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Introduction 

This ďooklet is the ĐoŵpaŶioŶ doĐuŵeŶt to the Woƌd ϮϬϭϬ Leǀel Ϯ ǁoƌkshop. The ĐoŶteŶt assuŵes 
kŶoǁledge of the MiĐƌosot OiĐe ϮϬϭϬ iŶteƌfaĐe, aŶd ďuilds oŶ the ĐoŶteŶt ĐoŶtaiŶed iŶ the Woƌd ϮϬϭϬ 
Leǀel ϭ ďooklet. 
 

Learning Objectives 

Ateƌ ĐoŵpleiŶg the iŶstƌuĐioŶs iŶ this ďooklet, Ǉou ǁill ďe aďle to: 

 Cƌeate stǇles aŶd use theŵ to foƌŵat doĐuŵeŶt teǆt 

 Add Đlip aƌt aŶd piĐtuƌes to a doĐuŵeŶt 

 Cƌeate aŶd ŵodifǇ taďles 

 IŶseƌt seĐioŶ ďƌeaks iŶ a doĐuŵeŶt 

 Foƌŵat doĐuŵeŶt teǆt as ĐoluŵŶs 

 IŶseƌt aŶd liŶk teǆt ďoǆes 

 Cƌeate aŶd iŶseƌt ͞QuiĐk Paƌts͟ 

 IŶseƌt aŶd ŵodifǇ dƌaǁiŶg shapes 
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Using Styles 

A “tǇle is a set of foƌŵaiŶg ĐhaƌaĐteƌisiĐs that Ǉou ĐaŶ applǇ to teǆt. IŶstead of haǀiŶg to applǇ seǀeƌal iŶdi-
ǀidual foƌŵaiŶg opioŶs, Ǉou ĐaŶ ĐoŵďiŶe these opioŶs iŶto a stǇle, saǀe the stǇle, aŶd applǇ the stǇle to 
teǆt eǀeƌǇ iŵe Ǉou Ŷeed it. 

Theƌe aƌe ŵaŶǇ ďuilt-iŶ stǇles iŶ Woƌd that Ǉou ĐaŶ use aŶd ŵodifǇ. You ĐaŶ also Đƌeate Ǉouƌ oǁŶ Đustoŵ 
stǇle. 

Applying a Style 

The folloǁiŶg eǆplaiŶs hoǁ to applǇ a stǇle: 

ϭ. “eleĐt the teǆt that Ǉou ǁaŶt to foƌŵat.

Ϯ. OŶ the Hoŵe taď, iŶ the “tǇles gƌoup, sĐƌoll thƌough the stǇles ǁith the up aŶd doǁŶ aƌƌoǁs.

ϯ. CliĐk to applǇ the stǇle that Ǉou ǁaŶt.

Figure ϭ—“tǇles GallerǇ 

Modifying a Style Using the Ribbon 

The folloǁiŶg eǆplaiŶs hoǁ to ŵodifǇ a stǇle usiŶg the ƌiďďoŶ: 

ϭ. “eleĐt the teǆt that has the stǇle atƌiďutes that Ǉou ǁaŶt to ĐhaŶge.

Ϯ. Foƌŵat the seleĐted teǆt ǁith the Ŷeǁ atƌiďutes that Ǉou ǁaŶt.

ϯ. Right-ĐliĐk the seleĐioŶ, poiŶt to “tǇles, aŶd theŶ ĐliĐk Update [style Ŷaŵe] to MatĐh “eleĐioŶ.

Modifying a Style Using the Styles Dialog Box 

The folloǁiŶg eǆplaiŶs hoǁ to ŵodifǇ a stǇle: 

ϭ. CliĐk the “tǇles dialog ďoǆ lauŶĐheƌ ;the aƌƌoǁ oŶ the RiďďoŶ Ŷeǆt to “tǇlesͿ.

Ϯ. Hoǀeƌ Ǉouƌ ŵouse poiŶteƌ oǀeƌ the Ŷaŵe of the stǇle that Ǉou ǁaŶt to ŵodifǇ, aŶd theŶ ĐliĐk the aƌƌoǁ
that appeaƌs at the ƌight of the Ŷaŵe.

ϯ. CliĐk ModifǇ oŶ the pop-up ŵeŶu.

ϰ. IŶ the ModifǇ “tǇle dialog ďoǆ, seleĐt the Ŷeǁ atƌiďutes that Ǉou ǁaŶt to applǇ to the stǇle. Foƌ fuƌtheƌ
opioŶs, ĐliĐk the Foƌŵat ďutoŶ.
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Creating a Custom Style 

ϭ. “eleĐt the teǆt that Ǉou ǁaŶt to foƌŵat as a Ŷeǁ stǇle. 

Ϯ. Foƌŵat the seleĐted teǆt ǁith the atƌiďutes that Ǉou ǁaŶt. 

ϯ. Right-ĐliĐk the seleĐioŶ, poiŶt to “tǇles, aŶd theŶ ĐliĐk “aǀe “eleĐioŶ as a Neǁ QuiĐk “tǇle. 

Working with Graphics Sometimes, the use of graphics will enhance your documents. The following explains the graphics fea-tures within Word ʹͲͳͲ. 
Inserting Clip Art 

ϭ. CliĐk the IŶseƌt taď. 

Ϯ. IŶ the IllustƌaioŶs gƌoup, ĐliĐk Clip Art. The Clip Aƌt task paŶe opeŶs. 

ϯ. IŶ the “eaƌĐh foƌ ďoǆ, tǇpe a ǁoƌd oƌ phƌase that desĐƌiďes the Đlip aƌt that Ǉou ǁaŶt. 

ϰ. To Ŷaƌƌoǁ Ǉouƌ seaƌĐh, do oŶe oƌ ďoth of the folloǁiŶg: 

 To liŵit the seaƌĐh ƌesults to a speĐiiĐ ĐolleĐioŶ of Đlip aƌt, iŶ the “eaƌĐh iŶ ďoǆ, ĐliĐk the aƌƌoǁ 
aŶd seleĐt the ĐolleĐioŶ Ǉou ǁaŶt to seaƌĐh.  

 To liŵit the seaƌĐh ƌesults to Đlip aƌt, ĐliĐk the aƌƌoǁ iŶ the Results should ďe ďoǆ aŶd seleĐt the 
ĐheĐk ďoǆ Ŷeǆt to Clip Art. 

ϱ. CliĐk the Go ďutoŶ. 

ϲ. IŶ the list of ƌesults, ĐliĐk the Đlip aƌt of Ǉouƌ ĐhoiĐe so that it ǁill iŶseƌt oŶto Ǉouƌ page. 

Figure Ϯ—Clip Art Task PaŶe 
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Inserting Pictures 

ϭ. CliĐk the IŶseƌt taď. 
Ϯ. IŶ the IllustƌaioŶs gƌoup, ĐliĐk PiĐtuƌe. 
ϯ. IŶ the IŶseƌt PiĐtuƌe dialog ďoǆ, Ŷaǀigate to the piĐtuƌe Ǉou ǁaŶt, seleĐt it, aŶd theŶ ĐliĐk the IŶseƌt 

ďutoŶ. 

Modifying Pictures and Clip Art 

Ateƌ iŶseƌiŶg a piĐtuƌe oƌ Đlip aƌt, Ǉou ĐaŶ ŵake a ǀaƌietǇ of ĐhaŶges to the ǁaǇ it looks ďǇ ĐhaŶgiŶg the 
size, ďƌightŶess, shadiŶg, etĐ. The folloǁiŶg eǆplaiŶs hoǁ to ŵodifǇ piĐtuƌes aŶd Đlip aƌt: 
 

ϭ. CliĐk the piĐtuƌe oƌ Đlip aƌt to seleĐt it. The PiĐtuƌe Tools ĐoŶteǆtual taď appeaƌs.  
Ϯ. CliĐk the PiĐtuƌe Tools ĐoŶteǆtual taď. The PiĐtuƌe Tools gƌoups appeaƌ iŶ the ƌiďďoŶ. 

Figure ϯ—PiĐture Tools 

Re-sizing a Picture 

The folloǁiŶg eǆplaiŶs hoǁ to ƌe-size a piĐtuƌe: 
 

ϭ. CliĐk the piĐtuƌe to seleĐt it. CiƌĐles aŶd sƋuaƌes, Đalled siziŶg haŶdles, appeaƌ aƌouŶd the ďoƌdeƌ of the 
piĐtuƌe. 

 

 

 

 

 

 

Ϯ. To adjust the size of the piĐtuƌe aŶd keep the diŵeŶsioŶs pƌopoƌioŶal, plaĐe Ǉouƌ ŵouse oǀeƌ oŶe of 
the ĐoƌŶeƌ siziŶg haŶdles ;ĐiƌĐlesͿ, ĐliĐk, aŶd dƌag. If Ǉou dƌag a side siziŶg haŶdle ;sƋuaƌeͿ Ǉou ǁill 
ĐhaŶge oŶe diŵeŶsioŶ oŶlǇ. The ƌotate adjustoƌ ;gƌeeŶ ĐiƌĐleͿ alloǁs Ǉou to ƌotate the piĐtuƌe. 

ϯ. You ĐaŶ also ƌesize the piĐtuƌe ďǇ ĐliĐkiŶg the “ize dialog ďoǆ lauŶĐheƌ oŶ the RiďďoŶ. 

Figure ϰ—“iziŶg HaŶdles 

Figure ϱ—“iziŶg Dialog Boǆ LauŶĐher oŶ the RiďďoŶ 
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ϰ. “et the diŵeŶsioŶs ďǇ ŵeasuƌeŵeŶt ďǇ eŶteƌiŶg the height aŶd ǁidth oƌ set the sĐale ďǇ eŶteƌiŶg the 
height aŶd ǁidth iŶ the “Đale seĐioŶ. 

 

If the Lock aspect raio ďoǆ is ĐheĐked, ĐhaŶgiŶg either the height or ǁidth iŶ either seĐioŶ ǁill also ĐhaŶge 
the other diŵeŶsioŶ ďǇ the saŵe aŵouŶt. 

Figure ϲ—LaǇout Dialog Boǆ  

Repositioning a Picture 

PiĐtuƌes ĐaŶ ďe ƌeposiioŶed oŶ the page eitheƌ ďǇ usiŶg the OďjeĐt PosiioŶ featuƌe, oƌ, ďǇ dƌaggiŶg the 
piĐtuƌe to the Ŷeǁ loĐaioŶ.  

Note: Befoƌe Ǉou ĐaŶ dƌag a piĐtuƌe, Ǉou ŵust ĐhaŶge the teǆt ǁƌappiŶg to soŵethiŶg otheƌ thaŶ the de-
fault seiŶg, ǁhiĐh is ͞IŶ LiŶe ǁith Teǆt͟.  “ee Teǆt WƌappiŶg oŶ the folloǁiŶg page. 

The folloǁiŶg eǆplaiŶs hoǁ to ƌeposiioŶ a piĐtuƌe: 

ϭ. “eleĐt the piĐtuƌe. 

Ϯ. CliĐk the PiĐtuƌe Tools ĐoŶteǆtual taď so that the PiĐtuƌe Tools appeaƌ oŶ the RiďďoŶ. 

ϯ. IŶ the AƌƌaŶge gƌoup, ĐliĐk PosiioŶ. 

ϰ. “eleĐt the posiioŶ laǇout of Ǉouƌ ĐhoiĐe. The posiioŶ also deteƌŵiŶes the teǆt ǁƌappiŶg foƌ the piĐ-
tuƌe. 

Figure ϳ—The ArraŶge Group oŶ the RiďďoŶ  
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Text Wrapping 

“oŵeiŵes Ǉou ŵaǇ Ŷeed to haǀe teǆt loǁ aƌouŶd a piĐtuƌe—this is Đalled ͞teǆt ǁƌappiŶg͟. The folloǁiŶg 
eǆplaiŶs hoǁ to applǇ teǆt ǁƌappiŶg to Ǉouƌ doĐuŵeŶt: 

ϭ. “eleĐt the piĐtuƌe. 

Ϯ. IŶ the AƌƌaŶge gƌoup, ĐliĐk Teǆt WƌappiŶg.   

ϯ. IŶ the Teǆt WƌappiŶg list, seleĐt the tǇpe of teǆt ǁƌappiŶg that Ǉou ǁaŶt ;see Figure ϴͿ. 

Figure ϴ—Teǆt WrappiŶg List  

Tables 

A Taďle ĐoŶsists of ƌoǁs aŶd ĐoluŵŶs that iŶteƌseĐt to foƌŵ ďoǆes Đalled Đells. You ĐaŶ iŶseƌt teǆt oƌ 
gƌaphiĐs iŶto Đells, aŶd Ǉou ĐaŶ ŵake the taďle itself ǀisiďle oƌ iŶǀisiďle. 
 

Creating a Table Using the Table Menu 

The folloǁiŶg eǆplaiŶs hoǁ Đƌeate a taďle usiŶg the Taďle MeŶu: 
 

ϭ. CliĐk the IŶseƌt taď. 
Ϯ. CliĐk Taďle. 
ϯ. OŶ the IŶseƌt Taďle dialog ďoǆ, ŵoǀe Ǉouƌ ŵouse poiŶteƌ oǀeƌ the Đells uŶil Ǉou haǀe the Ŷuŵďeƌ of 

ƌoǁs aŶd ĐoluŵŶs that Ǉou ǁaŶt iŶ the taďle aŶd theŶ ĐliĐk. The QuiĐk Preǀieǁ feature ǁill displaǇ the 
taďle iŶ the doĐuŵeŶt as Ǉou ŵoǀe the ŵouse. 

 

 

 

 

Figure ϵ—IŶsert Taďle Dialog Boǆ  
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Creating a Table Using the Insert Table Command 

The folloǁiŶg iŶstƌuĐioŶs eǆplaiŶ hoǁ to Đƌeate a taďle usiŶg the IŶseƌt Taďle CoŵŵaŶd. 

ϭ. CliĐk the IŶseƌt taď. 

Ϯ. CliĐk Taďle. 

ϯ. CliĐk the IŶseƌt Taďle… ĐoŵŵaŶd iŶ the IŶseƌt Taďle dialog ďoǆ. 

ϰ. EŶteƌ the Ŷuŵďeƌ of ƌoǁs aŶd ĐoluŵŶs Ŷeeded iŶ the taďle. 

ϱ. CliĐk OK. 

 

Figure ϭϬ—IŶsert Taďle Dialog Boǆ  

Creating a Table Using the Drawing Tools 

ϭ. CliĐk the IŶseƌt taď. 

Ϯ. CliĐk Taďle. 

ϯ. IŶ the IŶseƌt Taďle dialog ďoǆ, ĐliĐk Draǁ Taďle.  

ϰ. The ŵouse poiŶteƌ ĐhaŶges to a peŶ. CliĐk aŶd dƌag the peŶ to dƌaǁ the outeƌ ďoƌdeƌ of the taďle. 

ϱ. Dƌag the peŶ to dƌaǁ liŶes to Đƌeate Đells ǁheƌeǀeƌ Ǉou ǁaŶt iŶside the ďoƌdeƌ. 

ϲ. CliĐk outside the taďle to ƌetuƌŶ to the ƌegulaƌ ŵouse poiŶteƌ. 

Figure ϭϭ—The Outer Border of the Taďle  
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Modifying a Table 

WheŶeǀeƌ Ǉou ĐliĐk iŶside the taďle, the Taďle Tools DesigŶ aŶd LaǇout taďs appeaƌ, aŶd the RiďďoŶ dis-
plaǇs a ǀaƌietǇ of opioŶs foƌ ŵodifǇiŶg the taďle. 

Figure ϭϮ—Taďle Tools DesigŶ Taď  

Figure ϭϯ—Taďle Tools LaǇout Taď  

Splitting Cells 

The folloǁiŶg eǆplaiŶs hoǁ to split Đells iŶ a taďle: 

ϭ. CliĐk iŶ the Đell that Ǉou ǁaŶt to split, oƌ seleĐt ŵuliple Đells. 

Ϯ. IŶ the LaǇout ĐoŶteǆtual taď, iŶ the Meƌge gƌoup, ĐliĐk “plit Cells ;see Figure ϭϯͿ. 

ϯ. IŶ the “plit Cells dialog ďoǆ, set the Ŷuŵďeƌ of ƌoǁs aŶd ĐoluŵŶs iŶto ǁhiĐh Ǉou ǁaŶt to split the Đells. 

ϰ. CliĐk OK. 

Merging Cells 

The folloǁiŶg eǆplaiŶs hoǁ to ŵeƌge Đells iŶ a taďle: 

ϭ. “eleĐt the Đells that Ǉou ǁaŶt to ŵeƌge iŶto oŶe. 

Ϯ. IŶ the LaǇout ĐoŶteǆtual taď, iŶ the Meƌge gƌoup, ĐliĐk Meƌge Cells ;see Figure ϭϯͿ. 

Inserting Rows and Columns 

The folloǁiŶg eǆplaiŶs hoǁ to ŵeƌge Đells iŶ a taďle: 

ϭ. CliĐk iŶ a ƌoǁ oƌ ĐoluŵŶ. 

Ϯ. IŶ the LaǇout ĐoŶteǆtual taď, iŶ the Roǁs & ColuŵŶs gƌoup, ĐliĐk the opioŶ of Ǉouƌ ĐhoiĐe ;see Figure ϭϯͿ. 

Deleting Cells, Rows, Columns, and Tables 

“eleĐt the ƌoǁs, ĐoluŵŶs, oƌ Đells that Ǉou ǁaŶt to delete ;To delete a siŶgle ƌoǁ, ĐoluŵŶ, Đell, oƌ the eŶiƌe 
taďle, ĐliĐk iŶside it.Ϳ. 

IŶ the LaǇout ĐoŶteǆtual taď, iŶ the Roǁs & ColuŵŶs gƌoup, ĐliĐk Delete, aŶd seleĐt the opioŶ of Ǉouƌ 
ĐhoiĐe ;see Figure ϭϯͿ.  



 ϭϯ 

Changing Cell Size 

Theƌe aƌe seǀeƌal ǁaǇs to ĐhaŶge the size of ƌoǁs aŶd ĐoluŵŶs iŶ a taďle, ďoth ďǇ seiŶg the diŵeŶsioŶs 
aŶd ďǇ dƌaggiŶg the Đell ďoƌdeƌs. 

ϭ. CliĐk iŶside the ƌoǁ oƌ ĐoluŵŶ ǁheƌe the size Ŷeeds to ďe adjusted. 

Ϯ. IŶ the Taďle Tools LaǇout taď, iŶ the Cell “ize gƌoup, ĐhaŶge the ŵeasuƌeŵeŶt iŶ the height aŶd/oƌ 
ǁidth ields. CliĐkiŶg Distriďute Roǁs oƌ Distriďute ColuŵŶs distƌiďutes the ŵeasuƌeŵeŶt Ǉou set eǀeŶlǇ 
aĐƌoss all ƌoǁs oƌ ĐoluŵŶs. 

 

 

 

 

 

ϯ. If Ǉou ǁaŶt teǆt that Ǉou tǇpe iŶside a Đell to ǁƌap, ƌatheƌ thaŶ the ĐoluŵŶ eǆpaŶdiŶg as Ǉou tǇpe, theŶ 
folloǁ the steps ďeloǁ: 

A.  CliĐk the Taďle Pƌopeƌies dialog ďoǆ lauŶĐheƌ iŶ the Cell “ize gƌoup ;see Figure ϭϰͿ. 

B.  CliĐk the OpioŶs ďutoŶ iŶ the Taďle Pƌopeƌies dialog ďoǆ. 

 

 

 

 

 

 

 

 

 

 

 

C.   IŶ the Taďle OpioŶs dialog ďoǆ, uŶ-ĐheĐk the ͞AutoŵaiĐallǇ ƌesize to it ĐoŶteŶts͟ ďoǆ. 

 

 

 

 

 

 

 

 

D.   CliĐk OK to Đlose Taďle OpioŶs, aŶd theŶ ĐliĐk OK to Đlose Taďle Pƌopeƌies. 

Figure ϭϰ—Cell “ize Group  

Figure ϭϱ—Taďle Properies 

Figure ϭϲ—Taďle OpioŶs 



 ϭϰ 

Moving a Table The following explains how to move a table: 
ϭ. Hoǀeƌ the ŵouse poiŶteƌ oǀeƌ the taďle, aŶd theŶ ŵoǀe the poiŶteƌ oǀeƌ the Taďle “eleĐtoƌ  iŶ the 

top let ĐoƌŶeƌ of the taďle. 
Ϯ. CliĐk aŶd dƌag the taďle to the Ŷeǁ loĐaioŶ iŶ the doĐuŵeŶt. 

Figure ϭϳ—Taďle “eleĐtor 

Section Breaks 
 

A seĐioŶ ďƌeak is a paƌiioŶ iŶ a doĐuŵeŶt that alloǁs Ǉou to applǇ difeƌeŶt laǇout opioŶs to difeƌeŶt 
seĐioŶs of the doĐuŵeŶt. Foƌ eǆaŵple, seĐioŶ ďƌeaks ĐaŶ ďe used to applǇ difeƌeŶt headeƌs aŶd footeƌs, 
page ŶuŵďeƌiŶg, aŶd page oƌieŶtaioŶ. This tǇpe of seĐioŶ ďƌeak is Đalled a ĐoŶiŶuous seĐioŶ ďƌeak. 
Theƌe aƌe also otheƌ tǇpes, suĐh as Ŷeǆt page, eǀeŶ page, aŶd odd page ďƌeaks. 

Inserting a Section Break 

The folloǁiŶg eǆplaiŶs hoǁ to iŶseƌt a seĐioŶ ďƌeak: 

ϭ. CliĐk the Page LaǇout taď. 

Ϯ. IŶ the Page “etup gƌoup, ĐliĐk Bƌeaks. 

ϯ. IŶ the “eĐioŶ Bƌeaks ŵeŶu, seleĐt the opioŶ of Ǉouƌ ĐhoiĐe. 
 

 

 

 

 

 

 

 

 

 

 

 

 

ϰ. To eŶaďle Ǉou to see the eǆaĐt loĐaioŶ of the seĐioŶ ďƌeak, ĐliĐk the “hoǁ/Hide  ďutoŶ oŶ the 
Hoŵe taď. 

Figure ϭϴ—Page Break OpioŶs 

Figure ϭϵ—“eĐioŶ Break 



 ϭϱ 

Using Section Breaks 

“eĐioŶ ďƌeaks haǀe a ǀaƌietǇ of uses iŶ a doĐuŵeŶt. The folloǁiŶg eǆaŵple desĐƌiďes hoǁ to use a seĐioŶ 
ďƌeak to displaǇ difeƌeŶt page ŶuŵďeƌiŶgs iŶ sepaƌate seĐioŶs of a doĐuŵeŶt. 

“ĐeŶaƌio:  You aƌe ĐƌeaiŶg a ƌepoƌt ǁith a Đoǀeƌ page aŶd aŶ eǆeĐuiǀe suŵŵaƌǇ. You ǁould like to haǀe 
page Ŷuŵďeƌs oŶ the pages of the ƌepoƌt itself, ďut Ŷot oŶ the Đoǀeƌ page oƌ eǆeĐuiǀe suŵŵaƌǇ. 

 

ϭ. CliĐk at the eŶd of the eǆeĐuiǀe suŵŵaƌǇ teǆt. 

Ϯ. IŶseƌt a ĐoŶiŶuous seĐioŶ ďƌeak. 

ϯ. CliĐk aŶǇǁheƌe oŶ the Đoǀeƌ page oƌ eǆeĐuiǀe suŵŵaƌǇ. 

ϰ. CliĐk the IŶseƌt taď. 

ϱ. IŶ the Headeƌ & Footeƌ gƌoup, ĐliĐk Page Nuŵďeƌ. 

ϲ. “eleĐt the page Ŷuŵďeƌ loĐaioŶ aŶd stǇle fƌoŵ the displaǇed lists. 

ϳ. You should Ŷoǁ see a “eĐioŶ ϭ headeƌ aŶd footeƌ, aŶd a “eĐioŶ Ϯ headeƌ aŶd footeƌ. The “eĐioŶ Ϯ 
headeƌ aŶd footeƌ should also ďe laďeled “aŵe as Preǀious. 

ϴ. CliĐk oŶĐe to plaĐe Ǉouƌ Đuƌsoƌ iŶ the “eĐioŶ Ϯ headeƌ oƌ footeƌ ;ǁheƌeǀeƌ Ǉou plaĐed the page Ŷuŵ-
ďeƌͿ. 

ϵ. IŶ the NaǀigaioŶ gƌoup of the Headeƌ & Footeƌ Tools ĐoŶteǆtual taď, ĐliĐk LiŶk to Pƌeǀious ;ĐuƌƌeŶtlǇ 
aĐiǀatedͿ to deaĐiǀate, aŶd ďƌeak the liŶk ďetǁeeŶ the tǁo seĐioŶs’ headeƌs aŶd footeƌs. 

ϭϬ. CliĐk to seleĐt the page Ŷuŵďeƌ iŶ the “eĐioŶ ϭ headeƌ oƌ footeƌ ;ǁheƌeǀeƌ Ǉou plaĐed the page Ŷuŵ-
ďeƌsͿ. 

ϭϭ. IŶ the Headeƌ & Footeƌ gƌoup of the Headeƌ & Footeƌ Tools ĐoŶteǆtual taď, ĐliĐk Page Nuŵďeƌ. 

ϭϮ. CliĐk Reŵoǀe Page Nuŵďeƌ. 

ϭϯ. CliĐk iŶ the “eĐioŶ Ϯ headeƌ oƌ footeƌ. 

ϭϰ. IŶ the Headeƌ & Footeƌ gƌoup of the Headeƌ & Footeƌ Tools ĐoŶteǆtual taď, ĐliĐk Page Nuŵďeƌ. 

ϭϱ. CliĐk Foƌŵat Page Nuŵďeƌs. 

ϭϲ. IŶ the Page Nuŵďeƌ Foƌŵat dialog ďoǆ, iŶ the Page NuŵďeƌiŶg seĐioŶ, ĐliĐk “taƌt at aŶd eŶteƌ a ͞Ϭ͟ iŶ 
the ďoǆ ;see Figure ϮϬͿ. 

ϭϳ. CliĐk OK. 

Figure ϮϬ—Page Nuŵďer Forŵat 



 ϭϲ 

Removing a Section Break 

The folloǁiŶg eǆplaiŶs hoǁ to ƌeŵoǀe a seĐioŶ ďƌeak. 

ϭ. CliĐk the “hoǁ/Hide  ďutoŶ oŶ the Hoŵe taď. 

Ϯ. PoiŶt to the seĐioŶ ďƌeak aŶd ĐliĐk oŶĐe. 

ϯ. Pƌess the Delete keǇ. 

Columns 
 

You ĐaŶ use Woƌd’s ͞ĐoluŵŶs͟ featuƌe to Đƌeate a Ŷeǁsleteƌ-stǇle laǇout foƌ a doĐuŵeŶt. You ĐaŶ Đƌeate 
the ĐoluŵŶ stƌuĐtuƌe ďefoƌe Ǉou staƌt tǇpiŶg, aŶd theŶ eŶteƌ the teǆt; hoǁeǀeƌ, Ǉou ŵaǇ iŶd it easieƌ to 
tǇpe the teǆt iŶ paƌagƌaph foƌŵat, aŶd theŶ applǇ the paƌagƌaph stƌuĐtuƌe. Reŵeŵďeƌ that, eitheƌ ǁaǇ, the 
teǆt alǁaǇs loǁs fƌoŵ oŶe ĐoluŵŶ to the Ŷeǆt. 

Creating Columns 

 

The folloǁiŶg eǆplaiŶs hoǁ to Đƌeate ĐoluŵŶs ǁithiŶ Ǉouƌ doĐuŵeŶt. If Ǉou doŶ’t ǁaŶt to applǇ ĐoluŵŶs to  
speĐiiĐ aƌeas of Ǉouƌ doĐuŵeŶt, iŶseƌt seĐioŶ ďƌeaks to sepaƌate that teǆt fƌoŵ aƌea of the doĐuŵeŶt that 
ǁill iŶĐlude ĐoluŵŶs. 

ϭ. IŶseƌt seĐioŶ ďƌeaks ďefoƌe aŶd ateƌ the teǆt that Ǉou ǁaŶt to foƌŵat as ĐoluŵŶs ;ƌefeƌ to the “eĐioŶ 
Breaks seĐioŶ ǁithiŶ this doĐuŵeŶt to see detailed iŶstƌuĐioŶs that eǆplaiŶ hoǁ to do this pƌoĐeduƌeͿ. 

Ϯ. CliĐk iŶside the seĐioŶ that Ǉou ǁaŶt to foƌŵat iŶto ĐoluŵŶs. 

ϯ. CliĐk the Page LaǇout taď. 

ϰ. IŶ the Page “etup gƌoup, ĐliĐk ColuŵŶs. 

Figure Ϯϭ—ColuŵŶs Dialog Boǆ 

ϱ. “eleĐt the Ŷuŵďeƌ of ĐoluŵŶs. 

ϲ. If Ǉou ǁould like a ǀisiďle liŶe ďetǁeeŶ ĐoluŵŶs, ĐliĐk the LiŶe ďetǁeeŶ ĐheĐk ďoǆ. 

ϳ. If Ǉou doŶ’t ǁaŶt eƋual-ǁidth ĐoluŵŶs, uŶ-ĐheĐk the EƋual ĐoluŵŶ ǁidth ĐheĐk ďoǆ, aŶd eŶteƌ the 
ǁidth of eaĐh ĐoluŵŶ iŶ the Width aŶd spaĐiŶg aƌea. 

ϴ. CliĐk OK. 



 ϭϳ 

Text Boxes 
 

A teǆt ďoǆ is a ĐoŶtaiŶeƌ foƌ teǆt. You ĐaŶ use teǆt ďoǆes to plaĐe teǆt at speĐiiĐ loĐaioŶs iŶ a doĐuŵeŶt, 
aŶd foƌŵat the teǆt ďoǆ ǁith a ďoƌdeƌ, shadiŶg, etĐ. Also, Ǉou ĐaŶ haǀe teǆt loǁ fƌoŵ oŶe teǆt ďoǆ to aŶ-
otheƌ. 

Inserting a Text Box 

 

The folloǁiŶg iŶstƌuĐioŶs eǆplaiŶ hoǁ to iŶseƌt a teǆt ďoǆ iŶto Ǉouƌ doĐuŵeŶt. 

ϭ. CliĐk the IŶseƌt taď. 

Ϯ. IŶ the Teǆt gƌoup, ĐliĐk Teǆt Boǆ. 

ϯ. “eleĐt fƌoŵ the list of pƌe-deiŶed teǆt ďoǆes ;also Đalled ͞pull Ƌuotes͟Ϳ, oƌ, ĐliĐk Dƌaǁ Teǆt Boǆ. 

Figure ϮϮ—Teǆt Boǆes 

ϰ. BegiŶ tǇpiŶg aŶd Ǉouƌ teǆt ǁill appeaƌ iŶside the teǆt ďoǆ, ƌeplaĐiŶg the plaĐeholdeƌ teǆt. 

ϱ. To ŵoǀe the teǆt ďoǆ, ĐliĐk the ďoƌdeƌ of the teǆt ďoǆ aŶd dƌag aŶd dƌop at the Ŷeǁ loĐaioŶ. Teǆt iŶ the 
doĐuŵeŶt ǁill loǁ arouŶd the teǆt ďoǆ as it ǁould a piĐture. 

ϲ. You ĐaŶ ƌotate the teǆt ďoǆ ďǇ ĐliĐkiŶg aŶd dƌaggiŶg the gƌeeŶ ĐiƌĐle; Ǉou ĐaŶ ĐhaŶge the shape ďǇ ĐliĐk-
iŶg aŶd dƌaggiŶg the Ǉelloǁ diaŵoŶd. 

Figure Ϯϯ—Teǆt Boǆ 



 ϭϴ 

Flowing Text Between Text Boxes 

 

The folloǁiŶg eǆplaiŶs hoǁ to alloǁ teǆt to loǁ ďetǁeeŶ teǆt ďoǆes. 

ϭ. Douďle-ĐliĐk the ďoƌdeƌ of the iƌst teǆt ďoǆ to displaǇ the Teǆt Boǆ Tools iŶ the RiďďoŶ. 

Ϯ. Delete aŶǇ teǆt iŶ the seĐoŶd teǆt ďoǆ ;You ĐaŶ oŶlǇ loǁ teǆt iŶto aŶ eŵptǇ teǆt ďoǆͿ. 

ϯ. IŶ the Teǆt gƌoup, ĐliĐk Cƌeate LiŶk.  
 

 

 

 

 

ϰ. The ŵouse poiŶteƌ ǁill ĐhaŶge to a pitĐheƌ. 

ϱ. Moǀe the ŵouse poiŶteƌ oǀeƌ the seĐoŶd teǆt ďoǆ ;the ŵouse poiŶteƌ ǁill ĐhaŶge to a pouƌiŶg pitĐheƌͿ 
aŶd ĐliĐk the ŵouse ďutoŶ oŶĐe. 

 

 

 

 

 

 

 

ϲ. WheŶ the iƌst teǆt ďoǆ is full, the teǆt ǁill ďegiŶ to loǁ iŶto the seĐoŶd teǆt ďoǆ.  

Figure Ϯϰ—Create LiŶk ButoŶ 

Figure Ϯϱ—PouriŶg PitĐher Eǆaŵple 

Quick Parts 

 

QuiĐk Paƌts aƌe a ĐolleĐioŶ of ƌeusaďle pieĐes of ĐoŶteŶt that ĐaŶ ďe iŶseƌted iŶto a doĐuŵeŶt. BuildiŶg 
BloĐks aƌe ĐoŶteŶt iteŵs that aƌe alƌeadǇ Đƌeated aŶd stoƌed as QuiĐk Paƌts. You ĐaŶ also stoƌe aŶǇ sŶippets 
of teǆt oƌ iŵages as QuiĐk Paƌts. 

Creating a Quick Part 

 

The folloǁiŶg eǆplaiŶs hoǁ to Đƌeate a QuiĐk Paƌt. 

ϭ. “eleĐt the ĐoŶteŶt that Ǉou ǁaŶt to saǀe as a BuildiŶg BloĐk. 

Ϯ. CliĐk the IŶseƌt taď. 

ϯ. IŶ the Teǆt gƌoup, ĐliĐk QuiĐk Paƌts. 

ϰ. IŶ the ŵeŶu that appeaƌs, ĐliĐk “aǀe “eleĐioŶ to QuiĐk Paƌt GalleƌǇ. The Create Neǁ BuildiŶg BloĐk dia-
log ďoǆ ǁill opeŶ. 



 ϭϵ 

ϱ. IŶ the Naŵe ield, eŶteƌ a desĐƌipiǀe Ŷaŵe. 

ϲ. IŶ the GalleƌǇ aŶd CategoƌǇ ields, Ǉou ĐaŶ use the default opioŶ, oƌ, Ǉou ĐaŶ seleĐt aŶotheƌ fƌoŵ the 
dƌop-doǁŶ list. 

ϳ. CliĐk OK. 

Figure Ϯϲ—Create Neǁ BuildiŶg BloĐk Dialog Boǆ 

Inserting a Quick Part 

 

ϭ. UsiŶg the ŵouse poiŶteƌ, ĐliĐk iŶ the doĐuŵeŶt ǁheƌe Ǉou ǁaŶt the QuiĐk Paƌt iŶseƌted. 

Ϯ. IŶ the Teǆt gƌoup of the IŶseƌt Taď, ĐliĐk QuiĐk Paƌts. 

ϯ. CliĐk BuildiŶg BloĐks OƌgaŶizeƌ. 

ϰ. LoĐate the iteŵ iŶ the BuildiŶg ďloĐks list ;see Figure ϮϳͿ, ĐliĐk to seleĐt it, aŶd theŶ ĐliĐk IŶseƌt. 

Figure Ϯϳ—BuildiŶg BloĐks OrgaŶizer 



 ϮϬ 

Creating Graphic Elements 

 

You ĐaŶ use the ĐolleĐioŶ of shapes iŶ Woƌd to add ǀisual iŶteƌest aŶd ĐlaƌitǇ to Ǉouƌ doĐuŵeŶts. MaŶǇ of 
the shapes ĐaŶ ďe used ͞as-is͟; hoǁeǀeƌ, Ǉou ĐaŶ also ĐoŵďiŶe shapes to Đƌeate Ǉouƌ oǁŶ. 

Drawing Shapes 

 The following explains how to include shapes in your documents: 
 

ϭ. CliĐk the IŶseƌt taď. 

Ϯ. IŶ the IllustƌaioŶs gƌoup, ĐliĐk “hapes. 

ϯ. IŶ the “hapes galleƌǇ, ĐliĐk the shape that Ǉou ǁaŶt ;see Figure ϮϴͿ.  

Figure Ϯϴ—“hapes MeŶu 

ϰ. The ŵouse poiŶteƌ ǁill tuƌŶ iŶto Đƌosshaiƌs as Ǉou ŵoǀe Ǉouƌ ŵouse poiŶteƌ oǀeƌ the doĐuŵeŶt. 

ϱ. To dƌaǁ the shape, hold doǁŶ the ŵouse ďutoŶ aŶd ŵoǀe Ǉouƌ ŵouse poiŶteƌ. As Ǉou ŵoǀe Ǉouƌ 
ŵouse poiŶteƌ aĐƌoss the sĐƌeeŶ, Ǉou ǁill see the shape deǀelop oŶ the sĐƌeeŶ. 

Figure Ϯϵ—AŶ Eǆaŵple of OŶe of the “hapes 



 Ϯϭ 

Modifying Shapes 
 

You ĐaŶ ŵodifǇ shapes iŶ a Ŷuŵďeƌ of ǁaǇs. The folloǁiŶg desĐƌiďes soŵe of the ǁaǇs that shapes ĐaŶ ďe 
ĐhaŶged: 

Re-sizing  
The folloǁiŶg eǆplaiŶs hoǁ to ƌe-size a shape: 
 

ϭ. CliĐk the shape to seleĐt it. CiƌĐles aŶd sƋuaƌes, Đalled siziŶg haŶdles, appeaƌ aƌouŶd the ďoƌdeƌ of the 
shape. 

 

 

 

 

 

Ϯ. To adjust the size of the shape aŶd keep the diŵeŶsioŶs pƌopoƌioŶal, plaĐe Ǉouƌ ŵouse oǀeƌ oŶe of the 
ĐoƌŶeƌ siziŶg haŶdles ;ĐiƌĐlesͿ, ĐliĐk aŶd dƌag. If Ǉou dƌag a side siziŶg haŶdle ;sƋuaƌeͿ Ǉou ǁill ĐhaŶge 
oŶe diŵeŶsioŶ oŶlǇ. The ƌotate adjustoƌ ;gƌeeŶ ĐiƌĐleͿ alloǁs Ǉou to ƌotate the piĐtuƌe. 

ϯ. You ĐaŶ also ƌesize the shape ďǇ ĐliĐkiŶg the “ize dialog ďoǆ lauŶĐheƌ oŶ the RiďďoŶ. 

Figure ϯϭ—“ize Dialog Boǆ LauŶĐher oŶ the RiďďoŶ 

ϰ. “et the diŵeŶsioŶs ďǇ ŵeasuƌeŵeŶt ďǇ eŶteƌiŶg the height aŶd ǁidth oƌ set the sĐale ďǇ eŶteƌiŶg the 
height aŶd ǁidth iŶ the “Đale seĐioŶ. 

 

If the Lock aspect raio ďoǆ is ĐheĐked, ĐhaŶgiŶg either the height or ǁidth iŶ either seĐioŶ ǁill also ĐhaŶge 
the other diŵeŶsioŶ ďǇ the saŵe aŵouŶt. 

Figure ϯϮ—LaǇout Dialog Boǆ  

Figure ϯϬ—AŶ Eǆaŵple of OŶe of the “hapes 



 ϮϮ 

Re-shaping 

A tǁo-diŵeŶsioŶal shape ĐaŶ ďe alteƌed ďǇ ĐliĐkiŶg aŶd dƌaggiŶg the side siziŶg haŶdles of the oďjeĐt. This 
ĐhaŶges oŶe diŵeŶsioŶ of the shape oŶlǇ. Also, soŵe tǁo-aŶd-thƌee-diŵeŶsioŶal shapes haǀe a Ǉelloǁ dia-
ŵoŶd, suĐh as the aƌƌoǁ iŶ Figure ϯϯ, that Ǉou ĐaŶ ĐliĐk aŶd dƌag to alteƌ a ĐeƌtaiŶ aspeĐt of the shape. 
 

 

 

 

 

Shape Styles 

The folloǁiŶg eǆplaiŶs hoǁ to applǇ a stǇle to  a shape: 
 

ϭ. CliĐk the shape to seleĐt it. 
Ϯ. CliĐk the DƌaǁiŶg Tools ĐoŶteǆtual taď oŶ the RiďďoŶ. 
ϯ. IŶ the “hape “tǇles gƌoup, ĐliĐk the ͞Moƌe͟ ďutoŶ to opeŶ the “hape “tǇles galleƌǇ. 
 

 

 

 

 

ϰ.    CliĐk the stǇle of Ǉouƌ ĐhoiĐe.  
 

Figure ϯϯ—Arroǁ With A Yelloǁ DiaŵoŶd 

Figure ϯϰ— ͞More ButoŶ͟ for “hape “tǇles 

Figure ϯϱ— Aǀailaďle “tǇles for “hapes 

Adding Fill Color 

The folloǁiŶg eǆplaiŶs hoǁ to add Đoloƌ to a shape. 
 

ϭ. IŶ the “hape “tǇles gƌoup, ĐliĐk the aƌƌoǁ foƌ “hape Fill ;see Figure ϯϲͿ.   
Ϯ. CliĐk the Đoloƌ of Ǉouƌ ĐhoiĐe. 

Figure ϯϲ—͞“hape Fill͟ for “hape “tǇles 



 Ϯϯ 

Changing the Outline 

The folloǁiŶg eǆplaiŶs hoǁ to ĐhaŶge the outliŶe foƌ a shape. 
 

ϭ. IŶ the “hape “tǇles gƌoup, ĐliĐk the aƌƌoǁ foƌ “hape OutliŶe ;see Figure ϯϳͿ. 
Ϯ. CliĐk the outliŶe Đoloƌ, ǁeight, aŶd stǇle of Ǉouƌ ĐhoiĐe. 

Figure ϯϳ—͞“hape OutliŶe͟ for “hape “tǇles 

Changing the Shape 

The folloǁiŶg eǆplaiŶs hoǁ to ĐhaŶge the shape. 
 

ϭ. IŶ the “hape “tǇles gƌoup, ĐliĐk the aƌƌoǁ foƌ ChaŶge “hape ;see Figure ϯϴͿ. 
Ϯ. CliĐk the Ŷeǁ shape of Ǉouƌ ĐhoiĐe. 

Figure ϯϴ—͞ChaŶge “hape͟ for “hape “tǇles 

Add Text to a Shape 

The folloǁiŶg eǆplaiŶs hoǁ to add teǆt to a shape: 
 

ϭ. “eleĐt the shape. 
Ϯ. CliĐk the DraǁiŶg Tools Forŵat taď oŶ the RiďďoŶ . 
ϯ. CliĐk Teǆt Boǆ that is loĐated iŶ the IŶseƌt “hapes seĐioŶ of the RiďďoŶ ;see Figure ϯϵͿ.  

 

 

 

 

 

 

ϰ. A teǆt ďoǆ ǁill appeaƌ oŶ the shape, aŶd the Đuƌsoƌ appeaƌs iŶside the shape. TǇpe the teǆt. Teǆt ĐaŶ ďe 
foƌŵated just like ƌegulaƌ teǆt iŶ the doĐuŵeŶt. 

Figure ϯϵ—Teǆt Boǆ  



 Ϯϰ 

Inserting Screenshots into Your Document 

The folloǁiŶg desĐƌiďes tǁo ǁaǇs to Đaptuƌe aŶd iŶseƌt sĐƌeeŶshots iŶto Ǉouƌ doĐuŵeŶt. 

Inserting Screenshots of an Open Window into Your Document 

The folloǁiŶg desĐƌiďes hoǁ to Đaptuƌe aŶd iŶseƌt the sĐƌeeŶshot of aŶ opeŶ ǁiŶdoǁ: 

ϭ. Maǆiŵize the ǁiŶdoǁ that Ǉou ǁaŶt to Đaptuƌe a sĐƌeeŶshot foƌ. 

Ϯ. IŶ Woƌd, seleĐt the IŶsert taď. 

ϯ. CliĐk “ĐreeŶshot ;loĐated iŶ the IllustraioŶs seĐioŶͿ. 

ϰ. CliĐk the iŵage that Ǉou ǁaŶt to iŶseƌt iŶto Ǉouƌ doĐuŵeŶt. 

Figure ϰϬ—“ĐreeŶshots  

ϱ.   The iŵage ǁill appeaƌ iŶ Ǉouƌ doĐuŵeŶt. 

Capturing and Inserting a Specific Area of the Screen 

 

The folloǁiŶg desĐƌiďes hoǁ to Đaptuƌe aŶd iŶseƌt a speĐiiĐ aƌea of the sĐƌeeŶ: 
 

ϭ. IŶ Woƌd, seleĐt the IŶsert taď. 

Ϯ. CliĐk “ĐreeŶshot ;loĐated iŶ the IllustraioŶs seĐioŶͿ. 

ϯ. CliĐk “ĐreeŶ ClippiŶg ;see Figure ϰϭͿ. 



 Ϯϱ 

Figure ϰϭ—“ĐreeŶshots 

ϰ. Use Ǉouƌ ŵouse to fƌaŵe the aƌea of Ǉouƌ sĐƌeeŶ that Ǉou ǁaŶt to Đaptuƌe.

ϱ. The iŵage that Ǉou Đaptuƌed ǁill appeaƌ iŶ Ǉouƌ doĐuŵeŶt.


