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The following has been adapted from the Microsoft Office Online How-to Guide: http://office.microsoft.com/en-us/training/CR061958171033.aspx

Formatting
Rulers
· If rulers are not visible, go to View > Ruler in the menu.  

· Change margins by clicking and dragging the page margins along the ruler.
· To change rulers measurement units, go to Tools > Options and click the General tab.  Choose the unit from the drop-down menu next to Measurement units.
Hanging Indents

The markers on the ruler are for positioning paragraphs. To set the indent for more than one paragraph, select all of the text you want to adjust before setting the indents. You can move indents into the margins of a document.
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The First Line Indent: position the slider where you want the first line of a paragraph to start (or be indented).
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The Hanging Indent is the triangle on top; it positions the start of the second and all following lines of text. 
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The Left Indent is the square underneath the hanging indent; it's used to move the hanging indent and first line indent together, keeping a constant space between them.
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The Right Indent positions the right indent of a paragraph.

Tab Stops

You can quickly set tabs by clicking the tab selector at the left end of the ruler until you see the type of tab you want, and then clicking the ruler at the location you want. 
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The Left Tab sets the start position of text that will then run from left to right.
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The Center Tab sets the position of the middle of the text.
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The Right Tab sets the right end of the text. As you type, the text moves to the left.
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The Decimal Tab aligns text around a decimal point. 
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The Bar Tab inserts a vertical bar at the tab position.

If you want your tab stops at precise positions, you can use the Tabs dialog box found on the Format menu.
Page and Section Breaks
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When you want to create a new page, instead of hitting ENTER several times, use page breaks (CRTL+ENTER)
1. Click where you want to insert a section break.
2. Go to Insert > Break.
3. Under Break types, choose Page break.
4. Click OK.
You can use section breaks to change the layout or formatting in your document. For example, you can separate chapters in your document so each chapter begins at page 1, or you can create a different header or footer for a section of your document.
1. Go to Insert > Break.
2. Choose the type of section break you want:
· To create a separate page, under Section break types, choose Next page.
· Or to create a new section on the same page, choose Continuous.
3.  Click OK.
Styles and Formatting
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Styles apply bundles of formatting at once.  For example, you can apply a style that changes the size, boldness, and font in one click.
· Paragraph styles [image: image10.png]


 : include things such as font type, size, text positioning, and spacing. A paragraph style can be applied to several paragraphs.
· Character styles [image: image11.png]


 : are applied to blocks of words and letters. An example would be an "emphasis" style that applies both an underline and italic type. You can apply character styles along with the paragraph style.

· List styles [image: image12.png]


 and table styles [image: image13.png]


 : provide a consistent look to tables and lists.
1. In your document, select the text you want to apply a style to. 
2. To open the Styles and Formatting pane, click on the Styles and Formatting [image: image14.bmp] button in the toolbar. 

3. From the list, click a style name to apply it to your selected text.
4. If you want to modify a style, move your cursor over the style name to display the drop-down arrow.  Click the arrow and choose Modify.  In the Modify Style window, you can change the font, size, italicization, and other formatting.
Text Wrapping
1. Insert and select the image in your document.
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Click the Text Wrapping [image: image15.bmp] button in the Picture toolbar (or double click the image). 

3. Choose Tight from the list (under the Layout tab) and then move the picture where you want in the document.

4. Click the Advanced… button to further adjust settings, such as change the space between the text.
5. Click OK.

To change the wrap points of an image:

1. Click the Text Wrapping [image: image16.bmp] button in the Picture toolbar and select Edit Wrap Points.
2. Click on the red outline over the image to create new points, or click and drag existing points to move them.
3. When finished, click anywhere outside the image.
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Insert Characters and Symbols

1. Go to Insert > Symbol and click the Symbols tab.

2. Scroll through the list to find the symbol you want. You can use the Subset list to find a symbol quickly if you know what type of symbol it is.

3. When you find the symbol, click it.

4. Click Insert or double-click. 
Note: If you use a particular character or symbol frequently, you can create a shortcut for it using the Shortcut Key button.  See page 7 on for more about shortcuts.
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Customizing the Workspace

Create Keyboard Shortcuts

1. Go to Tools > Customize, then click the Keyboard button.
2. Select the category and the command you want to work with.

3. Check if any keys are currently assigned.

4. Type the new shortcut key.
5. Decide where to save changes:

· In the Normal template (Normal.dot) which is the base of all documents.

· In the current document.
6. Click the Assign button.
If you mistakenly overwrite a shortcut, you can remove the new shortcuts or reset the old one. The Reset All and Remove buttons are also available in the Customize Keyboard dialog box.
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Create Menus
1. Go to Tools > Customize > Commands.
2. In the Categories list, click New Menu.

3. From the Commands list, click and drag New Menu to the menu bar.  
4. Click the new menu in the menu bar.

5. In the Customize window, click the Modify Selection button and type a new name.
6. To add commands to the new menu, search through the Categories and Commands lists to find the command you want.
7. Click and drag the command onto your new menu in the menu bar. 
Create Toolbars
1. Go to Tools > Customize > Toolbars.
2. On the Toolbars tab, click New.

3. Enter a name for the new toolbar, hit Enter, then Close.
4. To add buttons to the new toolbar, click the Commands tab and search through the Categories and Commands lists to find the command you want.

5. Click and drag the command onto your new toolbar. 
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Modify Menus and Toolbars

The previous steps to add commands and buttons can also be used to modify menus and toolbars.
To modify a menu:
1. Go to Tools > Customize > Commands.
2. Search through the Categories and Commands lists to find the command you want.

3. Click and drag the command onto a menu in the menu bar. 
To modify a toolbar:

1. Go to Tools > Customize > Commands.
2. Search through the Categories and Commands lists to find the command you want.

3. Click and drag the command onto a toolbar. 
4. To rename or delete a toolbar, select it in the Toolbars list in the Customize window and click either the Rename or the Delete button.

Customize the Shortcut Menu
The shortcut menu (right-click menu) appears when you right-click a selection, a toolbar, or a taskbar button.  Because shortcut menus are specific to what you click on, there is a variety of menus.  To modify a shortcut menu, you need to use the Shortcut Menu toolbar:
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Open the Customize dialog box.

2. Click the Shortcut Menu box to open the Shortcut Menu toolbar. 
3. Click the type of shortcut menu from the toolbar (Text, Table, or Draw).

4. From the list, click the exact shortcut menu.

5. Right-click on the menu item you want and select/deselect the options you want.
6. When finished, click Close on the Customize window.
Editing Tips

Paragraph Marks
Click Show/Hide [image: image17.bmp] on the toolbar to turn paragraph marks on to view paragraphs and spaces in your document.   This is helpful for finding any extra lines, spaces, or formatting in your document before you print it or hand it off to someone else.
Precision Moving

When moving elements in your documents, such as margins, objects, or borders, hold down the ATL key to move in smaller increments.
Undo/Redo Changes

On the toolbar, click the Undo [image: image18.png]


 button, or click [Ctrl]+Z to undo the most recent action.  If you make a mistake and want to redo an action, click the Redo [image: image19.png]


 button or click [Ctrl]+Y. If you click the black arrow on either button, it will display a drop-down menu, allowing you to undo or redo several steps.
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Viewing Documents Side-by-Side
1. From the Window menu, choose Compare Side to Side:
· If you only have two documents open, the Compare Side by Side command automatically shows the other document.
· With more than two documents open, click Compare Side by Side with… and then choose the document you want to compare.
2. When you are comparing documents side by side, the Compare Side by Side toolbar opens. There are only a few buttons on this toolbar. [image: image34.png]window | Help_ Menu Menu
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· Synchronous Scrolling [image: image20.png]


 button. By default this button is on. As you scroll in one document, the other scrolls at the same pace. You can turn Synchronous Scrolling on and off by clicking the button. 
· Reset Window Position button [image: image21.png]


. This resets the documents to the default position and size. If you click it with the right window active, then it resets that active document to the left.

· Close Side by Side button. Closes the toolbar and turns off the side by side view. You can also simply close one of the documents.
Watermarks
You can add a picture or text as a watermark to a document. On the Format menu, go to Background > Printed Watermark
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Select either Picture watermark or Text watermark
· For pictures, you can choose any image on your hard disk or use clip art. Once you've selected the image, you can scale it and wash it out so that it's not as visible behind text.

· For text, you can select the text you want from the drop-down list or type your own text, and select font, size, and color. You can also set transparency and diagonal or horizontal layout.
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