 25-27.

B In Excel, drag from one corner of a
range of cells to the opposite corner to
create a selected range. (Figure 32)
The selected range, now enclosed in a
box, is an object that you can drag.
(Figure 33)

B In PowerPoint, each item on a page is
an object. For example, a set of
bulleted text items is an object that
you can drag. (Figure 34)

Marh (L in n bevee.

Uetarae lodamry Crervoion b [ eaovtin Lomge bALAEs.

T2k, o peben of

Th 1 e z
iyt Won Coan et o eoagh il Lichep sopglrs Lovdngeezs
o v

g i e geen of e pe e Thiet Dioed ke 11

parlass

Parsoutartyln

EET Ak ERR T
|BLUE SKY A
Sales Report

Horth
b South

Wi East

-_;_Qj; West
H}

10111
22100
13270
10800

4 [Region  [NTITRVEINF ebruary

13400
24050
15670
21500

Sales Report

i
S
15270
10800

BLUE SKY ATRLINES —

Ero—

February

1

+ 20040
15670
21500

highlighted and enclosed in a box.

Figure 32. Drag from the upper left corner cell
to the lower right corner cell to select a range.

Water Mill Group

« Training
* User Docomentatien
» Online Help

ok e e - of
oo Bl G dvie N AOORA 2 Z-A-E=Rag 5 =
B —

Figure 34. Handles appear around selected
objects in PowerPoint.
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w0

Water Mill Group

* Training
* User Docom entation
+ Oagliae Help

Format
Font. A
_Paragraph...
Document...
_ Bullets and Numbering...
~ Borders and Shading...
_Columns..
Tabs...
Dropgap.,
TextDirection.c
Change Case...
“AutoFormat.
| Style Gallery...
-~ Style..
_ Background o
~ format AutnShape/Picture

Figure 36. The Word Format menu.

Hot and cold appetizers
Maincourse butfet

Tea cream dessert and colfes

Wedding Dinner

Hon d'cuvres

Appetizer

Salad

Mais course

Weddingcake

Colfes

Petit Mours

Jre

Figure 37. The Excel Format Cells dialog box.

Formatting Objects

You must always first select an object and
then choose a formatting command, not
the other way around.

1. Select the object to format.
(Figure 35)

2. Choose a formatting option from the
Format menu. (Figure 36)
or
Click the toolbar button for the
formatting command.
ar
Use the keyboard shortcut for the
formatting command. Table 2-2 shows
the available keyboard shortcuts.

Tips

In Excel and PowerPoint, the first
command on the Format menu always
leads to a customized dialog box with
special formatting options for the
object you've selected. (Figure 37)

LN

B The most popular formatting
commands appear as buttons on the
Formatting toolbar.

Table 2-2. Common Keyboard Shoricuts

®+b Bold
H+i Italic
#+u Underline
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Copying Formatting with the Format Painter

Chapter 2

Copying Formatting with

the Format Painter

The Format Painter transfers formatting
from one object to another.

1. Select an object that has the desired
formatting. (Figure 38)

2. Click the Format Painter button in the
Standard toolbar to pick up the
object’s formatting. (Figure 39)

3. Select the object to receive the
formatting. If the object is a passage of
text, drag across the text to format.
(Figures 40-41)

v Tip

B To apply formatting to an entire
sentence, press and hold the 3 key
and then click any word in the
sentence,

Rehearsal Dinner

Hot and cold appetizers
Main course buffet
Ice cream dessert and coffee

Wedding Dinnei|

Hors d’ceuvres
Appetizer
Salad

Main course
Wedding cake
Coffee

Petit Fours

Figure 40. Drag across text with the Format
Painter pointer.

Hot and cald appati rers
Maln courve buffst
loa cream dessent and collee
W edding Dinner
Lh-u:'wum-

er
Sita
Main courve

Eaia u i Ve Y SF=g TR -

Figure 38. Select the formatted object.

The Format Painter button

|
Figure 39. The Format Painter button.

Rehearsal Dinner

Hot and cold appetizers
Main course buffet
Ice cream dessert and coffee

Wedding Dinner

Hors d’ccuvres
Appetizer
Salad

Main course
Wedding cake
Coffee

Petit Fours

Figure 41. The newly formatted object.
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7 Standara
« Ruter R + Formatting
DocumentMap | AutoText
* Word 51 Ments Batkground
 Headerand Footer| prawing
[ Foutnatas - oy
tamments 1 jovie
Reveal Formatiing | picture
Full fcresn Powerfiook
_doom.. | Heviewing
1 Bibbon :
Ruler
Tables and Barders
Visunl Basic
wey | Wi
‘Word for Macintosh 5.1
WordArt 5
Custamize~

Figure 42, The View menu.

[ Taibars \/ Cammane ;
| Calwortes:

- [Duseriotion]  iHatify Setestisnw|
=4 oy g D e bar s Bie

_@ s-min '['vgéim g | =E*:':|'niﬁ§}é:.'.;_ i “Clat Iis

Figure 43. The Customize dialog box.

Selecting Toolbars

A default group of toolbars appears in
each application, but you can select others
to add to the screen to gain access to
buttons for special tasks.

LN

From the View menu, select Toolbars
(Figure 42), and on the submenu that
pops out, select a toolbar that isn't
showing to make it show, or a toolbar
that is showing to hide it.

Tips

To add new toolbar buttons to a
toolbar, choose Toolbars from the
View menu and then choose
Customize from the submenu. On the
Customize dialog box, choose a
Category from the list and then drag
the button you want from the dialog
box to the toolbar, (Figure 43)

To move a button within a toolbar or
to a different toolbar, hold down the
3 key and drag the button. To copy a
button to a different toolbar and leave
it in its original place as well, hold
down the Option key and drag the
tool. To remove a button from a
toolbar, hold down the 3 key and
drag the button out of the toolbar into
the document window.
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Getting a Shortcut Menu

A shortcut menu offers the commands you
are most likely to need after you select an
object. A shortcut menu shows only
commands that are applicable to the
selected object. (Figures 44—46)

1. In Word, select text.
In Excel, select a range of cells.
In PowerPoint, select any object.

2. Hold down the Control key and click
the mouse button.

"Ma:dlnﬂm.llll!l
Maincoume bulle
ko crearm dsmwent and coffen

{Region
Horth
Soulh

Easl
Wesl

Figure 45. Shortcut menu for a range of cells
in Fxcel,

b 1ot

Figure 46. Shortcut menu for a PowerPoint
object.
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The puli-down
button

__Page Width

Figure 48. Click the existing zoom percentage

to select it and then enter a new percentage.

Zoom percentage
|

% HEEE 28T o -0

Figure 49. The Zoom Control.

DAk
AnBbCCDIEsXxY yZz

Figure 50. The Zoom dialog box in Word.

Getting Help
Office 98 has an extensive online help
database.

Click on the Office Assistant (Figure 47)
and type your question in the box that
appears.

or

Pull down the Help menu and make a

choice.

Zooming In and Out

To magnify your work on the screen,
choose one of the preset zoom
percentages or enter your own. For
example: 200% makes everything on the
screen twice as large.

LN

Click the current zoom percentage
number, type a new zoom percentage,
and press Enter. (Figure 48)

or

Click the pull-down button next to the
Zoom Control and then choose a
preset percentage from the list.
(Figure 49)

or

From the View menu, choose Zoom
and then choose a preset percentage
or enter your own in the Zoom dialog
box. (Figure 50)

Tips

In Word, Page Width zooms to a
percentage that neatly fits the text
across the screen.

In Excel, Selection zooms to the

percentage that neatly fits the selected
range of cells to the screen.
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Setting Up the Page Margins

Chapter 2

Setting Up the Page Margins

The page margins give you white space at
the top, bottom, left, and right sides of the
page.

3.

LI

From the Format menu, choose
Document. (Figure 51)

In the Document dialog box, click the
Margins tab. (Figure 52)

Click and then type over the margin
settings. (Figure 53)

or

Click the arrow buttons next to each
setting to incrementally increase or
decrease it.

Tips

Choose Page Setup from the File menu
to print landscape (sideways) rather
than portrait, or to specify a paper size
other than letter (8%2 x 11).

The Page Setup chaoices are stored as
part of the current document. The next
new document you create will revert
to the original, default page setup.

In Word, you can click Default after
changing the page setup to change the
default for the following new
documents.

NEW BN
Open-. %0
Open Web Page..

e LD R e

Save S
Save As...
Save as HTML...

JVerstons.l

PrintPraview
BAHAS L R i
 SendTo 1
_Properties..
1 Project Progress
2Menio to Group
Jletterto Jean

i Alnvolce2 |

Hargina Layaut

Teo ([ e ;
mion: [T

Lt

mont:  [Lze” 1R

TR rE— | —_—
anmiﬁ—uﬁu-wi - —
bl
Foator: B‘ Appli o=
EF«“;;}TM;;,‘"““” _

Figure 52. The Document Layout dialog box.
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Figure 53. The preview shows the current

margin settings.
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‘About This Computer..

£ Anple System Profiler
4§ Apple Video Player

€5 ApplecD Audio Player
(JAutomatedTasks b

'%nnd [ 5

4 Graphing Calculator

[® nigsaw Puzzie

[l Keycaps -
Note Pad

@ ecent Applications b |

Gl RecentDocuments b

Laservriter 8

~

@ Active
ARmaTalk @ Inactive

761

Figure 55. The Chooser dialog box.

Choosing a Printer

If you have more than one printer
available, you can choose a printer other
than the default printer.

1. From the Apple menu, choose
Chooser. (Figure 54)

2. In the Chooser dialog box, click the
printer driver you want to use.
(Figure 55)

Tip

The options that come up in the right
half of the Chooser dialog box when
you click a printer driver will vary
depending upon your installation.
Click the appropriate options for you
and then click the window’s close box.

Printing
1. From the File menu, choose Print.

or
Press 3+P.

2. If necessary, choose different options
in the Print dialog box.

3. Modify the number of copies, if you
want.

4. Click All to print the entire document,
or enter starting and ending page
numbers.

v Tip

In Word, you can enter a range of
pages and individual pages at the same
time. Entering 1-3,5 would print pages
1 through 3 and also page 5.
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Chapter 2

Saving Your Work

1.

LN

From the File menu, choose Save.
(Figure 56)

or

Click the Save button. (Figure 57)

or

Press ##+8.

On the Save dialog box, type a
filename over the temporary document
name in the Save Current Document as
text box. (Figure 58)

Choose where you want the document
to be stored and then click Save or
press Enter.

If the Summary Info dialog box
appears, enter as much information
into the text boxes as you want and
then click OK. Press Tab to move from
text box to text box. Summary Info
helps you find the file later.

(Figure 59)

Tip

Each application has a way to set a
default folder for your work. In the
online help system, search for help on
defaults and look for the sub-topic
“Creating default directories or
folders.”

CPageSeup. |
Print Preview

T NS WL
sendTa 3
1Praject Progress
2 Mamo to Group
dletterto Jean

| A1vaice 82,

(it =7 mg
Figure 56. The File menu.

The Sm;rz button.
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Figure 57. The Save button.
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Figure 58. The Save As dialog box.
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- Op#nWeh Page..
| aoe . mw

I hemota ceoup
| 2Project Progress
3letterto Jean

4 Involce 6/2

ot ma

Figure 60. The File menu.

EHervined

Figure 61. The Open button.

Select a Document:

List Files of Type:

[[Readable Files

m [ Read Only

= Macintosh HD

Figure 62. Double-click a filename.

Reopening a Saved File

1. From the File menu, choose Open.
(Figure 60)
or
Click the Open button. (Figure 61)
or
Press 3+0O.

2. In the Open dialog box, navigate to
the location where the file you want is
stored, and double-click the filename
to open. (Figure 62)
or
Click the filename and click OK.

Tips

You can use Find File on the File
menu to search for files based on the
Summary Info information you entered
when you saved the file or the text
contents of the file.

LN

M If the file you want to open is one
you've used recently, it may appear in
a list of recent documents at the
bottom of the File menu. If so, just
select it there to open it again.

Special Note on Folders:

Folders are the way you organize your
files on a Macintosh. With the Macintosh
system, you can add or delete folders and
create folders within folders. The system
also lets you manage (move, copy,
rename, and delete) folders and the files
you accumulate. You'll want to learn more
about basic system software procedures to
understand folders and files. The manuals
that came with your Macintosh are a good
place to start.
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Quitting an Office Application
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Quitting an Office Application
From the File menu, choose Quit.
(Figure 63)
or
Press #+Q.

Tip

The Macintosh will not let you quit an
application without offering you the
chance to save any open documents
that have changed since you last saved
them.

LI

Newm %N
open.. #0
Open Web Page...
Close O BW
Save 2 %S
Save As..
Save as HIML...
versions...

Page Setup...

Print Preview
Printl o BE
sendTo b
Properties..

1 Invoice 6/2

2 Project Progress
3Memo to Group
4 Letter to Jean

Figure 63. The File menu.
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Office and the Internet

When most people refer to “the Internet,”
they usually mean the World Wide Web,
or the Web, for short. The Web is the part
of the Internet that gives you access to
documents that contain text, graphics,
links to other documents, and a growing
host of multimedia elements. An optional
program included with Microsoft Office 98,
Internet Explorer, can be your tool for
exploring the Web. If you are one of the
growing number of people with a Web
site to support, Word can help you create
and maintain the content of the site.

Web page

The Internet is much more than just the
Web. For example, if you have ever sent
or received e-mail to someone who's not
on your online service, you have used the
Internet. Another optional program
included with Office 98, Outlook Express,
lets you send and receive private e-mail
messages, and read and post public
messages on any of many thousands of
Internet newsgroups.

jSuiajuj 3t pue 33430

Word, Excel, and PowerPoint all can use
Internet links to connect to other
documents. These links can be to files on
your own computer, or they can be to
files stored on computers that are
accessible to you through the Internet.

a1



Installing the Internet Applications

Chapter 3

‘Installing the Internet Applications

1. Drag the Microsoft Internet
Applications folder (Figure 2) from
the Microsoft Office 98 CD-ROM to
your hard disk.

2. Double-click the alias for either
Internet Explorer 4.0 or Outlook
Express 4.0.

Internet Explorer

To use Internet Explorer, you must have
established a connection with an Internet
service provider, a company that has
connected one or more of their computers
to the global network. Most companies of
any size have such a connection through
which you can access the Internet with
Internet Explorer. The popular online
services, such as America Online and, of
course, Microsoft Network, provide dccess
to the Internet for their subscribers.

v Tip

B Web pages can take a long time to
load on your computer. Using a faster
modem can make a big difference. If
you're interested in getting a faster
modem, find out from your Internet
service provider the kinds of modems
they support and the speeds they can
handle now and in the foreseeable
future in your service area.

=]
Qutloot Express 40

Internet Explerer 40

Internat Explorer 40 Foldsr  Outlook Express 4.0 Folder

Micresafl NetShaw Personel Web Server

Figure 2. The Microsoft Internet Applications
Jolder.
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Figure 3. Internet Explorer.
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Figure 4. The nternet Explover address field.
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¥ Education
Computing
Education Resources
Higher Education
K-12 Education

Figure 5. Hypertext link.

Opening a Web Page

1. Double-click the Internet Explorer
icon. Internet Explorer opens.
(Figure 3)

2. Type the address of the Web page
(sometimes referred to as a Universal
Resource Locator, or URL) into the
Address field. (Figure 4)
or
Click a link on the current Web page
to open a different page. Words that
are colored or underlined are usually
links to other Web pages.

(Figure 5)

Tips

You can set the Web page you use as
your initial location in the “Home/
Search” section of the Preferences
dialog.

M Most Web sites have addresses that
look like http:/www.microsoft.com/
which you can abbreviate as
“microsoft.com” (without the quotes).
Internet Explorer will fill in the rest.

LN
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Managing Links

Chapter 3

Managing Links

When you find a Web site that you will
want to visit again, pull down the
Favorites menu and choose Add Page to
Favorites. (Figure 6) A link to the site will
be added to the bottom of the Favorites
menu, 50 you can get to it directly the
next time you want to visit the site.

v Tips

B When you want to delete or reorganize
items in your Favorites menu, pull
down the menu and choose Open
Favorites.

M Graphics can also be links. As you
move your cursor over a Web page,
the cursor changes to a hand figure
when it passes over a link (Figure 7).
Click the link to go to a different Web
page or to a different location on the
current page.

B Clicking and holding on a link brings
up a menu with more options for
using the link.

Favorites
Atlci anP to F

nvoll es D

[:lfuulbnr qurihes )i‘,'

Figure 6. The Favorites menus.

Computing
Tech Iﬂews , Game Downloads , Hardwars ..,

Figure 7. Hand cursor indicates a link.




Office and the Internet
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Figure 8. Outlook Express.

L

Open 'Inbox’ #0 m__ fodh -

Mail Message “S¥N

uwnqemn-entmur.. 0RQ

Lquie %0

Qose i ®W| Nows Message
$ave-ilin “S | contact

Save As... . Mailing List

Import P Falder CEN
.mnrt_c{:nmu- {._Subfolder

Figure 9. Creating a new message.

Using Outlook Express E-Mail

4.

LI

Double-click the Outlook Express icon.
Outlook Express opens. (Figure 8)
Click a folder in the left window to
display its contents in the upper-right
window.

Double-click one of the messages in
the upper-right window to see its
contents in the lower-right window.
To compose a new e-mail message,
pull down the File menu, pause on
New, and choose Main Message.
(Figure 9)

or

Press 38+N.

Tips

You can create a new folder in which
to store mail by pulling down the File
menu, choosing New, and choosing
Folder from the submenu that pops
out.

Use the Message menu to reply to
e-mail you've received, forward a
message to someone else, or attach a
file to a message that you will send.

Click the Contacts item in the left
window to maintain a personal address
book of people with whom you
correspond. Click the Fourll item

to search for someone’s contact
information,
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Outlook Express Newsgroups

Chapter 3

Using Outlook Express Newsgroups
Newsgroups (sometimes referred to as

UUNet newsgroups) are discussion groups
open to anyone with access to a
newsgroup server. Each newsgroup is
focused on a particular topic. Newsgroup
messages look very similar to e-mail
messages. The difference is that they are
posted publicly, so that anyone with
access (o a news server can read the
message.

1.
2.

4.

LN

Double-click Outlook Express.

Click a newsgroup server in the left
window to show a list of the
newsgroups it offers in the right
window. (Figure 10)

Double-click one of the newsgroups
and a new window appears showing
the list of messages in that newsgroup.
Double-click one of the messages to
see the contents of the message in the
lower window. (Figure 11)

Tip

To add a newsgroup server to the list,
pull down the Edit menu and choose
Preferences. Under Accounts, click
News, and then click New Server. Your
Internet service provider should be
able to tell you what you need to
know to complete the configuration of
a new Nnewsgroup server.

Disphiy mvigroms contitehg -

&9 Datox

eyl micresaft pub e acones Lrdpartycirgrp
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reorosoft gublia secess forms
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Figure 10. Outlook Express opened to
newsgroups.
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Figure 11. Newsgroup message window.
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Figure 12. Insert Hyperlink button.
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@ 1f you went o Jump o aspecific Jocation within the docurnent, such

a3 2 bookmark, a hamed rangs, or a alide number, enter or locate
{hat informaticn above.

o Use relative path for hyperiink

=

Figure 13. Insert Hyperlink window.
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Word Document b
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Word 6.0/95

Figure 14. The Action Settings dialog box.

Creating Links in Word,
Excel, and PowerPoint

1.
2.

3.

4.

Save your document

Click the Insert Hyperlink button on
the Standard toolbar. (Figure 12)

In the upper text box of the Insert
Hyperlink dialog (Figure 13) specify
the path to the document if it's on
your own computer, or the address of
a Web site,

In the lower text box, you can specify
the point in the document to which
you want to link (e.g. a particular slide
in a PowerPoint presentation).

Links in PowerPoint
PowerPoint offers more options for links
than the other applications.

2.

LN

Pull down the Slide Show menu and
choose Action Settings.

Use the tabs in the Action Settings
dialog box (Figure 14) to specify
whether the link occurs when you
click it or when you simply pass the
mouse pointer over it during a slide
show.

Tip

If you specify a Mouse Click action,
you may also specify a sound to play
when the mouse cursor goes over the
link.
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Web Pages

Chapter 3

Creating Web Pages in Word

If you have your own Web site, you can
use Word to create pages for the site. Web
pages use a language called HyperText
Markup Language (HTML). Word can
translate your document to HTML.

1.

LN

Pull down the File menu and choose
Save As HTML.

or
In the regular Save As dialog box,
open the Save File As Type popup
menu and choose HTML Document.
(Figure 15)

To see what your Web page might
look like in a Web browser, click the
Online Layout View button to the left
of the horizontal scroll bar at the
bottom of the document window.
(Figure 16) If your document has
headings, you will get a Document
Map pane on the left, which allows
you to quickly jump to any heading in
the document.

Tip

In most Web browsers, users can
specify the font and size they want to
use for text, so you can never be
certain where lines of text will end or
how many lines there will be for all
visitors to your site,

g e
7 Dudget I T _J
_r} Newt Year's Projections :
[# Proposal
% Schedule @
Word Document ===
. Document Templote S
| Textonly L0 "
| Text onlywith Line Braaks i |
MS-D0S Text D
MS-DOS Text with I.Ine Breaks
Rich TextFormat
Save Current Docun|| UnIfotB Text
Home Page | ¥
Save Flle as Type:

Figure 16. The Online Layout View button.
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Figure 1. The Microsoft Word window

About Word .

What Is Word?

Word 98, the word processing part of the
Microsoft Office suite, creates letters,
memos, invoices, proposals, reports,
forms, Web pages, and just about any

‘ other printed or electronically
distributed documents.

é

You can type text into Word
and insert drawings or scanned
photos, formatting the text and
graphics into sophisticated
documents, complete with
running headers and footers,
footnotes, cross-references,
page numbers, tables of
contents, and indexes. On the
other hand, you can create
simple text memos with Word’s
easy-to-use features.

Word’s approach, as with the other
applications in the Office suite, is entirely
visual. As you work in a document, you
see all the text, graphics, and formatting
exactly as it will appear when you print it.

Word can easily work in concert with the
other Office applications, too. It can
display numbers from Excel or slides from
PowerPoint.
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About Word

Cstiv
1

Entering and Editing the Text

Start a new document and type the
text. Don't worry about formatting.
You'll take care of that later by
using styles or by manually
formatting the characters and
paragraphs. Pages 57-64.

Formatting the Characters

Select words or paragraphs whose
characters require a special look (a
different font or font size, bold-
facing, italicizing, or underlining, or
another special font effect) and
“font format” them. If you've created
styles that contain font formatting,
you can apply the styles to save
time. Pages 65-70.

Formatting the Paragraphs
Select paragraphs that need a
different look and apply paragraph
formats to them. Change their
indents, line spacing, centering, and
tab settings in this step. Also add
bullets or numbers, if you want. If
you've created styles that contain
preset combinations of paragraph
formatting options, this is the time
to use them. Pages 71-79.

Formatting the Pages

When the text is in shape, you can
begin making overall adjustments to
the pages. You can change the page
size, page shape, and the margins,
set up multiple columns of text, and
repaginate the text to fit the pages.
You can also set up the elements
that appear on all pages, such as
headers, footers, and page numbers.
Pages 85-92.

i
5

Adding Tables or Objects

from Other Applications

Word’s built-in table tools make
creating and revising tables of text
or numbers quick and easy. If the
table you need is a range of
numbers from Excel, you can simply
drag the range from an Excel
window into your document. The
range appears and it shows all the
data and formatting you applied in
Excel. You may want to augment
the document with information from
other Office applications, too, such
as with slides from PowerPoint.
Pages 93-112.

Proofing the Document

Word’s AutoCorrect and its spelling
and grammar checkers can catch
many errors on the fly as you type,
but you'll still want to check the
document to be sure you've fixed
everything. Pages 113-114.

Printing or Mailing

the Document

Before you print the document, you
can preview it to find obvious
formatting errors in advance, If
you're ready for the “paperless
office” you can attach the document
to an e-mail message. Page 45.

Extras

Not in the everyday flow are these
special features you’'ll learn about:
printing envelopes, creating form
letters, and using templates to create
virtually automatic documents.
Pages 116-124.
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Chapter 4

The Word Window

2 Menu bar

1 Title bar 3 Standard toolbar

&4 Formatting toolbar

" & ne me'vnw Insert lFormat Font Tools Ln + Window

D@8y rtmed o«

@ The Word Window

Word

7 End of file marker

'~ & Tab alignment button

9 Normal view button
10 Online Layout view button

11 Page Layout view button

12 Outline view button
|EEEBnD

I Page
Figure 2. The Word window ‘

13 Status bar

8 Scroll bars

14 Mode indicators

15 Office Assistant
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About Word

Key to the Word Window

1 Title bar

Displays the document name. Drag the
title bar to move the window.

2 Menu bar

Click any name on the menu bar to pull
down a menu.

3 Standard toolbar

Contains buttons that you can use for
standard file management, text editing and
proofing commands.

4 Formatiting toolbar

Contains buttons that you can use for
formatting characters and paragraphs.

5 Ruler

Accurate horizontal ruler showing page
width and position of tabs, indents, and
columns.

6 Tab alignment button

Click this button before setting a tab to
select a tab type.

7 End of file marker

Horizontal line showing the end of the
current file. When you open a new
document, the end of the file is at the top
of the screen.

8 Scroll bars

Use these scroll bars to move the view of
the document up or down or to quickly
jump to a spot in the document. The
length of the vertical scroll bar represents
the length of the entire document. The

position of the scroll position indicator
represents the position in the document of
the currently visible window.

9 Normal view button

Click this button to switch to a normal
view of the document.

10 Online layout view bution

If you're creating a Web page, click this
button to see how it will look online.

11 Page Layout view button

Click this button to switch to Page Layout
view, which shows page borders, accurate
margins, headers and footers, and other
elements exactly as they’ll appear when
you print them.

12 Outline view buiton

Click this button to work with the
document as an outline so you can
develop the structure of a document.

13 Status bar

Shows the current page number and
position of the insertion point in the
document.

14 Mode indicators

These show special conditions that are in
effect, such as recording a macro, tracking
changes in the document, extending a
selection, or overtyping.

15 Office Assistant

Click the Office Assistant window for
online help.
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@ Starting Word

Word

Chapter 4

Starting Word
Double-click the Microsoft Word icon
in the Microsoft Office 98 folder.
(Figure 1)

v Tip

B If Microsoft Word is already started,
pull down the application menu and
choose Microsoft Word from the list of
running applications,

Microsoft Office 98

6 iterna, 1.3 GB available

Microsoft Power Point M

Shared Applications

Microsoft Excel

Office

Readme Clipart =1

A1 [ ]7Z

Figure 3. The Microsoft Word icon in the
Microsoft Office 98 folder.
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- Entering and Editing Textﬂ

The New button

I

Figure 1. The New button in the Standard
toolbar.
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- Versions..
Page Setup...
Print Preview

1 Project Progross
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quit #q

Figure 2. The File menut.
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Figure 3. The New dialog box.

Window
New Window
Arrange All
Split

Show Clipboard

1 Invoice 6/2
2 Letter to Jean .
v 3 Project Progres

Figure 4. The Window menit.

Starting a New Document

When Word starts, Document1 is open
and ready for you to type text. Documents
are numbered sequentially and several can
be open simultaneously. To start Docu-
ment2 follow these steps:

LN

Click the New button to open a new
document. (Figure 1)

or
Press &-+N.

or
From the File menu, choose New
(Figure 2) and then, in the New
dialog box, click the tab that corre-
sponds to the type of document you
want, click the template or Wizard you
want to use, and click OK. (Figure 3)
To learn more about templates, see
Saving a Document as a Template,
page 119.

Tips

To switch from one open document to
another, choose a document name
from the list of open documents at the
bottom of the Window menu.

(Figure 4)

A single document can be displayed
within the Word window, or several
documents can be arranged in their
own windows within the Word
window,
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Chapter 5

Entering the Text

Typing in Word is just like typing with a
typewriter except that you do not press
Enter at the end of a line. When the
insertion point reaches the right margin, it
wraps automatically to the next line. Press
Enter only to start 2 new paragraph.
(Figure 5)

v Tips

B Press Delete to back up and erase
mistakes to the left of the insertion
point. (Figure 6)

B Press Clear or Del to delete characters
to the right of the insertion point.
(Figure 7)

B Word automatically corrects many
common typos, such as forgetting to
capitalize the first word in a sentence,
or typing “teh” instead of “the.”
(Figure 8) See Automatically
Correcting Typos, page 113.

Our initial survey of the market f
majority of dog owners|like

Our initial survey of the market fq
majority of dog owners|

Our initial survey of the market f¢
majority of dog owners prefe]

Figure 7. Press Clear or Del to delete
characters to the right of the insertion point.

Memorandum

To: MalpAngs
From:DmHendenm
Dste: 41249

Re: PrgqeaX

O iritid sevey of the maiet for pet caze products tndeates that an tverw helming.
mgoxity

Figure 5. Do not press Enter when you get to
the end of a line. Word will jump to the next
line when it can fit no more text on the
current line.

Our initial survey of the market fq
majority of dog ownirg

Our initial survey of the market fd
majority of dog owr{

Our initial survey of the market fq
majority of dog ownerg

Figure 6. Press Delete to delete characters to
the left of the insertion point.

Our initial survey of the market for pe
majority of dog owners prefer teh|

Our initial survey of the market for pq
majority of dog owners prefer the |

Figure 8. Word automatically corrects typos
when you finish a word.
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Entering and Editing Text

Tab  Enter Space Space

| |

Memorand

To: - mammanps [UCTS INdicates tha -arover

From:Dn Hendemans :

i o nlcofDogeieBurgers. o
Re: -» PrqectXv

Ow fitld suwvey of the market for. ® rodics indcates Tl o overy

rayority of dog CvRes jrefs the lgk of DoggieBurgers.
Accardnglomay o a

Figure 9. Nonprinting characters.

Show/Hide § button

R 8[53%'0:@ =

Figure 10. The Show/Hide § button.

About the Paragraph Marks
(Show/Hide {| button)

If nonprinting characters are turned on,
you will see a Paragraph Mark (q) at the
end of each paragraph and a dot wherever
you pressed the Spacebar to help you
understand the formatting in your
document. (Figure 9) Table 4-1 shows the
nonprinting characters you will see in
documents.

Click the Show/Hide g button to turn
on nonprinting characters. (Figure 10)

v Tip

B If nonprinting characters are already
on, click the Show/Hide § button
again to turn them off.

Table 4-1. The Nouprinting Characters

H End of paragraph

Dot Space

— Tab

4+ New line, same
paragraph
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Chapter 5

Text Editing

To insert new text, position the insertion
point and then type new text at the
insertion point. (Figures 11-12) See
Moving the Insertion Point, page 23.

Press Delete to delete characters to the left
of the insertion point or press Clear or Del
to delete characters to the right of the
insertion point.

To move or copy text, use drag and drop.
See Dragging and Dropping Text, page 29.

To replace existing text, select the text,
and then type new text in its place.
(Figure 13)

Our initial survey of the market for pet care productl
majority of dog owners prefer the natural beef look

According to many of our [respondents,

Figure 11. Place the insertion point at the
location for the new text.

Our initial survey of the market for pet care products
majority of dog owners prefer the natural beef look

According to many of our over 1,000 [respondents,

Figure 12. Anything you type is inserted at
the insertion point.

Our initial survey of the market for pet care products
majority of dog owners prefer the natural beef look

According to many of our [f{¥811,000 respondents,

Our initial survey of the market for pet care producty
majority of dog owners prefer the natural beef look

According to many of our more than [1,000 responde

Figure 13. Anything you type while text is
selected replaces the selected text.




Entering and Editing Text

Undo Formatting 22
Reuee; Formatting %Y
ot E R
Copy e
Paste Y
Paste Special...
Paste as Hyperiink
Clear
LS SEIectall STe e i
Replace.. ! #H
LRRE
Links...
Object 23 B
Publishing »

Figure 14. The Find command.
Type the text to fz’n'd bere.

== Find and Replace T

Figure 15. The Find dialog box.

Click here.

o L e TCEL]

A et

Figure 16. Click to choose an earlier text
item to find again.
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Find - L i - —e

!:e:l'n_w:!_l{'.v, | Formatw Spaciel v

Tabs..
Language..
Frame.
Style..,
Highfight

Figure 17. Choose a format lype here.

Finding Text

1. From the Edit menu, choose Find.,
(Figure 14)
or
Press 38+F.

2. In the Find dialog box, type text in the
Find What text box. (Figure 15)

3. Click Find Next.

¢ Tips

B To find the same items again, click the
pull-down button next to the Find
What text box and select from the list.
(Figure 16)

B To search for special formatting, click

the Format button and then select a
format on the subsequent menu and
dialog boxes. (Figure 17) Table 4-2
shows the other options available.

Table 4-2. Special Find Options

Match Case

Find Whole
Words Only

Use Wildcards

Sounds Like

Find All
Word Forms

Finds words that contain
the same upper and
lower case characters.

Finds text when not part
of a larger word. Finds
“art” but not “artistic.”

Allows you to enter a
code to specify a special
character combination to
find (for example, a “?”
will match any single
character).

Finds text that sounds
like the Find What text.

Finds all variations of
the chosen word (for
example, “apple” and
“apples,” “sit” and “sat”).
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Chapter 5

Replacing Text

;-

v
|

From the Edit menu, choose Replace.
(Figure 18)

or

Press #+H.

In the Find and Replace dialog box,
type the text to find in the Find What
text box. Click the More button for
more choices. (Figure 19)

In the Replace With text box, type the
replacement text.

Click the Find Next button.

Click Replace to replace the text or
click Find Next to skip to the next
occurrence of the Find What text.

or

Click Replace All to replace all occur-
rences of the Find What text in the
entire document.

Tips

The Search pull—down list gives you
the choice to search Up from the
insertion point, Down from the
insertion point, or All (through the
entire document). (Figure 20)

You can replace formatting as easily as
you can replace text.

Undo Formatting 82

: l_leneg:t Formatting #Y
- Copy ®C
- Paste 8Y
- Paste Special... -
 Paste as prerimk ﬂ
‘ ;,Clanr ]
~ SelectAll A
~ Find... %®F
GoTo. 6
Links...
i Object, |
: Puhlishing »

Figure 18. The Edit menu.
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Figure 19. The Find and Replace dialog box.
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Figure 20. The Search pull-down list,
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Entering and Editing Text

Switching to Page Layout View

Switch to Page Layout view (Figure 21) to
see the document as it will look when
printed, including the accurate page

borders, page margins, headers and .
footers, multiple columns, and frames that 2
contain images.
e S e B R Click the Page Layout View button. .g
Figure 21. Page Layout view. (Flgre 22) :
or .
Page Layout view button From the View menu, choose Page
Layout. ¢
v Tips : .%
B Page layout view is an actual working ~ Werd

view of the document in which you
can enter, edit, and format text.

B While in Page Layout view, turn from
page to page by clicking the Next and

Previous Previous buttons. (Figure 23) The

Select Browse Object button, between

Select Browse
Object the Next and Previous buttons, lets
you choose to make the Next and
Next Previous buttons take you to the next
Figure 23. The Next Page and or previous table, graphic, heading,
Previous Page buttons. etc., rather than the next or previous
page.

B While in Page Layout view, you can
choose Whole'Page from the Zoom
Control list to see the entire page.
(Figure 24) See Zooming In and Ou,
page 35.

Figure 24. Viewing the whole page
in Page Layout view.
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Chapter 5

The Other Views

In Outline view (Figure 25), you can
enter several levels of headings, type text
underneath the headings, and rearrange
both the headings and the text as you
work out the structure of a document. To
edit and rearrange the main headings, you
can collapse any lower level headings
underneath a heading at any level.

In Master Document view (Figure 26),
you form a compound document
composed of individual documents. Any
change made to one of the component
documents shows up in the master
document, and vice versa.

When you click the Document Map button
in the toolbar (to the left of the Show/
Hide q button), a new pane opens on the
left (Figure 27) showing you all the
document’s headings, so you can jump
quickly to any of them.

¢ Recent Developments
= /lnitialgrantsirom state
= Formationof benefitcommitiee
o Pubiicilyincreases

= TV appearances

= Magazine articles
¢ Current Projects

& Formationofadvisoryboard
Summer benefit
Invitations
Location

= Entertainment
= Lefterto polentialdonors

gog

Subdocuments within
master document

= [lnitialgrantsirom state
= Formationofbenefitcommittee
o Publicityincreases
= TV appearances
& Magazine articles
©

®a Current Projects
¢ Formationofadvisoryboard
= Summer benefit
= Invitations
= Location
= Entertainment
& Llefterto potentialdonors

2 Recent Developments.
= /nltialgrantsirom state:
] '.Pybl“ fc_;i?ffna-usaﬁ
= appearancess
= Magazine articless
o Current Projects:
& Formalionofadvisoryboard:

= Summer benefit«
= Invitations«
= Location«
= Entertainments
= Lellertopolentialdonors:
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Font Formatting

About Font Formatting

The look of the characters (letters,
numbers, and punctuation) that you type

Times New Roman 12 pt. Italic, underlined

Comic Sans MS 20 pT- is automatically set when you begin

typing, but you can change it by choosing
Arial 24 pt_ Bo ’d’ Italic different font formatting. (Figure 1)

As with any change, you must select the s
SMALL CAPS text to format first (an individual character,

a word or two, a paragraph, or the entire

document) and then select font formatting

with a menu selection, a click of a toolbar

button, or a special keyboard shortcut.

Figure 1. Examples of different font New text that you type into the document

formatting. assumes the character formatting of the
text immediately to the left of the insertion
point.

. Word
Superscript!

For speedy document formatting, font
formatting can be part of the information
you record in a style. Applying a style that
you've created to a paragraph automa-
tically applies character formatting to the
entire paragraph. See About Styles, page
82.
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Chapter 6

Changing the Font and Font Size

1. Select the text to format. (Figure 2)
See Selecting Text, pages 25-27.

2. Pull down the Font list on the Format-
ting toolbar and select a font name.
(Figure 3)

3. Pull down the Font Size list and select
a different size or click the current size
and type a replacement.

(Figure 4)
or

1. Select the text to format. (Figure 2)

2. From the Format menu, choose Font
and then, on the Font dialog box,
select a font on the scrollable list
under Font and a Font Size on the
scrollable list under Size. (Figure 5)

Tips

To use the keyboard to change the
font of selected text, press #+Shift+F,
press the up or down arrow keys to
select a font in the font list in the
Formatting toolbar, and then press
Enter.

LN

B To return selected text to the standard
font and size for the paragraph, select
the text and press Control-Spacebar or
#+Shift+Z.

B To increase the font size of selected
text, press 3+Shift+>.

B To decrease the font size of selected
text, press #8+Shift+<.

Deas Qooupant,

We wish to infonn you thatoutof the podmﬁ:sfmtmxu. the Landmark Bullding
MaragemsniCaorporatian has decided to SEEHycur rent

As of naxt month you will begin seeing Uhe reductionn yous monthly rent kel

Hawe anice day.

Figure 2. Selected text.

SN . — C/ick bere (o pull
Arial Z
Arial Black down the Font list.

| Charcoal
Chicago
Comic Sans MS
Courter
Courier New
Geneva

Figure 3. The Font list.

W{—C‘hc/e here to pull down
the Font Size list.

Choose a font
Srom this list.

from this list,

Figure 5. The Font dialog box.

Choose a font size

Dear Cooupant,

Wo wish to inform you (hatoutof tha goodnsss of our hearts, the Landmark Buiding
ManagsmentCorporation has decided 1o [N Mhvour ot 20%.

As of next month, you will begin seeing the reduction in your monthly pent bill
Have a nice day

Figure 6. Text with its new font and
Jfont size.




Font Formatting

As you know. yourlease for offics #200 in ths East Corsl Sales building will expire on
| Enolosed, youwill find a contract to extand your temancyfor an

1! years
The contract nchudes a rental mte of $495.00 per month.

Figure 7. Selected text.

Figure 8. The Bold, Italic,
and Underline buttons.

Font
— Style
list

Figure 9. The Font dialog box.

As you know, lease for office #200 in the East Coast Sales building wall expire on
. Enclosed, you will find a contraot (o extend your tenancyfor an
1tional thres yeazs.

The contractinoludes a rental rate of $49500 per month.

Figure 10. Formatted text.

Single
Words Only

Dot Dot Dash
Wave

Figure 11. Underline options.

Boldfacing, Italicizing

and Underlining

1. Select the text to format. (Figure 7)

2. Click the Bold, Italic, or Underline
buttons on the Formatting toolbar,
(Figure 8)
or
From the Format menu, choose Font
and then, in the Font dialog box, click
an item on the list under Font Style. To
change underlining, click the pull-
down button next to the Underline text
box and then select an underline
option on the list. (Figure 9)
or
Press one of the keyboard shortcuts
found in Table 5-1, below.

Tip

The Bold, Italic, and Underline buttons
and keyboard shortcuts are toggles.
Use them once to turn formatting on,
again to turn formatting off.

LN

Table 5-1. Keyboard Shortcuts

3#+b Bold
¥+ Italic
#+u Underline
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Word

Chapter 6

Expanding and Condensing
Character Spacing

1. Select the text to format. (Figure 12)
2. From the Format menu, choose Font.

3. On the Character Spacing tab of the
Font dialog box, click the up or down
arrows next to the By text box to
expand or condense the character
spacing. (Figure 13)

v Tip

B To quickly return expanded or con-
densed text to normal, select the text
and then press Control+Spacebar or
#-+Shift+Z.

IV ior DU [

Click these arrows to expand or
condense character spacing.

rerigerns (RN pvnen

el

The Preview shows
the current setting.

! . - e i e e ...__'_ -
t MEMORANDUM _|

Figure 13. The Character Spacing tab
on the Font dialog box.




Font Formatting

~ ®Sentenc i
- (lovercese
: Q uwzmst

Memorandum

Figure 16. The Font tab of the
Font dialog box.

Small caps
All caps

Changing the Case of Characters

1.
2.

Select the text to format. (Figure 14)
Press Shift+F3 or #+Option+C to
toggle among Initial caps, ALL CAPS,
and all lower case.

or

From the Format menu, choose
Change Case and select an option on
the Change Case dialog box.
(Figure 15)

or

. Select the text to format. (Figure 14)

From the Format menu, choose Font.
On the Font tab of the Font dialog
box, click the Small Caps or All Caps
checkboxes. Click either one again to
clear it. (Figure 16)

v Tip

You can also select the text and use
one of the keyboard shortcuts found in
Table 5-2, below.

Table 5-2. Keyboard Shortcuts

Shift+F3 Cycle through case
selectsions.

#+Shift+K Small caps

#+Shift+A All caps

Control+ Remove Small caps or

Spacebar All caps applied with

keyboard shortcut.
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Chapter 6

Special Font Effects

On the Font tab of the Font dialog box,
the check boxes let you specify special
effects for the selected text.

1. Select the text to format.
2. From the Format menu, choose Font,

3. On the Font tab of the Font dialog
box, click as many effects as you'd like
to apply to the selected text.

(Figure 17)

T ext Superscript

Te}Ct Subscrint

Shadew
Outline

A I R
i

SMALL CAPS
ALL CAPS
Hidden

Figure 17. The Font effects.
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Paragraph Formattingn

Memorandums

To: Bishops
From:DaonHenles s
Date: 4058 «

Re: » Weekmdplwae

I very mch lodking foow i d tothe qpporturtty 10jdn you tnyou v dutser goofs
prvpraios (o te anual Chod st dirner for the homeless. 1 mderstad that te
H Anmy shelter begirning of 10 am.

gher st the

P
Swwday s

Fisawe 1ot me knr 111 ¢ hatp by beirging sy upgdies cther than G largs cooking pt
thr Megan siad me tokring
“

Figure 1. Paragraph marks.

This paragraph will

Insertion point ~ be formatted.

I'm very ruchloddrng foward 10he quportanity 1ojdnyoy iny o vdunteer grau's
pepawions for the @nual Chiistman dimer for-the hameless. | inderstand that the
vdunteers are suppored 10 gathex af the Salvarion Ay sheller begizning & 10 am. oy
Sarurday.s

Flewe 1et me know {f1-can help by inging any supplies aher than the-Jarge cooking pot
it Megan whed me toling =
o

Figure 2. The paragraph containing the
insertion point will be formatted.

These two paragraphs will be formatted.

I'ra verymchloddng foow ard to the gppo ou 1
pIT} fox tha amual Chalsumas i T e o b Y
EPEEA 0 el 5

SRR PR urplies ather than e large cooking pot —

Flewie 16t pue J3om 011 can lndp

i Mepn skxdmetolying =
o

Figure 3. Drag across multiple paragraphs
that you want to format.

About Paragraph Formatting

Paragraph formatting applies changes in
appearance to entire paragraphs. The
most popular paragraph formatting
options include indenting, double spacing,
centering, justifying, numbering, and
adding bullets to paragraphs.

A paragraph is any amount of text that
ends in a paragraph mark (created by
pressing the Return or Enter key), from as
little as a single word. to multiple lines of
text. (Figure 1)

v Tip

B Use the Format Painter to copy
paragraph formatting from one
paragraph to others. See page 32.

Selecting Paragraphs

To select a paragraph for paragraph
formatting, click anywhere in the
paragraph. The paragraph containing the
insertion point will be formatted.
(Figure 2)

To select multiple paragraphs, drag from
anywhere in the first paragraph that you
want to format to anywhere in the last
paragraph to format. If the selection
extends anywhere into a paragraph, the
paragraph will be formatted. (Figure 3)

v Tip

B To select multiple paragraphs quickly,
drag down through the left margin
next to the paragraphs.

rh
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@ Indenting Paragraphs

Chapter 7

Indenting Paragraphs with the Ruler

1. Click in or select the paragraph or
paragraphs to be formatted. (Figure 4)

2. Drag the left indent marker to set the
left indent of all of the lines in the
paragraph except the first line.
(Figures 5 and 7)

To change the first line, see page 63.

or

Drag the rectangular button below the
left indent marker to move the first line
indent and the left indent markers
simultaneously and maintain their
relative positions.

(Figure 7)

3. Drag the right indent marker to set the
right indent. (Figure 6)

Tips

Click on a paragraph and then
examine the indent markers on the
ruler to check the indent settings for
the paragraph.

LN

B Click the Increase Indent button on the
Formatting toolbar to increase the left
indent one-half inch. (Figure 8)

B Click the Decrease Indent button to
decrease the left indent one-half inch.
(Figure 8)

—First line indent marker
I “——TLeft indent marker
—Move both indent markers

Figure 7. The indent markers.

Decrease  Increase
Indent Indent
button button

‘E@ = ke

Figure 8. The Increase Indent and Decrease
Indent buttons.

& o
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Paragraph Formatting

Figure 10. Drag the first line indent marker
to create a first line indent.

Figure 11. A banging indent.

Changing the First Line Indent

LN

Select the paragraph or paragraphs to
format and locate the left side indent
markers in the ruler. (Figure 9)

Drag the first line indent marker to set
the indent of the first line of a
paragraph. (Figure 10)

Tips

Drag the first line indent to the left of
the left indent marker to create a
hanging indent. (Figure 11)

Changes to indentation take place
when the mouse button is released; the
figures here were captured with the
changes already applied.
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Chapter 7

Indenting with the
Paragraph Dialog Box

1.

2.

4.

v
=

Select the paragraph or paragraphs to
format. (Figure 12)

From the Format menu, choose
Paragraph. (Figure 13)

On the Indents and Spacing tab of the
Paragraph dialog box, change the left
or right indent settings by clicking the
increment/decrement buttons

(Figure 14) or by double-clicking the
current setting and typing a
replacement.

If you want a first line or hanging
indent, pull down the list under Special
and choose either First Line or
Hanging. Then, set the amount of the
indent in the By text box.

Click OK.

Tips

Using the Paragraph dialog box gives
you the precision to enter exact
measurements.

Indents are measured from the left and
right margins.

Figure 12. Select a paragraph to format.

Format

Font... ®D
Paragraph.., WM

~ DocUment.., :
 Bullets and Numbering..
~ Borders and Shading..
Columns.., R
- Tabs..
- Drop Cap..
. TextDirection..
Change Case...
_ AutaFormat...

Figure 13. The Format menit.

The increment/decrement buttons

ients and pueiag /Tl o

:"

Alfgrmant:.

| Taba...

Figure 14. The Paragraph dialog box.
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Figure 15. Select a paragraph to format.

. ST

Figure 16. Double-spaced paragraph.

Choose an alternate line spacing bere.

A Paragraphl s
_/Tndents and Hpacing

Laft. Spactal]

Right: [0 2| tpsne)
Spacing ——]—

Before: for 18 i apecing: At

Hhr: lu El E =
Preview

) = )

Figure 17. The Line Spacing drop-down list.

Double Spacing Paragraphs

2,

LN

Select the paragraph or paragraphs to
format. (Figure 15)

Press $#+2. (Figure 16)

or

From the Format menu, choose
Paragraph and choose Double from
the Line Spacing drop-down list. Then
click OK. (Figure 17)

Tips

Press #+1 to return a selected
paragraph to single spacing.

From the Line Spacing drop-down list
on the Paragraph dialog box, you can
also choose 1.5 lines, or set an exact
line spacing in points by choosing
Exactly. In the box labeled At, use the
arrows to find the number of points of
spacing, or type in the value.
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Chapter 7

Centering and Justifying Paragraphs

Centered paragraphs are horizontally
centered between the left and right

margins. (Figure 18) The left and right ; :“e'“"‘“"d“m
sides of justified paragraphs are aligned : i
with the left and right margins. : o

B 44 PR 1 0 O 4 i s i i 4 0 L 8

(Figure 19) T

1. Select the paragraph or paragraphs to
be formatted.

2. Click the Center or Justify buttons on
the Formatting toolbar. (Figure 20) : R -
or Figure 18. Centered paragraph.
Press #+E to center or #+] to justify.

T Tt G RaC s R

Tips

To return a paragraph to standard left
alignment (aligned with the left margin
and ragged right), click the Left button
in the Formatting toolbar or press +L.

LN

B You can also select Paragraph from the
Format menu and then, on the
Paragraph dialog box, choose an
option from the Alignment drop-down
list. (Figure 21)

Figure 19. Justified paragraph.

B Paragraphs that are indented will not Left Center Right Justify
be centered properly so be sure to R = —
remove the indents first. NS == m == eie@-2-4A-
M To align paragraphs with the right Figure 20. The Align buttons on the
margin, click the Align Right button or ~ Formatting toolbar.
press #+R.

IS5 - I
e o EEnwT)

Figure 21. The Alignment drop-down list.
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New York + Radio City Music Hall
Miami South beach Art Deco District

Boston Harvard Square

[Los Angeles « Hollywood Bowl

Figure 22, Selected paragraphs.

. Tab alignment button

Figure 23. The alignment marker.

Click in the ruler
to set a tab.

H
Radio City Music Hall
South bench Art Deco District
loston Harvard Sguare

Los Angeles Hollywood Bowl

|
i it

Figure 24. Setting a tab.

Setting Tabs

1. Select the paragraph or paragraphs to
which you want to add tabs.

(Figure 22)

2. Click the tab alignment button if you
want to change the tab type. The
default tab is left-aligned. (Figure 23)
Table 6-1 shows the tab alignment
settings.

3. Click in the ruler to set a tab of the
type shown on the tab alignment
button. (Figure 24)

4. Click again at a different spot in the
ruler to set another tab of the same
type.
or
Click the tab alignment button to select
a different tab type before clicking in
the ruler to set the tab.

Tips
To delete a tab, drag it up and off the
ruler.

LN

B To change tab settings, select the
paragraphs to affect and then drag the
tab markers left or right along the
ruler.

Table 6-1. Tab Alignment Settings

Left-aligned tab
Center-aligned tab

Right-aligned tab

EEEE

Decimal-aligned tab
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Chapter 7

Adding Bullets to Paragraphs

2.

3.

X

Select the paragraph or paragraphs to
format. (Figure 25)

Click the Bullets button on the
Formatting toolbar. (Figure 26)

or, to select a bullet shape and other
bullet options:

From the Format menu, choose Bullets
and Numbering.

or

Click while holding down the Control
key and choose Bullets and
Numbering from the shortcut menu.

On the Bulleted tab of the Bullets and
Numbering dialog box, click one of

the large panes to select a bullet shape.

(Figure 27) The paragraph becomes a
bulleted list. (Figure 28)

Tips

To remove bullets, select the bulleted
paragraphs and then click the Bullets
button again.

Bulleted paragraphs in a list are
unsequenced. To order the list, use
numbers rather than bullets. See
Numbering Paragraphs on the opposite
page.

To set the bullet size, distance from
text, and other options, click
Customize on the Bulleted tab of the
Bullets and Numbering dialog box,

Action Plan

Solicit proposals
Evaluate bids
Develop design
Hire contractor

Figure 25. Select a parvagraph to format.

The Bullets button
pru=am] Eﬁil EO-2-A-
Figure 26. The Formaiting toolbar.

None - S—

D
D —_— # Se—
= Y
='§W] &L
Figure 27. The Bullets and Numbering

dialog box.

Action Plan

s Solicit proposals
o Evaluatebids

o Develop design
¢ Hire contractor

Figure 28. The paragraphs with bullets.
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Action Plan

policit proposals
Evaluate bids

Develop design
Hire contractor

Figure 29. Select a paragraph to format.

The Numbering button
EEEY 2T BRI e
Figure 30. The Formatting toolbar.

1
None o
3.

j a) — (8) ———— i —_—
B s b) ® N S
C. — ) - ©) = i -
List numbering ——— —— — — B S D e s
@ meter | numbutog () Corie pravivialior | Cuttemize., |
i i ]

Figure 31. The Bullets and Numbering
dialog box.

Action Plan

1. Solicit proposals
2. Evaluatebids

3. Develop design
4. Hire contractor

Figure 32. The numbered list.

Numbering Paragraphs
1. Select the paragraph or paragraphs to

2.

LA

format. (Figure 29)
Click the Numbering button on the
Formatting toolbar. (Figure 30)

or, to select a numbering style and
other numbering options

From the Format menu, choose Bullets

and Numbering.
or

Click while holding down the Control

key and choose Bullets and
Numbering from the shortcut menu.

On the Numbered tab of the Bullets

and Numbering dialog box, click one

of the large panes to select a
numbering style. (Figure 31) The
paragraph becomes a numbered list.
(Figure 32)

Tips

To remove numbers, select the
numbered paragraphs and then click
the Numbering button again.

To set the numbering style, distance
from text, and other options, click

Customize on the Numbered tab of the

Bullets and Numbering dialog box.

To remove the number from a
paragraph in a list, select the
paragraph, click while holding down
the Control key, choose Bullets and
Numbering, and in the dialog box,
click the None pane.
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Chapter 7

Finding and Replacing Formatting

Undo Open or (Jose Up Para K2

1. Press #+F to find or 3+H to replace ";:“"“"‘“"““{‘“"’ FEEY x

text, Copy e
Paste k ®V

or Pits Axihpaaiok
From the Edit menu, choose either CMNEIT I [ i
Find or Replace. (Figure 33) -H

2. On the Find dialog box or the Replace Al : )
dialog box, click More for more el '
choices, and click the Format button to ~ L-feblishing .
pull down a list of formats. Figure 33. The Edit menu.

(Figure 34)

3. Choose the formatting you want to find
or replace. The formatting you choose
will be described under the Find What
text box, (Figure 35)

4. Click Find Next to find the formatting.
or
If you are replacing formatting, click in
the Replace With textbox, click the
Format button, choose replacement
formatting, and then click Find Next.

v Tips X Figure 34. The Format pull-down list.

B You can search for a style by clicking
the Format button on the Find or
Replace dialog box, selecting Style on The formatting for which you
the Format list, and then choosing a are searching is described bere.
style. To learn about styles, see fl T
Automatic Text Formatting, pages T\ VERN| T
81-84. L m— | T8 |

g :m‘smmu:nﬁ%mmsg =TT

B Type text into the Find What text box
at step 2 above to search for specific

e
text with specific formatting. sttt

ooooo
5T

Figure 35. The Find dialog box.




Automatic Text Formattingn

Heading 1 > Times v 12

% File Edit View Insert Formi
Fﬁﬁl[&&?l&ﬂaﬂé
I =

[Rehearsal Dinner

Hot and cold appetizers
Main course buffet
Ice cream dessert and coffee

Figure 1. Select the paragrapbs to format.

Click bere to pull
down the style list.

Figure 2. The style list.

__@& Fle Edit View Insert Form
D @SRY[IhES

Normal * Times » 12

P § 0w

Rehea;sal Di'nner

A

Hot and cold appetizers
Main course buffet
Ice cream dessert and coffee

Figure 3. Heading 1 style applied
to selected paragraphs.

About Styles

A style contains formatting choices for text.

It's useful for quickly and easily applying
a preset combination of formatting to
characters or paragraphs. A style you
create called Heading, for example, can

contain all of the formatting for headings.

To format a particular heading, you'd
select the heading and then choose the
style called Heading from the style list.

Character styles, which can be applied to
selected characters of text, contain font
formatting. Paragraph styles, which are
applied to entire paragraphs, hold both
font and paragraph formatting,

By default, paragraphs get the Normal
style and text gets the Default Paragraph
Font style.

Choosing a Style from the Style List

1. Select the characters or paragraphs to
format. (Figure 1)
2. On the Formatting toolbar, click the

pull-down button next to the Style box

to pull down the list of styles.
(Figure 2)

3. Choose a style name from the style list.

v Tip
B Paragraph styles are marked with a
paragraph mark in the pane to the

right of the style name; character styles

have an “a” there.

Word
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Chapter 8

Creating a Paragraph Style

1.

2.

3.

v
o

Apply font and paragraph formatting
to a paragraph and then leave the
paragraph selected. (Figure 4)

On the Formatting toolbar, click the
current style name. (Figure 5)

Type the new style name in place of
the old name and press Enter.
(Figure 6)

Tips

You can also create a style by using
the Style command on the Format
menu, See Creating a Character Style,
page 86.

The styles you create are stored in the
document. To use styles from other

documents, click the Organizer button

in the Style dialog. (Figure 13)

hlirm : iy fos . During the Wour, (e gardener
will in ar her canoept lor the garden, a briel history ol the garden's development,
WAk o Pt yarde toryof e gar pme:

e y ¢ i
i s prpdaciig focs yous Fdlers gurdacass

Figure 4. Format a sample paragraph.

Click the current style name bere.

Exalh ocs, wh will o gurbens o & Sutarlay afiwncon. Detog e wur, e purdener
l oo e pur o, ke 't depioponent

"
firiomye Lol I

Figure 5. Click the current style name.

Type the new style name in place
of the old name and press Enter.

Figure 6. Type the new style name.
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Automatic Text Formatting

Figure 7. Make font and paragraph

Jformatting changes.
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Block Text. &
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Defyult Faragraph Font : il
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| The Bridgskampton Usrden Clob

| Amongihe by the Dk, Garden Club is & monihly garden
lour Urough the garders of our members.
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monthly garden tour is & wonderful
mdvpxdmn.lmm your fallow gardeners.

Figure 10. All other paragraphs controlled
by the modified style get the formatting, too.

Modifying a Paragraph Style

4,

IS

Make changes to the font or paragraph
formatting of a paragraph that has
been given the style that you want to
modify.

Select the entire paragraph. (Figure 7)

Pull down the Style list and choose the
original style applied to the paragraph.,
(Figure 8)

On the Modify Style dialog box, make
sure “Update the style to reflect recent
changes?” is selected and click OK.
(Figure 9) Every paragraph formatted
by the modified style will be
reformatted. (Figure 10)

Tip
The Normal style cannot be redefined
this way.
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Word

Chapter 8

Creating a Character Style

2.

6.

7

Select the first text for which you want
to define a new style. From the Format
menu, select Style. (Figure 11)

On the Style dialog box, click New to
create a new style. (Figure 12)

On the New Style dialog box, type a
style name to replace the current,
selected style name. (Figure 13)

Choose Character from the drop-down
Style Type list.

Click the Format button and choose
Font from the Format list. (Figure 14)

On the Font dialog box, select the
formatting you’d like and then click
OK.

Click OK on the New Style dialog box.

Click Apply on the Style dialog box.,
The text you selected in step 1 will be
formatted according to the new style,
and the new style name will appear in
the style list.

Drop Can -
TextDireetina.
ﬂlll'w!—

Mawma. “ !||||wpl‘

]=u.ama-na ] [Pare

Besed - !lytlhrwwluummk

C |u_w1»u- g [ =)
Vsl s T e
‘ »

Description -~
il
() add 1o tetnplate 3 thnuﬂll =

Figure 13. The New Style dialog box.

[Tl

Figure 14. The Font dialog box.
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il — About Page Formatting
TNew.. y .
~ Open- %0 Page formatting can be the first step in
Open Web Page... :
Close %W creating a new document or the last. In
| save 1 ms page formatting, you set the size and
- SaveAs.. ,
Save as HTML-.. shape of the page, and the size of the
Verin: - margins., Word will adjust the text on the
mrrl_n‘tl’r_eﬂﬂevi o F page to fit the new page size and margins.

Print... »p ”
_SendTo ) If you always print portrait, 8%z x 11 pages
_Properties.. g :

with standard margins, you won't need to

1 Project Progress ; Word
2Project Outline worry about page formatting.
" 3letterto Jean
. 4 Involce 6/2
Qut = Changing the Page Size and Shape
Figure 1. The File menu. 1. From the File menu, choose Page
Setup. (Figure 1)
Click here to dr % 2. On the Page Setup dialog box, choose
down the Paper list. one of the standard paper sizes from
) = the drop-down Paper list.
O =) ———————— (Figure 2)
faper: [ Gletter ') Click the Custom button and enter a
ortentation: [{/3) custom page size in the Width and
saillx Height text boxes.
= e | 3. Confirm that the Orientation setting
you want for the page is selected:

vertical (usually referred to as portrait)

Figure 2. The Paper drop-down list on the or horizontal (landscape).

Page Setup dialog box.
Tip

The selections you make for paper size
and orientation are for the current
document only. New documents revert
to the default settings.

IR
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Chapter 9

Changing the Margins

The margins are the blank space at the
top, bottom, left, and right edges of the
page. To provide extra space for binding
or hole punching, you might want to
increase the left margin, for example.
(Figure 3)

1. From the Format menu, choose
Document, (Figure 4)

2. On the Margins tab of the Document
layout dialog, alter the Top, Bottom,
Left, or Right settings. (Figure 5)

3. Alter the gutter width if you want to
change the space between multiple
columns on the page.

Tip

To print a book with text on both
sides of the page, click the Mirror
Margins check box on the Margins tab
of the Document dialog. The Left
margin of a right page becomes the
Inside margin and the Right margin
becomes the Outside margin. On left
pages, it's vice versa. To leave space
for binding on the left side of the right
page and the right side of the left

LI

page, you'd increase the Inside margin,

for example.

Redwacoul Dinser

Hatend ol ey ey

Additional
margin for
binding

or hole
punching

Figure 3. Increase the left margin to provide
space for binding or hole punching.

Format

T
“Fermat Autodhape/Pichire
Figure 4. The File menu.

Type a replacement.

Figure 5. The Margins tab of the
Page Setup dialog box.




Page Formatting

Switch

Between
Page Header and
numbers Date Time  Footer

T iieder avd Feater : 8
lﬂ@ L ale] UQ!J"‘ @ﬁ'fﬂﬂﬂ!j

Insert AutoText *

Figure 6. The Header and Footer toolbar.

Left side of the header

Inwrt mrm

00| Hesd T T ey T s e - |
[EEOEF S mn 'é%im.rﬂ'.lum]

Figure 7. Type text at the left side of the
hbeader or footer.

Press Tab twice to move to the
right side of the beader.

Figure 8. Press Tab twice to skip to the
right side of the beader or footer.

Setting Up Headers and Footers
Headers are text that appears at the top of
every page. Footers appear at the bottom
of every page.

1. From the View menu, choose Header
and Footer. Word switches to Page
Layout view, places the insertion point
in the blank header space, and opens
the Header and Footer toolbar.
(Figure 6)

2. To edit the footer rather than the
header, click the Switch Between
Header and Footer button on the
Header and Footer toolbar. (Figure 6)

3. Type text for the left side of the header
or footer. (Figure 7)

4. Press Tab and type text for the center
of the header or footer.
or
Press Tab again and type text for the
right side of the header or footer.
(Figure 8)

5. Click the Close button on the Header
and Footer toolbar to finish editing the
header or footer and return to the
previous view.

v Tips

B You may want to change the Zoom
setting to see the header or footer
more clearly.

B Rather than type text, you can enter
the page number, date, or time in the
header or footer by clicking the
appropriate buttons on the Header and
Footer toolbar. (Figure 6)
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Chapter 9

Creating Multiple Sections

A document can contain multiple sections,
each of which can have different page
setup attributes: different margins, page
numbering, and headers and footers. A
new document contains only one section
until you insert a section break. Then, you
can page format the new section
independently.

1. Place the insertion point at the location
for the start of the new section.
(Figure 9)

2. From the Insert menu, choose Break.
(Figure 10)

3. On the Break dialog box (Figure 11),
choose one of the Section Breaks
options. Word inserts a double dotted
line marked with the text “Section
Break.” (Figure 12)

Tips

Insert an Odd Page section break when
you are printing left and right pages,
you've started numbering on a right
page (page 1), and you want each
section to start on a new right page
even if it means leaving a whole left
page blank.

LN

B Table 9-1, on the opposite page, shows
all the section break options.

4 vt e € ey S s sk o s

Insertion point

Figure 9. Place the insertion point at the
location for a section break.

Figure 10. The Insert menii.

EEEEA S Meeak EER T EFE]
(¥4 5 PSS R N el
 Prge nroak 3 Caliimn break
Sectien breaks —
(0 Next pae (2 Even paga
Qoontipaes Qi
e |

Figure 11. 7The Break dialog box.

| Section Break (Next Page)uss

Figure 12. A section break.
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Word Procemsing
ieros Word
CluisWozks
Watw
VateHow:

Sprasdshaets

Mimssl Bxcel
Mot Works
Clarwats

- Gt~
FiaMaler Pro
@

Page Break

Desktap Publishing
Gt Zrpman
Adobe PugeMakar
Softvare Suite
Microsant Ofrice
Miresoft Works
ClarisWorks

Figure 13. Manual page break vs. Automatic

page break.

Table 9-1. Section Breaks

Next Page

Continuous

Even Page

Odd Page

Starts a new section at the
top of the next page.

Starts a new section
without moving the text
after the section break to a
new page. If the previous
section has multiple
columns, Word evens out
the bottoms of the
columns.

If the section break falls on
an odd page, Word starts
the new section on the
next page. Otherwise,
Word leaves the next odd
page blank and starts the
new section on the next
even page.

If the section break falls on
an even page, Word starts
the new section on the
next page. Otherwise, it
leaves the next page blank
and starts the new section
on the next odd page.

Paginating the Document

As you work in Normal view, Word enters
an automatic page break (a dotted line
across the page) whenever you fill a page.
When you pause while typing, Word
readjusts the automatic page breaks.

To start a new page before the automatic
page break, enter a manual page break.

(Figure 13)

1. Position the insertion point on the line
that should be the first line of the new
page.

2. Press #-+Enter.
or
From the Insert menu, choose Break.

3. Make sure page break is selected and
then click OK.

Tips
To delete a manual page break, select
the break and press the Delete key.

LN

B You cannot delete an automatic page
break or move it down. Your only
option is to insert a manual page break
above the automatic page break,

B Word's Widow/Orphan Control
ensures that Word does not break the
page and leave a single line of text at
the top or bottom of a page.

B By switching to Page Layout view or a
Print Preview, you can see how the
text falls on pages with the current
page breaks. In Page Layout view, you
can enter manual page breaks.

B To keep a heading from appearing at
the bottom of one page and the
following text at the top of the next
page, select the heading, choose
Paragraph from the Format menu, and
specify Keep With Next.




Chapter 9

Numbering Pages

As you create a document's header or
footer, you can always enter page
numbering. See Setting up Headers and
Footers, page 87. Another approach is
more direct and it gives you the option to
choose a number format and a starting
number.

1. From the Insert menu, choose Page
Numbers. (Figure 14)

2. On the Page Numbers dialog box,
choose Top of Page or Bottom of Page
from the Position drop-down list.
(Figure 15)

3. Choose an Alignment from the
Alignment drop-down list. (Figure 15)

4. To show the page number on the first
page, click the Show Number on First
Page check box, otherwise the page
numbers will first appear on page 2.

~ (Figure 15)

5. Click the Format button and then, on
the Page Number Format dialog box,
choose a numbering style from the
Number Format drop-down list.
(Figure 16)

v Tip

While the Page Number Format dialog
box is open, you can also enter a
number in the Start At text box to start
numbering at a number other than 1.

Page Numbers..,
Date and Time.—

Cross-reference..
Index andTables...
Pleture »
Text Box

Mavie...

Hle.,

Ohject..
Bookmark..
Hynerlink..  ¥K_

Figure 14. The Insert menit.

Fosition drop-  Alignment drop-
down list box  down list box

T

Poattion: | Previpw—— —  —

Bettom of pags (Feotsr) !‘:j

[ 5baw nomber on first page

Figure 15. The Page Numbers dialog box.

Choose a numbering style bere.

L~ PageNumberFormat |
[ ude chapler nmber =
Chipier starty witnstte . [lesting1. |5
Usa saparator |= thuphen) @ :
Exsmplens 1=1,1-A) G =
Page bering —
@ Continus from previous section
Q start at; Bl

Figure 16. The Page Number Format
dialog box.
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font. “®D
Paragraph.. #8XM
Document...

Bullets anummbnﬁnu
din

acmrnuﬁd .
i rnrmmmm‘mpammm

Figure 18. The Format menus.

Click one of these panels to
set the number of columns.

m ‘rhr;- CLeft  Right |/

ma

apol o w X 5tart e o,

Figure 19. The Columns dialog box.

Setting up Multiple Columns

2.

LI

Click the Columns button on the
Standard toolbar and then drag across
the number of columns you want.
(Figure 17)

or

From the Format menu, choose
Columns. (Figure 18)

On the Columns dialog, click one of
the Presets or enter a number of
columns in the Number of Columns
text box. (Figure 19)

To obtain a vertical line between the
columns, click the Line Between check
box.

Tips

To vary the widths of columns, clear
the Equal Column Width check box on
the Columns dialog box and then use
the Width and Spacing controls to
modify the width and spacing for each
column.

The maximum number of columns on
a page is 12.

The gutter width on the Margins tab of
the Page Setup dialog box determines
the spacing between equal columns.
See Changing the Margins, page 86.
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Chapter 9

AutoFormatting a Document
AutoFormatting a document causes Word
to analyze the document and apply styles
to the text. AutoFormatting also removes
extra paragraph marks, replaces indents
created with spaces or tabs with
paragraph indents, replaces asterisks or
hyphens in bulleted lists with real bullets,
and replaces (C), (R), and (TM) with
copyright, registered trademark, and
trademark symbols.

1. From the Format menu, choose
AutoFormat. (Figure 20)

2. On the AutoFormat dialog box, click
OK. (Figure 21)

Tip

To change the way AutoFormat
analyzes the document and to specify
which of the standard actions it will
carry out, click Options on the
AutoFormat dialog box.

LN

Font— B i %D
Paragraph.. #XM
Document.. :
Bullets and Numbering..

! Boriers and !hminu-
Calumns..

Tabs..

Dritp Cap...

Tmﬁ'niremcn... 5

Style Gallery—
Style..
Bummund

| @ AutoFormat now i
QAutoFarmﬂand nviwmhchm :

Pleass select 8  dogument type to halp imprwa
the formatting process:

(General document

Figure 21. The AutoFormat dialog box.
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"'@ Fie EdR View Insert Format font Taols Table Window Work |
IQG?BI&&?[%’“'&@M m.vlmmuil
o -Iﬁ:_nli 1|

Direct Approach ~  Simple - Probability of rejection
Subtle Approach -+ Tactful -+ May be misconstrued
Devious Manipulation -+ Effective-» Could be incendiary

Simple thahuli_l!‘ of rejection |
Tactful ~ May be misconstrued
EffectiveCould be incendiary

Figure 2. A Word table.

About Tables

Typewriters and old-fashioned word
processors used tabs to align text and
numbers in columns, (Figure 1) You can
still use tabs in Word, but you're better off
using Word'’s tables, which make it easy to
both align data in columns and rows and
format the table so it looks professional.
(Figure 2) Tables are so useful in Word

i

that we’re devoting an entire chapter to Word
them,
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Chapter 10

Starting a Table

You can create the table structure before
entering any text, or convert text you've
already entered into a table. There’s an
easy way to create the structure for a
simple table, and a way to create a more
complex table. We'll talk about both.

To create the structure for a simple table:

1. Position the insertion point at the
location for the table.

2. Click the Insert Table button on the
Standard toolbar. (Figure 3)

3. Drag across the number of columns
and down the number of rows you
want, (Figure 4) An unformatted table
appears. (Figure 5)

v Tip

B You can apply an AutoFormat to a
table or change the AutoFormat
applied at any time by clicking
anywhere in the table and then
choosing Table AutoFormat from the
Table menu.

A% BEEE B8 1 o -

Figure 3. The Insert Table button.

=

ls Table wmnaw Work Help

| L ExATable

Figure 4. Drag across the grid to specify the
table dimensions.

Figure 5. The new table.

Insurt Raws if

TRBAE R |

il ity
Distriute, Columste Sanly
(il Fiignt and Wioth..
Lo e
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L -EEETIEEIEE

Figure 7. The Tables and Borders toolbar.
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Creating Tables

LN

Figure 9. Drawing a row boundary.

Figure 10. Drawing a column boundary.

To create the structure for a more
complex table:

Pull down the Table menu and choose
Draw Table. (Figure 6) The Tables
and Borders toolbar appears.

(Figure 7) '

Click the Draw Table button on the
toolbar and drag the outline of a table
in the document (click and hold where
you want one corner, drag diagonally
to the other corner, and then release
the mouse button). (Figure 8)
Continue to use the Draw Table tool to
draw the interior cell boundaries.
(Figures 9-11)

Tip

If you change your mind about a line
and want to erase it, click the Eraser
tool and drag along the line you want
to erase. (Figure 12)

Figure 11. Completed structure. Figure 12. Erasing a boundary.
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Chapter 10

Editing the structure for a more e e
complex table:

1. To move a line, click it and drag it.
(Figure 13)

2. To make cell heights or widths even,
click outside the table to clear the tool
selection, click and drag through the
cells you want to adjust, and click Figure 13. Dragging a boundary fo move it.
either the Distribute Rows Evenly or
Distribute Columns Evenly button on
the Tables and Borders toolbar.
(Figure 14)

3. To set row height or column width
precisely, select the cells you want to
modify, pull down the Table menu,
and choose Cell Height and Width.
Enter the values you want to use in the Figure 14. Evening row beights.
text boxes, or use the arrows to
choose pre-defined values.

(Figures 15-17) 2
(RN
[T
[ = 2
I
[

Figure 15. Selecting columns for adjustment.

| [Pravisus cotuma] [ Wextcotems | |

T T TS
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Figure 16. The Table menut. Figure 17. The Cell Height and Width dialog.

96



Creating Tables

Species o T Entering Data in the Table

Do 1. Click in a cell and then type to insert
data into the cell. As you type, the
insertion point wraps within the cell
and the entire row will become taller if
it needs to accommodate multiple lines
of text. (Figure 18)

2. Press Tab to move to the cell to the

Figure 18. Entering data. right and type text in the next cell.
(Figure 19)
Species T T Jul- 3. Continue pressing Tab after you finish
_ Jun | Dec each cell. When you finish the last cell
Cat | Abyssinian 37 |42
s = of the table, press Tab to create a new
. ) row. (Figure 20-21)
v Tips
B When you reach the rightmost cell,
pressing Tab moves the insertion point
Figure 19. Tab advances to next cell. to the next row.,
B Press Shift+Tab to move back a cell.
Species Jan- | Jul- B If there is already text in a cell,
Jun | Dec
Cat | Abyssinian 37 |42 pressing Tab to move to the cell both
= — 9 126 moves to the cell and selects the text.
Do |Retriever 51 54
5 [Corgi 2 |2
J

Figure 20. Insertion point in last cell.

Species Jan- | Jul-

Jun | Dec
Cat | Abyssinian 37 |42
*  [Burmese 19 |26
Do |Retriever 51 54
8 [Corgi 2 |29
[

Figure 21. Tab creates new row.
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Chapter 10

Aligning Data in the Table

1. To align data vertically within cells
(top, center, bottom), select the cells
you want to align, and click the
appropriate tool on the Tables and
Borders toolbar. (Figures 22-23)

2. To align data horizontally within cells
(left, centered, right), select the cells
you want to align, and click the
appropriate tool on the Formatting
toolbar. (Figures 24-25)

3. To change the orientation of data
within cells, select the cells you want
to orient, and click the Change Text
Direction tool in the Tables and
Borders toolbar. (Figures 26-27)

v Tip

B There are three possible text
directions; click the Change Text
Direction tool repeatedly until you get
the one you want,

Spech dan- | Jul-
pacne Jun | Dec

Abysinian 7 |42
C:L Burmese 19 |26

Total

Retriever 51 |54
Do

Ci 2 |
n (O

Total

Figure 25. Chosen cells centered horizontally.

[ — L L]
L R A
e z ;:_CI ST

Abyssinian Jaz |42

Burme 19 2

Toul

Rewdeves 51 (s

Corgl 2 |2

Toul

Figure 26. Using the Change Text
Direction tool.
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| Jan- | Jul
i Jun | Dec
Abyssinian 37 |42
C:l Burmese 19 |26
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Retriever 51 |54
| Do 2 = |20
e Corgi 2
‘ Total

Figure 23. Chosen cells centered vertically.

Lihger Farmmet] Font [Taoh | Tabic” Mindom Wik bk
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Figure 24. Using the Center Horizontally tool.

Spacise .La:n— Jul-
in_| Dec
Abyssinian 37 |42
& | Burmese 19|26
Total
Retriever 51 54
g‘ Corgi 2 (29
Total

Figure 27. Text in chosen cells reoriented.




Creating Tables

Speci Jan- | Jul-
pecies Jun | Dec
Abyssinian 37 |42
g Burmese 19 26
Total |
Retriever 51 54
§" Corgi 2 |2
Total

Figure 28. Using the AutoSum tool.

Species Jan- | Jul-
e Jun [ Dec
Abyssinian 37 42
8 |Burmese 19 |26
Total 56
Retriever 51 54
§° Corgi 22 29
Total

Figure 29. Column of numbers added.

Working with Numeric Data
To automatically total values in a
column, click in the cell below the
numbers to be added and click the
AutoSum button on the Tables and
Borders toolbar. (Figures 28-29)

v Tip

B You may do more complex
calculations with values in a table by
clicking in an empty cell and inserting
a formula by pulling down the Table
menu and choosing Formula.

Bje@oMaWNN
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Chapter 10

Deleting Data from the Table

1.

2.

LN

Select the cells you want to delete, pull
down the Table menu, and choose
Delete Cells. (Figure 30)

The Delete Cells dialog gives you the
opportunity to delete entire rows or
columns, or to delete particular cells
and move the rest up or left.

(Figures 31-32)

Tip

To delete an entire table, click in the
table, type ¥+Option+T, and click the
Cut button from the Standard toolbar
or pull down the Edit menu and
choose Cut.

(D Shiftcells 1eft
() Shiftcalls up -

Figure 32. Chosen cells deleted.

H Abyssinian
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Creating Tables

Inserting Columns or Rows

To insert a row:

1. Click in a cell at the location for the
new, blank row. (Figure 33)

2. From the Table menu, choose Insert
Rows. (Figure 34)

To insert a column:

g e 1. Position the mouse pointer at the top

of the column at the location for the
new column. A large down-arrow
appears.

Figure 33. Placing the insertion point for row
insertion.

2. Click while the down-arrow is visible
to select the column.

3. From the Table menu, choose Insert
Columns.

v’ Tip

B To insert multiple columns or rows,
first select the number of existing
columns or rows that you want to
insert. If there are not enough existing
columns or rows where you want to
do the insertion, do multiple Insert
operations.

L e o

Figure 34. Choosing the Insert Rows menu
item.

e

Figure 35. Bla.nk row tnserted in table.
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Chapter 10

Merging Cells

You can combine two or more adjacent
cells to create column or row headings.

1. Select the adjacent cells to be merged.
(Figure 36)

2. Click the Merge Cells button on the
Tables and Borders toolbar.
(Figure 37)

v Tip

B To split merged cells back into their
original cells, click the merged cell and
click the Split Cells button on the
Tables and Borders toolbar.

RETTICLE

FECE T % 0= i8]
R T | I R
- ~ e ok - 1. f - B h
;.—)\L — WL
Cisol BN
| W
2 Abyssiniaa 3|4
_‘ fase 19 | 2%
ks Ratnaver TR
ke g Corgt EEE
3 Toul 7 B0
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Figure 36. Using the Merge Cells tool,

it

Figure 37. Seiectea" cells merged.
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Creating Tables

Figure 39. The Line Figure 40. The Line

Style drop-down list.  Thickness drop-down list.

Figure 42. Using the Shading/Fill palette.

Abyssinian 37 | 42

3 Burmese 19 | 26
Retriever 51 54
gn Corgi 22 29
Total 73 83

Figure 43. Border and shading selections
applied.

Turning on Borders and Shading
Borders are lines surrounding the cells,
Shading is fill within the cells. Word has a
collection of templates for borders and
shading that you can choose from and
apply quickly to a table, or you may set
each detail manually.

To automatically format a table according
to one of Word's templates:

1. Click anywhere in the table to select it.

2. Pull down the Table menu and choose
Table Autoformat.

3. Select one of the templates presented
and check the preview window to see
if it fits your needs. (Figure 38) Turn
on or off any of the component
options you like by clicking in the
check boxes.

4. Click OK to apply the template.

To manually set borders and shading:

1. Select the cells for which you want to
modify the borders or add shading.

2. On the Tables and Borders toolbar,
select line thickness and styles from
the drop-down lists. (Figures 39—40)

4. Click the Border tool and choose from
the palette that drops down to apply
borders to the top, bottom, left, right,
inside, or outside of the selected cells.
(Figure 41)

5. To apply a shading to the selected
cells, select a shading from the
Shading drop-down list.

(Figures 42—43)
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Chapter 10

Converting Text to a Table

When someone else has created a table in
a document with plain old tabs, you can
easily convert the tab table to a standard
Word table that you can easily modify and
format.

1. Select all the lines of the existing tab
table. (Figure 44)

2. Click the Insert Table button on the
Standard toolbar.,
or
From the Table menu, choose Convert
Text to Table. (Figure 45)

3. On the Convert Text to Table dialog
box, click AutoFormat to select a
format for the table if you want, and
then click OK. (Figures 46-47)

Tips

To convert multiple paragraphs into a
table, select those paragraphs, pull
down the Table menu, choose Convert
Text to Table, and in the Separate Text
At box, click Paragraphs.

LN

B If you're converting a table made with
tabs into a Word table, check first to
be sure there aren’t multiple tab
characters between items that should
be in adjacent columns, even if
removing the extra tabs makes the
spacing look wrong.

As you'll see from tha following tatle, the results have been bater than.
we'd expected. Sweot 100 cherry tormtoss, in particular, are especially
populer this year. ¥

Figure 44. Tabbed table selected for

CONversion.

D Tasle
Insert Table..
fipfete Cells..
Mrrrge CAlls

Seloct fow
Selact Colunin
Select inble
TahkeAblaforimbt.. |
Distributs Mowy Fyenly
Distriliiste Chlupuns Eoenly
ColiHalght nnd Wigh..
Hitadinx

Sort.. I
Formula.
Spiit Fable

« Gridiines

Figure 45. The Table menu.

Number f columns: ﬁ@ . ORIE: i

Nimber of Fois 5 E,ﬂ — —
Calumnin width: | YR _

Table farmet:  Crone) !
Separate text at———————
Q Parsgraphs (3 Commas
& Taby - Qoter: []

| AutoFormat...

Figure 46. The Convert Text to Table dialog.

As you'll sas from tha [ollowing table, the results hawe been tatarthan
wvo'd oxpocted, Sweat 100 cherry tormioes, in-parteular, ame especially:
popular this year

Hew Yorkr: Nev Jemey!{ C T
| Soid outil Scld oulid | Scid oulil I3
Cincted supplies inzostamash Instocki? | Inskoeksy I

| Ciiwd suppliess In stockt!_| Limsited suppliesi™
it | Instock:T Insbockir | Limited suppliesir

Figure 47. Converted table.
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Creating Graphics

v B About Graphics
e ] In Microsoft Word you can add graphics
,E%B‘!F"!ﬂi i to your document in sseveral ways. You
-&@m« Standard can choose an image from he substantial
s er « Formi Ll . . . .
DocumentMap | AutoText ) collection of clip art included in the
£ Backaround . . .
darSmns Databiass standard Office installation. The Value
Foptuotes I!FEEWEIE,EEIIII — Pack, included on the CD-ROM, offers
Comments | Mavie - ; ’
Reveal Formatting | picuire even more art. You may also use Word's
it skl tools to create your own graphics.
Ribbon
Ruler Word
Tables and Borders
w:;ﬂ&lsl: V Tip
Erbei el B Be careful when scanning graphics to
Custormize - include in your documents. Most
Figure 1. Choose Drawing from the Toolbars published graphics are copyrighted
pop-out menii. and cannot be legally used without the

permission of the copyright holder.
Exceptions are books of royalty-free
clip art that you can buy at art supply
stores, or collections of clip art that are
distributed electronically or on disk.

Toraws & () Astoshapes . \CIOH A &-J2-A-=2==208

Figure 2. The Drawing toolbar.

Creating Your Own Graphics
Word has a wide variety of tools for
creating and editing graphics.

Start by pulling down the View menu,
pausing on Toolbars, and choosing Drawing
from the pop-out list. (Figures 1-2) The
Drawing toolbar will be displayed at the
bottom of your document window.,




f ‘ Drawing Lines

Chapter 11

Drawing Lines

1. Click the Line tool on the Drawing
toolbar. (Figure 3)

2. Click in your document where you
want one end of the line, hold down
the mouse button, and drag to the
other end of the line. (Figure 4)

3. With the line still selected, click and
hold down the mouse button on the
Line Style button on the Drawing
toolbar and choose from among the
thicknesses and styles presented, or
choose the More Lines item for more
choices. (Figure 5)

Tips

To move a line, click some place along
the line so that handles appear, and
drag the middle of the line (not one of
the end handles) to the new location.

LI

B To change the length or direction of a
line, click to get the handles, and then
click a handle at either end of the line
and drag it to a new position.

B To get a dashed line, click and hold on
the Dash Style button for a list of
dashed line styles. (Figure 6)

B If you want arrowheads, diamonds, or
circular dots at either or both ends of
the line, you can use the Arrow Styles
tool. (Figure 7)

e

vesesusssairarer

GusERARENENERE Ny

e e TR o 0

Figure 6. The Dash Styles list.

Line tool

Figure 7. The Arrow Styles list.




Creating Graphics

= e S ety

Figure 8. Click the Autoshapes tool and select a
shape from the pop-out paletie.

rwes k% | Atshmetn S

Figure 9. A drawn shape.

Making Shapes

To draw a pre-defined shape, click and
hold down the mouse button on the
Autoshapes button on the Drawing
toolbar, pause on any of the items on
the list, and choose from one of the
shapes in the pop-out palette that
appears. (Figure 8)

Imagine your shape being drawn in a
rectangle in your document. Click one
end of that imaginary rectangle, hold
the mouse button down, and drag to
the opposite corner of the rectangle;
the shape will appear. (Figure 9)

Tips
To keep the shape regular (to draw a

square or a circle instead of a rectangle
or oval), hold down the Shift key as
you drag to draw the shape.

To delete a line, arrow, or shape, click
it so that the handles appear, and
press Delete.
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‘2. Click the small arrow to the right of

Chapter 11

Adding Color, Shadows,

and 3-D Effects

1. Click a line or shape to select it.
Handles appear.

the Line Color button to bring up a
palette of colors. The color that is
selected will be the color of the line or
the color of the outline of the shape.

3. Click the small arrow to the right of
the Fill Color button to bring up a
palette of fill colors. (Figure 10) The
color you select from this palette will
fill any empty area of the selected
shape. (Figure 11)

v Tips

B To add a shadow to the selected
shape, click the Shadow button and
choose the location and direction of
the shadow you want added to the
shape. (Figures 12-13) Alternatively,
you can add 3-D effects using a similar
palette from the 3-D button.

B You can't use both shadow and 3-D
effects on the same object.

F—o e

Figure 12. Choose a shadow style. Figure 13. Choose a 3-D effect.
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The Text Box tool

T
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Figure 16. The Format Text Box
dialog box.

Adding Text as a Graphic Object

You can create and edit the size, shape,
color, and other aspects of text, just as you
can other kinds of graphics.

H <

Click the Text Box button on the
Drawing toolbar.

(Figure 14)

Drag from one corner of the text box
you want to the opposite corner.
(Figure 15)

Click in the text box and type the text
you want.

For precise control over the parameters
of the Text Box (fill and line color,
word wrapping, internal margins,
position, etc.), double-click one of the
sides. The Format Text Box dialog box
appears. (Figure 16)

Tips

To keep a text box square, hold down
the Shift key while drawing it.

You can change the size and shape of
the text box by dragging any of the
handles.

Change the location of the text box by
clicking one of the sides (not at a
handle). When the cursor changes to
an arrow, drag the box to the new
location.

To delete a text box, click one of the

sides so that the insertion point inside
disappears, and press Delete.

i
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Chapter 11

Making Text Conform to Shapes
WordArt is specially formatted text that

Word can display in a number of preset Figure 17. Click the Insert WordArt button.
styles. There are several tools to help you

create and edit WordArt.

1. Click the Insert WordArt button on the
Drawing toolbar. (Figure 17)

2. Click a style on the WordArt Gallery
dialog box. (Figure 18)

3. In the Edit WordArt Text dialog box, | Wordst Wordlr | | Mordnet [Wordapf ¢
(Figure 19) replace “Your Text Here” ST [T :
with your own text. Set the font, size,
and style you want, and click OK. The
WordArt and the WordArt toolbar
appear. (Figure 20) You may move, : bl e Cren el
resize, and reshape WordArt using the Figure 18. The WordArt Gallery dialog.
handles that appear, just as with other
graphics.

Salocty Worhrtatyln;

]

(et Word At {Wordiet [ 220 | iomiien

i wnans

JERTTY

4. To change the shape of the curve(s) to  |Ess— =
which the WordArt is bound, click the | Your Text Here
WordArt Shape button and choose
from the palette that appears.

(Figure 21)

5. To change the angle of the WordArt
graphic, click the Free Rotate button
on the toolbar. (Figure 22) Click and
drag the corner handles that appear on
the WordAtt to rotate it.

(Figures 23-24)

v Tip

B For precise control over the
appearance of the WordArt, click the
Format WordArt button on the toolbar.
(Figure 25) The Format WordArt
dialog appears. (Figure 26)

toolbar.
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Figure 21.

The WordArt Shape selections.
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Figure 22.

Frn Rotate

Click the Free Rotate button.

Figure 23.
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Figure 24. Rotated WordArt.

Format WordArt

Figure 25. Click the Format WordArt button.
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Figure 26. The Format WordArt dialog.
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Chapter 11

Using Clip Art

1. Pull down the Insert menu, choose
Picture, and then choose Clip Art from
the pop-out menu. The Microsoft Clip
Gallery window appears. (Figure 27)

2. In the Clip Gallery window, choose a
category fro