COLUMNS
Under which tab:
Page Layout
Two ways to create columns:

1. Set the number of Columns needed - - - enter information - - - remove columns
2. Enter text, highlight all text, select Columns needed
When you want the text you are going to type to be in columns but NOT the information you have already typed, choose:

1. Page Layout - - - Columns - - - More Columns - - - Select the number of columns needed - - - Choose to Apply “This Point Forward”  
2. Page Layout - - Breaks - - Continuous Break - - Page Layout - - Columns, Select # of Columns
To move to the next column:

Page Layout - - - Breaks - - - - Column Break

Two ways to remove columns or STOP using one type of column and start using a different type:

1. Go to “Columns - More Columns” and set to One Column - - - Apply to “This Point Forward”
2. Page Layout - - Breaks - - Continuous Break - - Page Layout - - Columns, Select # of Columns
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[Grab your readers attention with
a great quote from the document or
use this space to emphasize a key
point. To place this text box
apwhere on the page, just drag it ]

e T = T e o
e T — EI< wourormons x
P
In Line with Text
See more.

PAGE1 OF1

_
WIS a6




INSERTING TEXTBOXES

Under which tab:

Insert
Automatic text wrapping setting:

Square 

INSERTING PICTURES / GRAPHICS

Under which tab:

Insert
To move graphic freely:

Change Text Wrapping to In Front of Text
To trim the picture:

Crop   (In Picture Tools Format Tab)
FORMATTING OPTIONS

Corrections

Sharpen / Soften



Brightness / Contrast

Color

Color Saturation


Color Tone


Recolor

Artistic Effects

Also able to format the Picture’s . . . 

· Style
· Shape
· Border
Picture Effects
· Preset

· Shadow

· Reflection

· Glow

· Soft Edges

· Bevel

· 3-D Rotatio

To return picture back to original state:

Picture Tools Format Tab - - - - Reset Picture Button
To remove white background from images:

Picture Tools Format Tab - -   Color  - - Set Transparent Color Button

Inserting Shapes
Under which tab:

INSERT

The mouse changes to what when an Shape object is selected:


Shapes which are available to use:

Lines


Rectangles

Basic Shapes


Block Arrows


Flowcharts


Callouts


Stars & Banners

Equation Shapes

To create a perfectly straight line OR a proportional shape:
· Select the AutoShape, click the mouse to begin drawing the line or shape, HOLD DOWN SHIFT, finish drawing the line/shape

· Let go of the MOUSE FIRST, then the Shift Key

To Group objects together:

· Select one object, Hold down shift, select the rest of the objects being grouped

· Go to the Format Tab, Arrange Group, Group Button  OR
· Right Click, Grouping, Group 
Ways to move a Shape:

Arrows, mouse

