BEGINNING WORD: NOTES
HOME TABHello (serif)

· Types of Font Styles:Hello (san serif)

- Serif  		vs. 		San Serif		 
Has little tails 				Does not have				
on the ends of letters			tails on the ends of letters
[image: ]
· Bulleted & Numbered Lists
· [image: ]2 ways to Increase Indent Level (move to the right from an A. to a.)
Tab    or		(Increase Indent Button)

· [image: ]2 ways to Decrease Indent Level (move to the left from an a. to A.)
Shift + Tab		or		(Decrease Indent Button)

· Format Painter
[image: ]Type and format information, highlight that new formatted text, click the format painter button, and then with you mouse as a Paintbrush, “Paint” the format onto the other text
**If you want to apply the text format to multiple parts of your paper, double click the Format Painter button first to lock it in, & then click on the various text you want to Paint.
 
To stop using the Format Painter when applying the format to multiple places:
					Hit the format painter button again

[image: ][image: ][image: ][image: ]
Text Effects
Grow / 
Shrink Font

Clear Formatting
Change Case




· Highlighting Text (2 ways)
1. [image: ] Select the text to highlight, click the Highlighter and choose a color

2. Click the Highlighter and choose a color, then select the text to highlight


· Sorting Text
[image: ]Highlight the text you want to sort, click the Sort button then choose how you want to alphabetize the information.

If you attempt to sort without highlighting/selecting any text:  Word will highlight all of your text

· Show/Hide
[image: ] Click the Show/Hide button to have the various marks appear in your document
[image: ][image: ][image: ]The marks for each are:  Paragraph		Tab		Space
· Alignments
[image: ]Left, Center, Right, Justify (Have them draw & label the Icons & then go over when you might use each type)

· [image: ]Shading 
When applied, the shading is applied to the entire row the cursor is on

· [image: ]Borders
To find Page Border: Home Tab, Borders drop-down arrow, Borders & Shading, Page Border Tab

· Word Wrap
This is when you type until the end of the line and the text automatically wraps down to the next line.
** When changing the line spacing of your document, it adds it to the entire paragraph if that’s where your cursor is OR below the line your cursor is on.

[image: ]WordArt
	Found in the Insert Tab

· Contextual Tab (Format Tab)
The new tab that appears when WordArt is clicked on; lets you edit the WordArt

· To move WordArt
[image: ][image: ]Text wrapping must be on In Front of Text 
(IT SHOULD BE SET TO THIS ALREADY!)

· Editing the text
[bookmark: _GoBack]Click in the word art

· [image: ]Text Direction
To change the WordArt from horizontal to vertical

· Shape Fill, Shape Outline, 
Change Shape – Shadow, Reflection, Glow, Bevel, 3-D Rotation, Transform

· Text Effects
Shadow, Reflection, Glow, Bevel, 3-D, Transform (CAN have all effects on the same WordArt)

Page Orientation
[image: ]Page Layout Tab – Page Setup Group
	Landscape – side to side		Portrait – up and down

To Turn on the Ruler				What unit is the font measured in?
View Tab – click the box next to Ruler				point
image6.png
EHS O - Doc2 - Word DRAWING TOOLS

EE vove ST DSON  PAGELAOUT REFRENCES  MALNGS REVAN VAW  AODMNS | FomuaT
SO EIO O | £ EditShape - Dashapefil- A~ |ATetDiection [ HybringForwerd - [F Algn- | g1
AT LD O EHvawTetsor o A A A B
4N ) | @ Shape Effects - A~ @ Createlink T Tony CliSelectionPane  “ARotate~ 3% %]
J— — . r—— ot e PN
5 : % : B o . s . ;

P

Vourievelers!

PAGETOF1 301





image7.png
d9-07 lotes. rmatting A icre SMART Ink
T L i -@
\\Ooo - & D shapeFil - A~ Urororeaon- ]y s rana e g
ALLD T o~ - | & Shape Outine - A A - &~ EaignTed - 2 send sackwerd « [e{crovp - =
EIRTAN NS4 2 Shape Efects - <A | eoceaeunk | PHO TP gy eiectionpane Sk Rotate < | 38
Insertshapes | shape stytes 5 | Wordrt syies i e | Artange | see s
o T, e e s e &
o
- Show/Hide
: Click this bution [ to have the Show/Hidemarks appear
Themarks for: Paragraph ¢ Tab __, Sspace
M - Alignments
Left, Center, Right, Justify (Draw the Icons)
- Shading
H When applied, the shading is applied to the entire row the cursor is on
] - Borders
To find Page Border: Home Tab, Borders drop-down arrow, Borders & Shading, Page
Border Tab
- WordWrap
E This is when you type until the end of the line and the text automaticallywraps down to
the next line.
WordArt
E Found inthe Insert Tab
| - Contextual Tab
The new tab that appears when you have clicked on your WordAr, thatlets you edit
] the WordArt
. _-_Tomove Wmd@i .
H i Text wrappingmust be on 1;;/ Frontof T
e o text lheres
| | - Editimgfietext ©C RS SRR SR
O====~~Togoinande&it e test of the WoTdAr, click the “Edit Text” button on the left side

Pages 2012 | Woras 3409 | 5 |





image8.png
EHS O -

[ rome  nseRT  DEsiGN

0

Margins Orientation  Size.

Page 5

PAGETOF1 0WORDS

a

PAGELAYOUT | REFERENCES  MALINGS  REVIEW
A Breaks Indent Spacing
$D)Line Numbers - 2|12 Betore: :
Cotumns - -
"™ 6 Hyphenation - ©J42 Atter :
etup 5 Faragraph 5
2

1 g 1

Doc2 - Word
VW ADD-INS
Position Wrap Bring  Send
Text~ Forward - Backward
Armange
3 4

[ER Y.
o

Grou

Selection "

Pane Zh Rotate
s





image1.png
ﬁ“

Paste

Home | Inset  Page Layout

2
F Formst painter

Clipboard 5

References  Mailings  Review  View
Times NewRom = 12~ A" A7 | Aa~
B 7 U-aex x

Stytes

[x]

- Serif vs. Hey (san serif)
Has little tails

on the ends of letters

San Serif
Does not have
tails on the ends of letters

Format Painter
Type and format information, highlight that new formatted text, click the format
J  painter button, “Paint” the format onto the other text
To apply the format to multiple parts of your paper, double click the FP button to
lock it
To stop using the Format Painter when applying the format to multiple places:
Hit the format painter button again

Page:

ot | woras:386 | <3 |

AaBbCc AaBbC AaBbce AAB aasbee. saBbc
Sw-A- & TNoSpad. Hesdingl Headng2  THe  Subiile  SubtieEm

» (S





image2.png
® H (SN Doc2 - Word ? @3 - x
QP HOME  INSERT  DESGN  PAGELAYOUT  REFERENCES  MALINGS  REVEW  VIEW  ADD-INS Signin
cut TimesNewRo -[12 | A & Aav fe R #sind -
Do imes « 4 2 AaBbCd | AaBbCc AaBbC( Assbcel AQB assvceo daBbCer daBbCer | feplce
Paste - . - Loaly . lormal lo Spac. leading leading itle: ubtitle ubtle Em. -mphasis. N
S o pame BT U x X AW A TNomal | TNoSpac.. Heading1 Heading2  Til Subtle  Subtle Em.. Emph, N seect-
Cipboard 5 Font 5 Parsgraph 5 syies 5 ety A
= r g R B B B B o, [
W o | o on o wass s v wnn )
I e e 0 [ama| nmca i i AQB] e st st | B
R i B BEes v A2 40 W . oo e e AT e e
=
pw
o

Doc2: 1 characters (an approximate value).
o





image3.png
Home | Inset  Pagelojout  References  Mailings  Review  View

Times NewRom = 14~ A" A7 | Aa~

@A Find -
AsBLC AaBbC: AsBbce AAB aambce samca | A

2 Replace

B et vt B (2] 0 7 e w-A- B TNoSpac. Headngl Headng2  THe  Subile SubtleEm.. | Chenge o
Ciipboard Font stes Editing
L] I A R R R R R R &
I BEGINNING WORD: NOTES =
dJ HOME TAB | |
- Types of Font Styles: Hey (seryf)
- Serif vs. San Serif Hey (san serif)
9 Has little tails Does not have
onthe ends of letters tails on the ends of letters
| - FormatPainter
Type and format information, highlight that new formatted text, click the format
9 Ppainter button, “Paint” the format onto the other text
To apply the format to multiple parts of your paper, double click the FP button to
B lockit
To stop using the Format Painter when applying the format to multiple places:
9 Hit the format painter button again
Atone tme, you dian't need to
wory about who you were
R rending on 2 socal network At
one time, you could saely shop
- Highlighting Text (2 ways) onlne.
| 1. Select the text to highlight, click the Highlighter and choosea color And tha roason wes Norton.
. 2. Click the Highlighter and choosea color, then select the text to highlight
Page: 1013 | Words: 366 | <5 | IEEEE

) § 11:57 AM




image4.png
Hd9-0) Notes 1 - formatting text & WA DONE - Microsoft Word - =
Home | Inset  Pagelajout  References  Maings  Review  View

# Find -

o mepisce

[ 4 | mesnewromn —~[1e [ w2 | AaBbCc AaBbC: AaBbCc

Paste B ¢ Aa-|[® - A - THo Spaci.. Headingl  Hesding 2 hange
S == > - : o2 =g AT

Styles 5| Editing

- Decreaselndent Level:(2ways)4

1
1
Shift+Tabs
1
-~ Sorting Texte
‘Highlightthetext-youwantio-sort, click-the-Sortbutton
youwantto-alphabetizethe-information.q

Iyouanemptosortwhennotextis-selected: -~ itwill-highlightallofyourtexts
- Show/Hidef

1
Paragraphs

Page: 1012 | Words: 233 | G |
rPEEEE





image5.png
EHS O - Doc2 - Word x

[l HOME | INSERT | DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW  ADD-INS

b B DOl o &R D DR EQ 4 A D e

Signin

D) BlankPage > Bookmark
- Table | Pictures Online Shapes SmartAt Chart Screenshot Apps for  Online Comment | Header Footer Page | Tewt Quick WordArt Diop
HPagetreak Picures  + = Officer  Video [ Crosseference © 7 Numbere Boc Pams- - Cop- [JObject -
Fages | Tables ustations Apps | Medin ks Comments | Header & Footer Text symbols ~
5 R g f 2 f . s © s A
1

PAGETOF1 OWORDS [

a




