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Microsoft Word 2003 Part 2

Formatting Text

Microsoft Word allows you to change the way your text looks. You can change
the size, shape, and style of the letters. Formatting changes can be made from
either the Formatting Toolbar or the Format menu and the Font Dialog Box.

If you change the formatting before you begin typing any words the formatting
changes will apply to the entire document.

If you change the formatting after you have typed some text the formatting
changes will apply to text you have highlighted, or any subsequent text you type.

Formatting Toolbar

The Formatting Toolbar has a set of buttons you can use to apply formatting
changes.

Font name "
I Font size I Font color
A Mormal 4 Times NewFoman [=]12 F |B 7 U EEEI?* iZ = iE iE ,al_:),é,;
Bold, italics, underline I
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Change Font

To change the font or typeface of your text, highlight the selected text then pick a

font from the drop down menu.

Here is the original text.

Example

Highlight the text with the mouse.

Example

Click in the small arrow next to the current font name.

|Times Mewy Rornan | vJ\ 12 -
]

kg

A list of available fonts will open. Select the font you want from the list.

imes Mew Rorman - B 7

=

T Tunes New Roman

T Arial

T Arial Rounded MT Bold

T COPPERPLATE GOTHIC B
T Arial Narrow

T fnency A
i RLGERIAN h
i Arial

T Arial Black
T Arial MNarrow
H Arial Rounded MT Bold

LI

To see more available fonts,
click the down arrow to scroll
through the list.

The fonts are listed

alphabetically, but the ones
you used most recently will
appear at the top of the list.

T Arial Unicode MS ( -

Your highlighted text will change to match the new font.

EXAMFPLE
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Change Font Size

Font size refers to the size of the type, how big or how small. To change the size
of your text, highlight the text and then select a larger or smaller size from the
Formatting Toolbar.

Here is the original text.

Example
Highlight it with the mouse.

Example

Click in the small arrow next to the current font size.

Tirmes MNew Roman v B 7

Font Size

Select a different size from the drop down list. The larger the number the larger
the letters will be.

Times Mew Roman -

Your highlighted text will change to reflect the new size.

Example
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Bold, Italics, and Underline

To apply boldface, italics, or underline text, highlight the text with the mouse and
click the appropriate button on the Formatting Toolbar.

You can apply any combination of bold, italics, and underline to the selected text.

Bold

Here is the original text.

Example

Highlight it with the mouse.

Example

Click the bold button on the toolbar.
B]: u
3
e

The font and font size will not change except that the letters will be slightly larger
and bolder.

Example

You can also use the keyboard to apply boldface. After highlighting the text, hit
CTRL + B to bold the word.
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ltalics

Here is the original text.

Example

Highlight it with the mouse.

Click the italic button on the toolbar.

B|Z|U
3

Ttalic |-

The font and font size will not change except that the letters will be slanted to the
right.
Example

You can also use the keyboard to apply italics. After highlighting the text, hit
CTRL + | to italicize the word.
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Underline

Here is the original text.

Example

Highlight it with the mouse.

Click the underline button on the toolbar.

» < EE=
by
I Underline'—

The font and font size will not change except that the letters will be underlined.

Example

You can also use the keyboard to underline text. After highlighting the text, hit
CTRL + U to underline the word.

Copyright ©2005 ASCPL All Rights Reserved MS Word 2 12/6/2005 4:58:46 PM/JCC
6



Change Font Color

You can change the color of your text easily from the Formatting Toolbar.

Here is the original text.

Example

Highlight it with the mouse.

Example

Click the small down arrow next to the current font color button.

Font Color {Auko)

A color palette will open. Click on the color of your choice to change the text to
that color.

ﬁv

I|. Automatic ||

EEEEEEER

AEEEEEEER

%Q‘D.D..D
ONEERNE

red oo E®EO
Mare Colors, .

Your highlighted text will change to reflect the new color.

Example
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Font Dialog Box

You can make several changes at once using the Font Dialog Box.

Here is the original text.
Example

Highlight it with the mouse.

Example

On the Standard Toolbar, click Format, Font.

Format | Tools Table Window Help
[A Font.. |
3 Earagrapwlh“u...

2

Bullets and Numbering...
Borders and Shading...

The Font Dialog Box will open.

Font [ %]
Fonk } Character Spacing ] Text Effects l
Eont: Fonk style: Size:
i |Regular 12
B -
9
10
11
Tw Cen MT Condensed =
Fonk color; Underline stwle:
| Bukomatic j |(nu:une]l j | J
Effects
[ strikethrough [ shadow [ Small caps
[ Double strikethrough [ Sutline [ &l caps
[ Superscript [ Emboss I Hidden
[ Subscript [ Engrave
Preview
Ezample
This iz a TrueType Font, This Font will be used on both printer and screen,

Default. .. QK | Cancel
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Change the Font and Font size from the Font Dialog Box
Scroll through the list of fonts and click on one you would like. You can also

change the size of the font from this dialog box. The Preview pane at the bottom
of the dialog box shows you how the changes will look.

Font

Fonk l Characker Spacing ] Text EFfects ]

Fonfk: Fonk skyle:
|0ld Enalish Text MT
2ld English Text MT

|Regular

Palatino Linobype
Papyrus

Font colar; LInderlirtweTyle:
| Autamatic ﬂ ||{nn:|ne]|

Effects
[ strikethrough [ Shadow [ Small caps
[ Double strikethrough [ outline [ &ll caps
[ Superscript [ Emboss [ Hidden
[ Subscript | Engrave

Prewview

E xample
This is a TrueType Font, This font will be used on both prin

Default. ..

To apply any changes click OK.

Cancel
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Add Effects from the Font Dialog Box.

Strikethrough draws a line through the word.

Effects
P Bl
[ Double strikethrough
[ Superscripk

[ Subscripk

Preview

[ Shadow I Small caps
[ Cutline [ &l caps
[ Emboss [ Hidden
[ Engrave

& xample

This is a TrueType Font, This font will be used on bath printer and screen,

Double Strikethrough draws two lines.

Effects

[ ‘éugerscript
[ subscript

Prewview

[ shadow [ sSmall caps
[ Cutline [ Al caps
[ Emboss [ Hidden
[ Engrave

Example

This is a TrueType Font, This font will be used on both printer and screen,

Superscript places the text above the line.

[ Shadow [ Small caps
i [ Outline [ &l caps
v Superscripk [ Emboss [ Hidden
[ Subscript [ Engrave
Prewview
Example

Thiz iz a TrueType fant. This Fant will be used an both printer and screen,

Subscript places the text below the line.

Effects
[ Strikethrough [ Shadow [ Small caps
[ Double strikethrough [ Sutline [ &l caps
[ Superscript [ Emboss [ Hidden
~ S [ Engrave
Preview
Ex ample

Thiz iz a TrueType Fant, This font will be used on both printer and screen,
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Shadow adds a shadow effect.

Effects
[ Skrikethrough
[ Double strikethrough
[ Superscripk
[ Subscript

Preview

W Shad

!
[ Emboss
[ Engrave

[ Small caps
[ allcaps
[ Hidden

E xample

This iz a TrueType Font, This Font will be used on bath printer and screen,

Outline outlines the letters only.

Effects
[ Strikethrough
[ Double strikethrough
[ Superscripk
[ Subscripk

Preview

[ Shadow
I :
[~ Emboss
[ Engrave

[ Small caps
[ &l caps
[ Hidden

Esexmple

This iz a TrueType Font, This Font will be used on both printer and screen,

Emboss makes the text look raised.

Effects
[ striketbrough
[ Double strikethraugh
[ Superscript
[ Subscript

Preview

[ Shadow
-
=

[ Ergrawe

[ Small caps
[ &l caps
[ Hidden

This is a TrueType fant, This font will be used on both printer and screen,

Engraved makes the text look pressed into the paper.

Effects
[ Strikethrough
[ Double strikethrough
[ Superscripk
[ Subscript

Preview

[ Shadow
[ outline

IV Engrave:

[ Small caps
[ &l caps
[ Hidden

This is a TrueType fant, This fant will be used on both printer and screen,
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Small caps changes lower case into upper case, but keeps the initial capital letter

larger.
Effects
[ Strikethrough

[ Double strikethrough

[ Superscript
[ Subscript

Previgw

[ shadow i
[ Qutline [ all caps
[ Embuoss [ Hidden

[ Engrave

ExXaMPIE

This iz a TrueTypa Font, This font will be used on both printer and screen,

All caps changes all letters into upper case.

Effects
[ Strikethrough

[ Double strikethrough

[ Superscript
[ Subscripk

Preview

[ sShadow
[ Qutline

[ Emboss
[ Engrave

EXAMPLE

This iz a TrueType Fant, This font will be used on both printer and screen,

Hidden makes the text invisible. It is still there on the page but cannot be seen.
To see hidden text Click Tools, Options, View, check the Hidden Text box and

click OK.
Options E
Security ] Speling & Grammar l Track Changes ]
User Information l Compatibility l File Locations ]
Wiena l General ] Edit l Prink ] Save ]
Show
[+ Startup TaskPane ¥ Smart tags v wWindaws in Taskbar
[+ Highlight ¥ Animated bext I Field codes
[ Bookmarks [V Horizantal scroll bar Field shading;

[V status bar
v sScreenTips
Formatting marks
[ Tab charactg
[ Spaces
I Paragraph marks

Print and Web Lavout options

¥ Drawings
I object anchors
I Text boundaries

Outling and Marmal options
I Wrap to window
I Draft Font:

Wwhen selected A

¥ wertical scroll bar
[ Picture placeholders

¥ White space between pages (Print view only)
I Background colors and images (Print visw only)
¥ Wertical rulsr (Prink sigws only)

r

Style area width: 0" =

I s | |

oK | Cancel |
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Change Font Color, Underline Style and Underline Color from the Font

Dialog Box

To change Font color, click in the drop down arrow next to the current font color
(Automatic) and click the one you want from the palette.

Fonk caolar: Underling style: Undetling calor:
| Automatic "~/ [{none) | putomaic
E | n Sukornatic |
HEEEENEHNENENhadow ™ small caps
EEEEENEN N utne [ all caps
[~ Hidden

Mare Colors,

EEDIDIIDWM
ONEE NN @ Tee
5 EOCOOO0mEEO

Example

This is a TrueType Font, This Font will be used on both printer and screen,

To change the Underline style click in the drop down arrow next to the current
style (none) and click the one you want from the list of styles.

Fonk colar: Underine style: Underling color:
I_j {rione) - I Auikarmatic j
————— Y
Effects ——— |- —— - —
[ Strikethrough | =e=r—e——r—e—ee [ Small caps
[ Double strikethrough | ---—- === =" - [ &l caps
r SuEErscnpt ------------------ - I— Hldden

[ subscript

Preview

Example

This is a TrueType Font, This fant will be used on both printer and screen,
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To change the Underline color click in the drop down arrow next to the current
color (Automatic) and click the one you want from the palette.

Font color: Undetling style: IUnderline colar:
[ I - | | >l ... Adtomatic ]

Effects | [ | Aukarnatic ‘
[ Strikethrough [ shadow EEEEEEREER
[~ Double strikethraugh [~ outline EEEEEEEE
™ Superscript [ Emboss EEE EEEE
[ Subscripk [ Engrave EEC EEE

oreview EOOO00EEC

More Colars. ..

Example H

Thiz iz a TruaType Fant, This Fant will be used on bath printer and scresn,

Click OK apply your changes to the selected text.

Font colar; Undetline style: Undetlineg color:
Effects
[ strikethrough [ shadow [ Small caps
[T Double strikethrough [~ outline [ all caps
[~ superscript [~ Emboss [ Hidden
[ subseript [ Engrave
Preview
Thiz is a TruaType Font, This Font will be usad on both printer and scraen,

Default, .. | Ik Cancel

|
"

Example
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Formatting Paragraphs

Microsoft Word allows you to change the way your paragraphs and pages look.
You can change the style, alignment, and spacing. Changes can be made from
either the Formatting Toolbar or the Format menu and the Paragraph Dialog Box.

If you change the formatting before you begin typing any words the formatting
changes will apply to the entire document.

If you change the formatting after you have typed some text the formatting
changes will apply to text you have highlighted, or any subsequent text you type.

If you are formatting a single paragraph, then you don’t have to highlight it. You can just
move the cursor to that paragraph.

Formatting Toolbar

Several buttons on the Formatting Toolbar allow you to work with bocks of text
and paragraphs.

Style I I Text alignment I
I y g Increase and decrease

indent

Ir!;{ Marmal vITimesNewRuman =1Z ~ B I 0O I
| | | | |

Paragraph
spacing
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Change Alignment

Microsoft Word defaults to left justified (aligned) paragraphs. This means that
new lines automatically line up with the left margin.

If you need to left align text, highlight the text with the mouse and click the Align
Left button on the Formatting Toolbar.

9 - & 9
1 E=E]=:
lar
k]

Align Left

Center Text

To change the alignment of a paragraph, highlight the paragraph.

1is 15 the sample text I want to use to practice formatting in Microsoft Word 2003. The
Akron-Sunmit County Public Library offers free computer classes in many subjects
inchiding Microzoft Word

On the Formatting Toolbar click the Center button.

:‘;Llfd]"% ?—r_.l-_,é——-l—li

BIEEEE

ample text T walsilSquse to pract

i
4
"

Il

nit County Public Library offers
icrosoft Word

Your text is now lined up in the center of the page (along the vertical axis).

[This is the sample text T want to use to practice formatting in Microsoft Word 2003. The
Akron-Summit County Public Library offers free computer classes m many subjects
including Microsoft Word.
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Right Align Text

To move the text so it is aligned with the right margin, highlight the text you want
to move.

1s iz the sample text I want to use to practice formatting in Microsoft Word 2003. The
Akron-Sununit County Public Library offers fiee computer classges in many subjects
including Microsoft Word N

On the Formatting Toolbar click the Align Right button

L’?Y@ ?—u-.é——_l

= = += i
v [F=E= =
|

.Siign Right

Your text is now aligned to the right margin.

This i the sample text I want to usze to practice formatting in Microsoft Word 2003. The
Akron-Summit County Public Library offers free computer classes m many subjects
including Microsoft Word.

Full Justify Text

To make the text stretch out so it takes up whole lines, highlight the text you want
to move.

1 i the sample text I want to usze to practice formatting in Microsoft Word 2003. The
Akron-Summit County Public Library offers free computer classes in many subjects
including Microzoft Word N

On the Formatting toolbar click Justify.

d"@ ?—r_)-,é——_l—

u =]

”—
3—
F—

= = .
1 +=
Lo

Justify

Your text is now fully justified (spread out) across the page..

Thig iz the zample text I want to uge to practice formatting in Microzoft Word 2003. The
Alkron-Summit County Public Library offers free computer claszes in many subjects
including Microsoft Word.
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Changing Line Spacing

If you want to double space your paragraph you can do this from the Formatting

Dialog Box.

On the menu bar click Format, Paragraph.

Format | Tools Table Window Help
Font...

| Paragraph... .

Bullets and Nu%bering...

Borders and Shading...

=

]

vee
11

Columnns...
Tabs...

Change Case...

Click in the arrow next to Line Spacing: Single and select the spacing that you

want. Click OK to save your changes.

Paragraph [ %]

Indents and Spacing l Line and Page Breaks l

General

Alignrent: Right - Qutling level: Baody text =

Indentation

Left: 0 3: Special: By:
Right: |D" jl |(none) j | il

Spacing
Before: 0 pt = Line spacing:
After: [opt = |Single =
-
Preview 2;::‘?'?
Multiple
Tabs... ( OF |\ Cancel |
Vl
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You can also change line spacing by clicking the black arrow on the Line
Spacing button on the Formatting Toolbar.

&3

Line Spacing (1)

Then click the spacing you want.

More...

Your text will now be double spaced.
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Adding a Table

Tables are a great way to organize text.

On the Menu bar click Table, Insert, Table

Table | Window Help Adobe PDF Acrobat Comments

4 Draw Table 120% - @ | HRead 2

| Insert » ]| 1 Table... N
Delete > "
Select v

#1 Table AutoFormat...

AutoFit b

Convert r
%l Sort...

Formula...

= Show Gridlines

The Insert Table box will open.

Insert Table | %]
Table size
Mumber of columns: 3 —
Mumber of rows: 2 =

AutoFit behavior

{* Fixed column width: Ak El:

" AukoFik ko conkents
" BukaFik ko window

Table stvle: Table Grid AutoFormat. ..

[ Remember dimensions for new tables

Ik | Zancel

Copyright ©2005 ASCPL All Rights Reserved
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Use the arrows to select the number of columns and rows that you will need.

Insert Table | x|
Table size
MNurnber of calurns: ] —
Mumber of rows: 2 —
AutoFit behavior
i Fixed column width: bk 2

(" ukoFit ko contents
" AukoFit to window

Table stvle: Table Grid AutoFarmat, .,

[ Remember dimensions For new tables

| (0] 4 | Cancel

AutoFit behavior adjusts the table’s columns and rows to accommodate the text.
Fixed column width keeps each column equal. AutoFit to contents means the
column will only be as wide as the words inside it. AutoFit to window is used
when creating web pages. After you make your selections click OK.

Insert Table | %]
Table size
Murmber of columns: =] =
Mumber of rows: 2 -
AutaFit behavior
" Fixed column width: ko =

" AukaFit to conkents
" sutoFit bo window

Table stvle: Table Grid SuktoFormat. ..

[ Remember dj ables

Copyright ©2005 ASCPL All Rights Reserved
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A table will appear on your page.

If you need to add rows or columns to your table go to the Menu bar and click
Table, Insert, and your selection.

Table | Window Help Adobe PDF Acrobat Comments

4 Draw Table 120% - @ | HRead 2
| Insert 4 | 1 Table...

Delete * | % Columns to the Left -

Select * | & Columns to the Right

|—*"— Rows Above %J

& Split Cells... =2 Rows Below

Split Table e Cells... i
Z1 Table AutoFormat... [

AutoFit /

To delete a column or row (and any text you have typed in that row or column)
click in the row or column you want to delete, and then click Table, Delete
and your selection.

Table | Window Help Adobe PDF Acrobat Comments
4 Draw Table 120% - @ | HRead -
Insert . AL
| Delete | Table —
Select > | +  Columns C@J
= Rows
& Split Cells... = Cells...
Split Table e Sample
#1 Table AutoFormat... Test
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To hide the grid lines of the table click in your table, and then click Format,
Borders and Shading.

Format | Tools Table Window Help
Font...

=

o)

Paragraph...
Bullets and Numbering...

| Borders and Shading...

Columns...
Tabs...

The Borders and Shading Dialog box will open. Click None, and be sure your
selection will Apply to: Table. Then click OK.

Borders and Shading K

Borders l Page Border l Shading l

Setting: Shwle: Prewview
i‘ Click an diagram belaw ar use

buttons ko apply borders

I &l
—_— | j 1 H
d - T | el e
E o width: ]
‘ Yapt ——— j Apply bo,
m Cuskam @ ‘?>

g O W
Show Toolbar | Horizonkal Line. .. | {’ Cancel
g

Your text will remain in place but the grid lines will disappear.

Sample Sample Sample] Sample
Test Test Test Test
Copyright ©2005 ASCPL All Rights Reserved MS Word 2 12/6/2005 4:58:46 PM/JCC
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Adding a Border to a Page

To add a decorative border to a page on the menu bar click Format, Borders
and Shading.

Format | Tools Table Window Help
Font...
Paragraph...

=

i

Bullets and Numbering...

| Borders and Shading...

Columns...
Tabs...

The Borders and Shading dialog box will open. Click Page Border.

Borders and Shading [ %]

Preview
E— | ‘ﬂ Click on diagram below ar use

buttons to apply borders

I:l Shadow T ﬂ
Caolor: | =1
= Ak i -
D - ukaratic J ......
widebe L G
Cut wpt —m— - fpply ba:
%T-U s Ark: o |Whu:u|e document ﬂ
{none) -
1 Options, ..
Show Toolbar Horizontal Line. .. (04 | Cancel |
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Click in the drop down arrow next to Art and select the border you want. You
can scroll down to see more options. Click OK to apply your border.

Borders and Shading [ %]

Borders  Page Border | Shading I
Setking: Shyle: Preview
‘ | & Click. on diagram below or use
D hone buttons to apply borders
D Eox
D Shadom
O -
Apply ko:
; Cuskarmn
i - IWhu:uIe docurent j
> Options. .,
Shioww Toolbar | H Cancel

Your border will appear on the page.
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Adding Page Numbers
On the Menu bar click Insert, Page Numbers

Insert | Format Tools Table

Break... o
| Page Numbers...

Date and Time... by

AutoText r

Field...

Svmbol...

4

H

The Page Numbers Dialog Box will open.

Page Numbers E
Prosition: Preview

Alignment:

[Rite =|

v Show number on First page

Format. ..

(=]
=
- -
=
o

Click in the drop down arrow under Position to put your number at the top of
the page or at the bottom.

Page Numbers [ ]
Paositian: Prewiew
¥ show number on First page -

Farmat. .. Ok | Cancel |

Click in the drop down arrow under Alignment to move the number to right,
left, or center. Click OK to save your changes.

Page Numbers [ %]
Position:
|Bu:|tt|:|m of page (Footer) j

Alignment:

Cancel
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Adding Clip Art

On the menu bar click Insert, Picture, Clip Art

Insert | Format Tools Table Window Help Adobe PDF Acr
Break... c- R EAREBE T % -G
Page Numbers... E==t=.i=
Date and Time...

AutoText 3
Eield...
Symbol...

4 Comment
Reference ’

| Picture v [l clip Art... [

! Diagram... & From File...

“ Text Box & From Scanner or Camera...
File... 4 New Drawing
Object... ®  AutoShapes
Bookmark... 4 WordArt...

2 Hyperlink... Ctrl+K | Organization Chart

il Chart

Clip Art will open in the task pane. Type a description of what you are looking for
in the Search for: box and Click GO.

Clip Art

{ad

Search Far:

snowflake

Search in:

All collections
Resulks should be:
&l media file types

Copyright ©2005 ASCPL All Rights Reserved
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The computer will search for images that match that description.

Clip Art r ox
SN

Search for:

| srcnflake]

Search in:

|.C\II collections | v|

Resulks should be:

|.C\II media file bypes | v|

To insert an image into your document, click on the image and it will appear in
your document wherever your cursor is.
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To resize the image click on it to select it and then move your mouse to the
bottom right corner so that you get a two way arrow. Click and drag to shrink
or expand the image.

To center an image on the page click on the image to select it then click the
Center Alignment button on the Formatting toolbar. Your image will move to
the center of the page.

Tools Table Window

Fo-&e- @0
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