LAB 14: FORMATTING TEXT

THE OPEN PLACE

The Open place provides easy access to displays when you click on the File tab and select
recently opened files, as well as access to Open or use the keyboard shortcut [ctr] +[0].

locations where your files may be stored such as
your hard drive or OneDrive. The Open place

The Open Place

When you access the Backstage and click on Open, the Open place will display (see below for an
example). By default, Recent Documents is selected in the middle pane making it very easy for you to
open a file you have been working on recently.

If the document you wish to open doesn’t appear in the Recent Documents list, you can either access
the folders on This PC or in OneDrive by clicking on the appropriate option in the middle pane. Clicking
on [Browse] in the right pane for either place will display the Open dialog box where you can navigate
to the desired folder and select the file to open.

You can change the number of Recent Documents that display in the right pane by clicking on File >
Options > Advanced > and then in the options box for Show this number of recent documents
selecting a number between 0 and 50.

? = O x

@ Ivana Robinson
Open

New

You haven't opened any documents recently, Pick a place to browse fora

@ Recent document.
Open

Save
6 OneDrive - Personal

e e ivanarobinson@outlook.com

e any &
IEEV: as Adobe *\EE Other Web Locations

T Thiskc
o= AddaPlace

Browse

Account
Options

Feedback

Keyboard Shortcuts

To quickly access the Open place you can use the keyboard shortcut + @ You may find this handy
if you tend to open and work on the same files, or regularly open files located in different places.
You can access the Open dialog box directly if desired by using the keyboard shortcut @ + .

If you would prefer to bypass the Open place altogether, you can adjust the settings so that the shortcut
+ @ displays the Open dialog box rather than the Open place. This may be useful if you don’t use
OneDirive or if you simply prefer to always display the Open dialog box. To do this:

1. Click on the File tab to open the Backstage

2. Click on Options to open the Options dialog box

3. Click on Save in the left pane

4. Click on Don’t show the Backstage when opening or saving files under Save documents
5. Click on [OK]

Note: Selecting this option also means the Backstage will not appear when you save your document
using the shortcut [cu1] + S ]. Instead the Save As dialog box will display automatically.

Also note that selecting this option in Word or another Office program will change the setting in all Office
programs.
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LAB 14: FORMATTING TEXT

THE OPEN DIALOG BOX

To access documents that have previously been Open dialog box. The options available in the Open
created and saved on your computer, network or other dialog box for files saved to This PC are explained
storage device (but not OneDrie), you will need to below.

display the Open tab in the Backstage and access the

° ¢ ’
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o—[ <« v E > ThisPC » v Search This PC 2
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[ Microsoft Word ~ Folders (6)
‘@ CneDrive Desktop
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B Desitop T__E Documents
Documents _o
* Downloads
J’ Music ‘ Downloads
&= Pictures
m Videos ) Music
iy 0S(C) v v
File name: v| All Word Documents v
Tools - Cancel — o

The Open Dialog Box Options

The Navigation Pane lists the available storage devices and displays the folders and subfolders contained within

1 these. There are two parts to this pane; a list of Favourites in the top half of the pane and a list of all Folders in the
lower half. You can use the Navigation Pane to browse through the available folders and subfolders to locate the
required document. Click on the arrows to the left of each folder and subfolder to expand and collapse folders, thereby
displaying and hiding the hierarchy within folders. Click on a folder name to display the folder’s contents in the File List
pane (see 6 below)

The Toolbar buttons enable you to control the display and organisation of the files displayed in the dialog box. For
instance, you can move and rename files using the Organise tool, or change the File List to display the files as icons
instead of as a list using the Change your view tool.

When you click on a folder in the Navigation pane, the folders you click on are recorded in the background. The Back
button enables you to backtrack through the previously visited folders and the Forward button enables you to move
forward through them again.

The Address Bar displays the file path location of the files that are currently displayed in the File List pane.

The Search box enables you to use search criteria to locate a file. This criteria can be based on file name, file type or
author and can incorporate Boolean filters (e.g. AND, NOT, OR etc) for more advanced searching.

The File List pane displays a list of files and subfolders contained within the folder currently selected in the Navigation
pane. You can double-click on a folder or file in this list to open it.

In this area at the bottom of the dialog box, there are a number of options. The File name field displays the selected
file’s name. You can click on the File name drop arrow to display a list of files recently opened. The Tools option lists a
selection of additional tools related to the dialog box. Click on [Open] to open the file displayed in File name or
[Cancel] to close the dialog box without opening a file.
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LAB 14: FORMATTING TEXT

OPENING AN EXISTING DOCUMENT

There are a number of ways to open an existing
document, such as double-clicking on a file in

document from the Recent list. But, if you already
have Word open, the easiest method for opening

File Explorer or right-clicking on a Word shortcut an existing document is via Open in the
on the desktop Taskbar and selecting a Backstage.
. Open
Try This Yourself: o P
o . (1) Recem Today
Before starting this exercise — Alpheius Housing..

ensure Word has started
and you have a document
open...

Click on the File tab to
display the Backstage,
then click on Open to
display a list of locations
from which you can open
files

Recent will be selected by
default...

Click on This PC in the
middle pane then click on
[Browse] as shown

This will display the Open
dialog box...

Click on the hard drive (C:)
under This PC

The contents of the hard
drive will be displayed in
the file list...

Double-click on Course
Files for Microsoft Word
2016 to display its contents

This is the folder where the
files for this course are
located...

Click on Working With A
Document_1.docx, then
click on [Open] to open it

’a OneDrive - Personal

= 8/01/2016 10:03 AM
™| (= CourseFiles for M...

[ Thisec
o= AddaPlace
Browse
@ Recent L C: > Course Files for Microsoft Word 2...
ﬁ OneDrive - Personal @ Alpheius Housing... 8/01/2016 10:03 AM
_ E' Creating A New D 4/01/2016 10:23 PM
[ Thisec —
@ Creating A New D... 5/02/2013 10:25 AM
o= AddaPlace =
=| Creating ANew D..  23/01/2013 £04 PM
Browse L Creating ANew D..  23/01/2013 403 PM
@ Creating A New D..  23/01/2013 405 PM
=N
[ Open %
« v 4 s > ThisPC » 0S(C) v O Search 05 (C:) y:l
Organise ¥ Mew folder =~ m @
Content_(Ger # ~  Name % Date modified Type Size Lad

> [ Microsoft Word ALA
Adobe Dreamweaver CC
o neDine Cluster Builder
~ [ This PC
> [ Desktop
> Documents
> 4 Downloads

> D Music

Correspondence

Course Files

Course Files for Microsoft Excel 2016
Course Files for Microsoft Word 2016
Courseware Content

Courseware Templates 2013

> [&] Pictures dell

> B Videos

> i, 0S(C)

Editing notes
Enterprise19ED
S FRPrafile

M File folder
M File folder
File folder
File folder
M File folder
File folder
File folder
File folder

M File folder

M File folder
4PM  File folder
21PM  File folder

File falder A

File name:

v| All Word Documents (*.docc™c ~

Cancel

For Your Reference...
To open an existing document.

1. Click on the File tab, then click on Open
2. Select the required location, then click on o

[Browse]
3. Click on the required file
4. Click on [Open]

Handy to Know...

¢ You can use the keyboard shortcut +[0]

to display the Open place in the Backstage.
To open a document you have used recently,

click on Open in the Backsitage, click on
Recent Documents and select your file from
the Recent Documents list.
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LAB 14: FORMATTING TEXT

NAVIGATING WITH THE KEYBOARD

methods you can use is keyboard shortcuts. By
using a set of keyboard shortcuts you can move all
around a document as you will see in this exercise.

There are a number of different methods you can
use to navigate a Word document. For example,
you can use the mouse, scroll bars or the

Navigation pane. But one of the quickest

Try This Yourself:

00 \l m U-I 'b w N I_\ Same File

o)

Continue  using the
previous file with this
exercise, or open the file
Working With A
Document_1.docx...

Hold down and
press [End] to move to the
end of the document

Press + to

move to the start of the
document

Press + to

move to the next page

Press + to

move to the previous
page
Press + 1] five

times to move down five
paragraphs

Press to move to the

end of the current line

Press to move to
the start of the current
line

Press [ctr] + =] to move
the insertion point to the
next word in the
sentence

Press + to
move to the start of the
document again

The founders wanted the world to know that they intended to create a company that knew no
geographic boundaries and that could operate in a truly global sense irrespective of nationality,
race, religion or creed.

And Enterprises is used to bring home the point that the company will pursue any commercial
interest, ranging from manufacturing, through to the provision of a variety of ser\rices.|

MGlobal Enterprises

Life is for one generation; a good name is forever — Japanese proverb

(2

All three founders share remarkably similar backgrounds.

They were all nominally born on Tuesday, February 29, 1972. We say, “nominally” because this
was the day that all three were left as very tiny, new-born babies on the steps of the orphanages
run by the Holy Sisters of Divine Benevolence. The very peculiar thing is that Annabel was left on
the steps of the orphanage in Clonmel, Ireland, Aaron on the steps of the orphanage in Dunedin,
New Zealand, and Adele on the steps of the orphanage in Guiyang, China.

h’he company began out of the desire to offer eco-friendly products and services, and to do soin

a responsible, corporate way.

The company is neither fully private, nor public. It has been floated on its own intra-exchange,
where employees, suppliers, and customers, can elect to purchase company shares. Each year,
on June 30, a dividend is paid to internal company shareholders based on company profits for

the year.

o

The bampam,r began out of the desire to offer eco-friendly products and services, and to do so in
a responsible, corporate way.

The company is neither fully private, nor public. It has been floated on its own intra-exchange,
where employees, suppliers, and customers, can elect to purchase company shares. Each year,
on June 30, a dividend is paid to internal company shareholders based on company profits for

the year.

O

For Your Reference...
To navigate with the keyboard, press: e To obtain a list of keyboard shortcuts

o [ctrl] + [Home] or [curl] + (End] to move to the start

or end of the document, respectively
. or Homel to move to the end or start of the

current line, respectively

Handy to Know...

available in Word, click on the Microsoft
Word Help tool in the upper right corner of

Search and press [Enter].

. + or [ctrl] +[PaUp] to move to the next

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

or previous page, respectively

the ribbon, then type keyboard shortcuts in
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LAB 14: FORMATTING TEXT

SCROLLING THROUGH A DOCUMENT

Another easy method for scrolling through a
longer document is to use the mouse and the
scroll bar. The scroll bar, which is located on the

several buttons: a long grey slider button and an
up and down scrolling arrow.

right side of the document window, comprises

Try This Yourself:

Continue using the previous file with
this exercise, or open the file Working
With A Document _1.docx...

Same
File

Ensure the insertion point is at the top
of the document — the status bar
shows you are on page 1 of 4

Hold down or click repeatedly on the
down arrow at the base of the scroll
bar to move to the second page

Notice you can no longer see the
insertion point as it remains at the top
of the document. Also the page
number indicator in the status bar has
changed to reflect the page you are
now viewing...

N B

‘130 012 11 g 1D

the year.

Mew ventures are funded either by a percentage of profits and alse
additional, intra-shares. Employees, suppliers, and customers, have
shares in Global Green. This has created a special and loyal bond be
and customers, and, according to the founders, has resulted in the g
company.

Almbminie Clakal Crtarnreicar haun s meacamen im cosmdrine am civ ~F +h

lPage‘Iof4 1605 words  [[%  English (Australia) &5

and on February 29, 1997, received a further envelope delivered wr
return address.

The three charges were then released from their respective orphani
allotted sum of money. Natural curiosity immediately took hold of €
matter how hard they tried they could find no clue as to their paren
sisters had no information to go on, and Aaron even tried to contac
to find that it had never existed.

Click or hold down the up arrow until
the screen stops scrolling — you should
now see the top of the document

W

Page 2 of 4 | 1605words  [J®  English (Australia) &5

Point to the slider button, hold down
the left mouse button — a tip box
indicates the current page

URUEE SRR L S LN NS & SR PN IS N N SR VU BE A B PR S - el

Continue to hold down the left mouse Page: 1
5 button and drag the scroll bar down
until you reach the bottom of the scroll
bar — this is the bottom of the

document

&

Drag the scroll bar up, until you reach
the top of the document

Right click on the scroll bar and select
page down to move to the next page.

N O

To move up a page, simply select
page up instead of page down

For Your Reference... Handy to Know...

To scroll: e The slider button changes length depending
e Up and down — use the up and down on the number of pages in the document and
arrows on the vertical scroll bar the zoom factor you are working at. The
e Quickly — drag the slider button up or down more pages and the greater the zoom, the
e Page by page — right click on the scroll bar smaller the slider button.
and select Page up or Page down

Page 5
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LAB 14: FORMATTING TEXT

PAGE ZOOMING

In Word it is possible to zoom a document, that text, images, tables etc. When you zoom out, you
is, you can make a document larger or smaller on reduce the size of the page, thereby enabling you
the screen. When you zoom in on a page, you to see more of the document on the screen, but not
increase the size of the contents of the page — as detailed.

. o Ipheius Global Enterprises
Try This Yourself: P
3 ) Life is for one generation; a good name js forever — lapanese proverb
o Continue using the
ic  previous file with this
qé g;:aewg;/g; ?ﬁ/ﬁz /t:e Alpheius Global Enterprises is typical of a new breed of 21* century companies.
T
9 Document_1.docx...
Ensure you are at the o Zoom 7 X
1 top of the document, Joom to
then click on the View O 200% O page width
tab O 100% (O Text width
Click on Zoom in the Oz ) O wnole page
2 Zoom group to display PeicenCh|100% IS
the Zoom dialog box Preview
AaBbCcDdEeXxYyZz
Click on 200% in Zoom
3 to then click on [OK] AaBbCcDdEeXxYyzz
The document will be AaBbCcDAEeXxYyZe
magnified to 200%... 2 AaBbCcDdEeXxYyZz
4 Click on Zoom in the [ ok || concel

Zoom group to display
the Zoom dialog box

again o
= GEeniplisii Alpheius Global Enterprises

Zoom to then click on
[OK]

Now the document is .y . . .
S SR e e Life is for one generation; a good name is forever

is as wide as the
screen...

Repeat steps 2and 3to
6 change the zoom to
100%

For Your Reference... Handy to Know...
To zoom in and out of a page: e To quickly zoom, you can use the Zoom
1. Click on the View tab options in the bottom right corner of the

taskbar at the bottom of the screen. Either
drag the Zoom slider or click on Zoom Out
or Zoom In to adjust the scale. Alternatively,
. Click on [OK] click on the current Zoom level to display the
Zoom dialog box.

2. Click on Zoom in the Zoom group
3. Click on the scale required
4

o
)
&N
<

=N
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LAB 14: FORMATTING TEXT

VIEWING THE RULER

The Microsoft Word ruler can be displayed both and is also a useful visual aid for lining up objects,
along the top and down the left side of the such as graphics, within the document. However,
document window. The ruler can be used to set you do not necessarily have to display the ruler and
tabs, indents and margins within the document it is easily switched on and off.

-

Try This Yourself:

Home Insert Design Layout References Mailings Review RIS

© Cont_/nue using th_e R B e [,_:) 5 | o New
& previous file with this _ a

P . H ; = Draft Gridlines E[E} E Arrang
g exercise, or open the Read = Print Web o Zoom 100% _
c file Working With A Mode Layout Layout Navigation Pane B D split
@ Document_1.docx... Views Show Zoom

Ensure the View tab . .
is active Alpheius Global Enterprises

Y

By default the rulers

. Life is for one generation; a good name is forever — lapanese proverb
are not displayed... feisf g g fo P P

Click on Ruler in the
Show group so it s
appears with a tick

N

Working With A Document_1 - Word

Home Insert Design Layout References Mailings Review RUEH

The horizontal and

vertical  rulers  will [:l D (=] Qutline q [E,ﬂ B  cENew)

=l Draft Gridlines EE Arrang

el i the Read = Print  Web Zoom 100% E 1
screen... Mode |Layout Layout Navigation Pane B B split
To turn the ruler off, Views show Zoom

3 repeat Step 2 to I.l-l-g-l-1-|-2-|-J-|-4-|-5-|-6-|-?-|-3-|-9-|-10-|-11-|

ensure that Ruler
appears without a
tick

. Alpheius Global Enterprises

For Your Reference... Handy to Know...
To view the ruler. e |tis possible to deactivate the vertical ruler.
1. Click on the View tab To de/reactivate the vertical ruler, click on

the File tab to display the Backstage, then
click on Options. Select Advanced then
click on Show vertical ruler in Print Layout
view under Display.

2. Click on Ruler in the Show group until it
appears with a tick

Page 7

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI



LAB 14: FORMATTING TEXT

SHOWING PARAGRAPH MARKS

Word documents contain special marks, or
symbols, which define the different keyboard
buttons used to create that document’s layout.
For instance, every time you press [enter], you are

instructing Word to begin a new paragraph. Word
indicates this action by inserting a paragraph end
mark. You can choose to display or hide these
formatting marks as you work.

Try This Yourself:

Continue using the previous o
g o file with this exercise, or
& I open the file Working With A Paste
Document_1.docx... N
Clipboard =

Click on the Home tab

Y

When paragraph marks
not being shown,
Show/Hide tool s
highlighted...

are
the
not

_M-GIobabEnterprisesﬂ

Life-is-for-one-generation;-a-good-name-is-forever—Jlapanese-proverb]

>

Woaorking With A Document_1 - Word

Insert Design Layout References Mailings Review View
Calibri (Body) 16 = == 25 - No. &S
Bl u-acx, ' [ 20 Bl===1=- AaBb
A~ 3. A-ha- AN & q Heading 1

Font P Paragraph

Click on Show/Hide in the
Paragraph group to display
the formatting symbols

Notice the end of each
paragraph is indicated by a
symbol, whereas the spaces

-
in the document (inserted
when you press are ||paste
indicated by a dot... —
Clipboard e

Click on Show/Hide in the
Paragraph group again to
hide the paragraph marks

You can also use a
keyboard shortcut to display

Alpheius Global Enterprises

Life is for one generation; a good name is forever — Japanese proverb

>

Working With A Document_1 - Word

Insert Design Layout References Mailings Review View
Calibri (Eody} - |16 - EE - EE v a—r &= 3=
B I U-acxx fo E===1=- AaBb
A-¥-A-m- K a4 D Heading 1

Font

and hide paragraph marks...

Press [cul] + [snrt] + [*] to

display the paragraph marks

3

Note this only works if you
use the [* ] on the 8 key and
not the numeric keyboard...

Repeat step 4 to hide the
marks again

For Your Reference...
To show paragraph marks:
1. Click on the Home tab
2. Click on Show/Hide in the Paragraph group

Handy to Know...

You can choose to always display paragraph
marks on your screen. To do this, click on
the File tab to display the Backstage and
click on Options. Select Display, then tick
Paragraph marks under Always show
these formatting marks on the screen.
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LAB 14: FORMATTING TEXT

COUNTING WORDS

If you need to know how many words are in your count the words for you. Word can also count the
document — for instance if you need to write a number of pages, paragraphs and lines in your
document with a word limit or one that must document, as well as the number of characters;
contain a minimum number of words, Word can including or not including spaces.

(2

Try This Yourself:

Continue using the previous file
with this exercise, or open the
file Working With A
Document_1.docx...

Same
File

Click on the Review tab

Click on Word Count in the o
Proofing group to display the

Word Count dialog box

There are 1,605 words in this

document. You can also track
the words as you type...

N B

Click on [Close] to close the
Word Count dialog box

Look at the left side of the

status bar — you will see the

number of words is displayed

here o

Let’s add some words...

5 Press [cul] + |End] to move to the

end of the document, press
and type Any project

H W

Word Count ? *
Statistics:
Pages 4
Waords 1,605
Characters [no spaces) 7,920
Characters [with spaces) 9,507
Paragraphs 37
Lines 123
Include textboxes, footnotes and endnotes

The founders wanted the world to know that they intended to create a ¢
geographic boundaries and that could operate in a truly global sense irre
race, religion or creed.

And Enterprises is used to bring home the point that the company will py
interest, ranging from manufacturing, through to the provision of a varie

Any project would be considered.

4
Page 4 of 4 1610 words ¥ English [Australia) ’.j

The founders wanted the world to know that they intended to create a ¢
geographic boundaries and that could operate in a truly global sense irre
race, religion or creed.

And Enterprises is used to bring home the point that the company will py
interest, ranging from manufacturing, through to the provision of a varie

Any project would be considered.

would be considered.

The word count has adjusted to
display the new tally. You can

also count selected words... Page 4 of 4 50f1610wordL [[% English (Australia) 25

Click and drag over the last

6 sentence to select it — the word
count now displays: 5 of 1610
words

This means you have selected
5 of the 1610 words in the
document

For Your Reference... Handy to Know...

To perform a word count. e To count the number of words in a text box,
1. Click on the Review tab you will need to select the words and then
2. Click on Word Count in the Proofing group gg?Ck TR EEUTIL I ETEEE ) U SEire

e Click on Include textboxes, footnotes and
endnotes in the Word Count dialog box for
an extended count of words.
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LAB 14: FORMATTING TEXT

UNDERSTANDING FONT FORMATTING

Font formatting refers to the appearance of text. quote, reflect a particular mood or feeling, and to
You can change the format or appearance of text ensure that the overall effect is one of continuity
to make a particular phrase stand out, make text and consistency. Text anywhere in a document can
more or less prominent, indicate that the text is a be formatted for any reason you like.

Text in Documents

Some of the simplest documents consist of text on a page. The text you use can be formatted to meet
corporate requirements, fit more words on a page, make it easier to read or make the document look like
a flyer rather than a letter. Basically, text can be formatted for a wide variety of reasons.

For example, you may like to change the font, font size, apply bold or italics, underline or change the
colour of text.

Text in Tables
Text is used in tables, as shown here. The text can be formatted to show:

Headings Callout boxes are
Normal table entries another example of
Quotes where text can be

used and formatted
SAMPLES and many other things...

Text in Boxes
Text can also be used in text boxes and other shapes (such as the callout example above). This text can
also be formatted to match your document or as a caption for an image in a borderless text box, for
example.

Keep it Simple
Formatting of text is best applied simply. Only make a limited number of changes unless your project
specifically calls for more. A single overall font change can often be more effective than multiple changes
that confuse or distract the reader. As a rule of thumb:

e use no more than four formats on a page

o reserve underlining for very special cases because it can interfere with the readability of text and
imply a hyperlink

o don’t use ALL UPPERCASE because it is not as easy to read as lowercase or mixed case and
can be taken to imply SHOUTING

e emphasise only the key words.

Page 10
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LAB 14: FORMATTING TEXT

UNDERSTANDING FONT FORMATTING TOOLS

Microsoft Word provides a range of font to access as most of them are located on the

formatting tools which can be used to change the
appearance of the text to suit the type of

document you are creating. These tools are easy

ribbon. You can also locate some font formatting
tools from a mini toolbar.

Font Formatting Tools

Because text can be added to a document in so many ways, it stands to reason you will want your font
formatting tools on hand wherever text appears. Font tools appear in the Font group on the Home tab
(as shown below in the first image) and in the mini toolbar that appears when text is selected or when
you right-click on text to display a shortcut menu (as shown in the second image).

The tools work as:

e toggles, such as Bold, which turn a tool either on or off
e single-use buttons such as Increase Font Size which only ever do what their tool tip says
e buttons to display a menu of choices, such as Change Case

o multi-purpose tools such as Font Colour which can be used to either apply the displayed colour
or to display a menu of alternatives. These have two-part buttons which usually consist of an icon
and a drop down arrow.

The Home tab

To find out what each tool icon represents, point to the icon to see a tool tip which displays the tool’s
name and a brief description of what it does. The names of some of the commonly used font tools are

shown below.

Font
Increase Font Size —  — Decrease Font Size
Document] - We
Insert Design Layout References Mailings Review Vi
5 Calibri (Body) |11 - A A Aa~ B ==Lt EE ]9
Pﬂfte ¢ B I U-aex,x QA-¥-A.- =S=== 1=- OH-H-
Clipboard ra | ‘ ‘ Font T Paragraph T
| — Underline ! Font Col
Bold italic Text Effects — ronttolour
and
Typography

The Mini Toolbar

An even quicker and easier way to access common font formatting tools is to use the mini toolbar. You
can display the mini toolbar by selecting text. The toolbar contains a few of the most popular Font
formatting tools as well as tools from other groups on the Home tab including (from left to right) Font,
Font size, Increase Font Size, Decrease Font Size, Format Painter (from the Clipboard group),
Bold, Italic, Underline, Text Highlight Colour, Font Colour, Bullets (from the Paragraph group),
Numbering (from the Paragraph group) and Styles (from the Styles group).

Calibri (Body) = 11 - A" A e
alibri (Body) A A é:
B I U~ A~-:=~-:i=~ Siyles
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LAB 14: FORMATTING TEXT

WORKING WITH LIVE PREVIEW

Live Preview helps you apply the right font
formatting effect the first time, every time, by
displaying a preview of the effect before it is
actually applied. It gives you the chance to

‘test drive’ effects until you find the one you want,
then you can select it. Live Preview changes the
appearance of your text as you point to a font
formatting option in a gallery or list.

Try This Yourself:

Before starting this exercise
you MUST open the file Font
Formatting_1.docx...

In this example, all of the text
is in text boxes...

Open
File

Click in the introductory text

i

" The Annual Autimn Meander is |

with us once again, and this

IRl

year we will spend it on the
wonderful track between
¢ Wangaratta and Bright. Where
better to celebrate the return
of crisp mornings and the

brilliant colour of the autumn

to d|sp|ay the text box leaves than in the Ovens Valley.

handles, then click on the O O °

edge of the text box to select

i (1

’-."-hedldOtted” I”;'e bet‘;’veen tl;g File Home Insert Design Layout References Mailings Review View
anailes will change (o a Soll

line, and any c%anges you . el |k X EEE ==,

make will affect all of the text Paste ! | ERCCEERE le==1=. ..

in the teXt bOX"' Clipvboard ] Cambria (Feadings) Paragraph ]

Calibri {Body)
Click on the Home tab, then All Fonts

click on the drop arrow for
Font in the Font group to
open the Font gallery

Point to a few different fonts
until you find one you like

() Adobe Arabic

() Adobe Caslon Fro

) Adeba CaslonPro Bold

) Adobe Devanagari ! A
O Adobe Fan Heiti 5td B

We've chosen Bradley Hand

ITC...
Point to the page

Notice the change is not
permanent — you just get a
sneak preview...

Click on the font of your
choice

This will apply the font
change and close the menu

(O Eookshelf Symbal 7
0 Eridle Hiwd (TS h

O Britannic Bold e Avnsal Ao Meander s ||
O Broadway Wt s onoe agabe, and this yere
O Brusé Sercar 77 ve will spewsl £t on. the wondlerfid.

O Brwed Sewiir Spdl waske, bgtwegn. Wangaratia mad

O Calibri sright. \Where better to oelebvate the

O calibri Light et of erisp momings and the

O Californian FB williant solover of the Auduomn

O Calisto MT eaves tha. G the Ovens valley).

O Cambria

O Cambria Math

For Your Reference...

Handy to Know...

To work with Live Preview:
1. Select the text you want to modify
2. Click on the Home tab, then click on the drop
arrow for Font in the Font group to open the
Font gallery
3. Point to the option you want to preview and
click on it to apply it

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

e You can apply formatting to single letters or
words by selecting them first. In this
example, we could have used the mouse to
drag across and select some of the text
instead of selecting the entire text box.

o Live Preview works with only some of the
font formatting commands.

MUSTAFA H. ALI
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LAB 14: FORMATTING TEXT

CHANGING FONTS

The appearance you choose for your text is
referred to as the font or typeface. Font
traditionally refers to a combination of typeface,
style and size in points (e.g. Arial Bold 12 pt). In

word processing, font just refers to the typeface or
shape of the letters. Typical classic fonts include
Times New Roman, Arial, Century Gothic and
COPPERPLATE.

~ Format Painter

U Tell mewl

Insert Design Layout References Mailings

Calibri (Body) ~|11 +| A A |Aav & I=Z-i=-'E- E=3= 4 T |

A-w-A- E===

B I U -abe x, xX°

[F] Font (] Paragraph (]

Dr D Hunter
AGE Research Institute

Guldgragng 15270
STOCKHOLM 118 20

September 12, 2010

Try This Yourself: > do
Paste B2 Copy
Before starting this v
S o exercise you MUST open Cliphoard
S the file Font
Formatting_2.docx...
Press [cul] + [A Jto select
1 all of the text
Notice the Font group on
the HOME tab indicates
the font is Calibri
(Body)...

Insert

Design

Layout

References

Mailings

U Tell me wl

Click on the Home tab o ¥ o
3 ’ i K K|l EER [ EE S
2 then click on the drop B2 Copy [ INF LM == 0T
. Paste Theme Fonts 2= ==r=- Q o o bl
arrow for Font and point = ¥ Format Painter . . =S==F =
Clipboard Calibri nght (Headings) Paragraph (]
to a font Calibri (Body)
The text will adjust to Recently Used Fonts
reflect a Live Preview of (:“f”“:“ti P (7
the new font... () Adobe Arabic Dr D Hunter
. N AGE Research Instimre
3 Point to Arial Narrow, then O #aste Caslen Pao Gollgraend 15270
. Adobe Caslon Pro Bold
Book Antiqua, Garamond g . _ STOCKHOLM 11820
g obe Uevanagan September 12, 2010
and Gill Sans MT O Adobe Fan Heiti 5td B

If you don’t have these
fonts, try different ones.
As you point to each font,
the preview will change... <= b

Paste

Scroll down and click on .
Verdana, or another
font of your choice to
apply the change

This time the font
formatting is permanent —
it won’t change again
unless you repeat this

process

D ER Copy
¥ Format Painter

Clipboard

Q Tellmew

Insert Design Layout References Mailings

Verdana % <11 - A A Ra- A = §Ev‘°‘_' £= 3=

A-T-A- =E===

B I U -ak X, X°

[F] Font ] Paragraph ]

Dr D Hunter
AGE Research Institu

Guldaraend 15270
STOCKHOLM 118 20

September 12, 2010

For Your Reference...
To apply font formatting:

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

1.
2.

Select the text

Click on the Home tab, then click on the drop
arrow for Font in the Font group

Point to a font to preview it

. Click on the font to apply it

Handy to Know...

e You can jump directly to a font. For example,
if you want to preview Garamond, click in the
text box for Font and press (G |. Word will
jump to the fonts that start with the letter G
and Live Preview will modify the text
temporarily. Keep typing the name until you
reach the font you want.

Page 13
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LAB 14: FORMATTING TEXT

CHANGING FONT SIzZE

One way you can emphasise text is by changing also be changed to make the text smaller for
the size of the font. For example, if your normal detailed items such as comments in a text box or a
text is 11 pt, you may like to make the headings caption for a picture.

13 pt or larger so they stand out. Font size may

Design Layout References
Try This Yourself: -D-D E};zut Vedians ,A‘ A Aa- B Z-S-tEe EmE A Q|
. . . Py 8 ] al B — — =
o Continue using the e e A-¥-A- === &8 N
E preViOUS flle W/th thIS Clipboard F} 10 P Paragraph 7}
°E> exercise, or open the file n
12
3 Font _ i,
Formatting_3.docx... 16
18
Press [cu] + [~ ] to select Drig ter
1 - AGE 2> arch Institute
all of the text Gulc2:  1d 15270
Click on the Home tab, Bl 2t
2 then click on the drop Sepi.. :r12, 2010
arrow for Font Size and o
point to 714
Live Preview will display e
. Dr D Hunt:
the text in the larger font AGE Research Insitute
H 15270
Size... STOCKHOLM 118 20
3 Click on 10 to change September 12, 2010
the font size to 10 pt '
then click away from the e e esvours
text to view the result 45 Collins Street
Melbourne VIC 3000
You can aISO Change the AGE Corporate Endeavours: Green Force Projects
font size of selected
parts of a document, and Dear Mr Holsworthy
you can use the m[n[ As AGE is being force to consider the impact that their production methods have on the
g 0 environment, there is an emerging need for qualified professionals in this field.
toolbar for this if you
like...
Verdana 10 A A A‘_’“v
Point to the left of the B I U A -iT-ise st
4 first address at the top of N
the document, click and PR T 2T
drag downwards to
select it, then point to the :;:g;r'::';:"gn emvoure
selected text to display 45 Collins street
the m|n| toolbar Melbourne VIC 3000
AGE Corporate Endeavours: Green Force Projects
Click on the drop arrow
5 fOI' Font Size and Dear Mr Holsworthy
Se|eCt 9 Az AGE is being force to consider the impact that their production methods have on the
environment, there is an emerging need for gqualified professionals in this field.

For Your Reference... Handy to Know...
To change font size: ¢ |f the mini toolbar doesn’t display when you
1. Select the text you want to change move your mouse over the selected text,

2. Click on the Home tab, then click on the drop simply right-click on the selected text.

arrow for Font Size in the Font group
3. Click on the required font size

Page 14
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LAB 14: FORMATTING TEXT

INCREASING AND DECREASING FONT SIZE

If you’re not exactly sure what font size you want
but you know you want to make the text larger or
smaller, you can simply use Increase Font Size
and Decrease Font Size to adjust the font size

incrementally. Each time you click on Increase
Font Size, it changes the font size to the next
larger size on the list. This is another way that you
can test-drive different font sizes.

Try This Yourself:

Continue using the

o Mr S Holsworthy

AGE Corporate Endeavours
45 Collins Street
Melbourne VIC 3000

AGE Corporate Endeavours: Green Force Projects

Diear Me Hn|=:wnr|'h\‘.r

% previous file with this
°E> exercise, or open the file
b Font
Formatting_4.docx... o

Click to the left of AGE
Corporate
Endeavours: Green
Force Projects to
select the line

=

Mr S Holsworthy

AGE Corporate Endeavours
45 Collins Street
Melbourne VIC 3000

AGE Corporate Endeavours: Green Force Projects

Dear Mr Holsworthy

Click on the Home tab,
2 then click on Increase

Font Size in the Font o
group twice to increase

the font size to 12 pt

The size is displayed in

the Font Size control...

Click on Increase Font
3 Size a few more times

Mr 5 Holsworthy

AGE Corporate Endeavours
45 Collins Street
Melbourne WVIC 3000

AGE Corporate Endesvours: Green Foroe Projects

Dear Mr Holsworthy

to see how the size

increases each time o

Mr 5 Holsworthy
pr to decrease font AGE Corporate Endeavours
Size... 45 Collins Street

Click on Decrease Font
4 Size to reduce the size
of the font until it is 8 pt

It should be smaller than

Melbourne VIC 3000

AGE Corporate Endeavours: Green Force Projects

Dear Mr Holsworthy

the surrounding text...

Click on Increase Font
5 Size until the font size is
11 pt

This is one point larger
than the majority of the
text

For Your Reference...
To increase font size:

e Select the text and click on Increase Font
Size until it reaches the required size

To decrease font size:

e Select the text and click on Decrease Font
Size until it reaches the required size

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...
e The keyboard shortcut for increasing the

font size is [cul] + > ].

e The keyboard shortcut for decreasing the

font size is +[<]

Page 15
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LAB 14: FORMATTING TEXT

MAKING TEXT BOLD

One of the most common ways of emphasising intensity of bold text draws the reader's eye
text is to make it bold. Bold text is darker in directly to it so that they read the most important
appearance because the letters are thicker, but it information first. Like all formatting features, text

retains the same shape as normal text. The

must be selected before it can be made bold.

Try This Yourself:

Same File

=

Continue using the
previous file with this
exercise, or open the
file Font
Formatting_5.docx...

Click to the left of AGE
Corporate
Endeavours: Green
Force Projects to
select the line as shown

Click on the Home tab,
then click on Bold in
the Font group

The letters increase in
thickness and
intensity...

Click away from the text
to see the final effect

This makes the subject
of the letter easier to
identify

Mr S Holsworthy

AGE Corporate Endeavours
45 Collins Street
Melbourne VIC 3000

AGE Corporate Endeavours: Green Force Projects

Dear Mr Holsworthy

Mr S Holsworthy

AGE Corporate Endeavours
45 Collins Street
Melbourne VIC 3000

AGE Corporate Endeavours: Green Force Projects

Dear Mr Holsworthy

Mr S Holsworthy

AGE Corporate Endeavours
45 Collins Street
Melbourne VIC 3000

AGE Corporate Endeavours: Green Force Projects

|
Dear Mr Holsworthy

For Your Reference...
To make text bold-:
1. Select the text
2. Click on the Home tab

3. Click on Bold in the Font group

Handy to Know...

o Bold text is created by replacing the original
letters with a darker, thicker version of them.
Many typefaces, such as Times New Roman,
have a series of typeface variations such as
normal, bold, italics and bold italics. When you
apply bold, Word replaces your normal
typeface with a bold version of it.

Page 16
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LAB 14: FORMATTING TEXT

ITALICISING TEXT

Italic text is a variation of a typeface that slants
to the right. It was originally based on calligraphy
and is used to emphasise words for a variety of

for book names, such as Murder on the Orient
Express, scientific names such as Homo sapiens,
foreign words such as in vitro, quotations, and

special reasons. For example, you can use italics

unspoken dialogue in a novel.

Try This Yourself:

|—\ Same File

N

Continue using the
previous file with this
exercise, or open the
file Font
Formatting_6.docx...

Select the text
Alpheuis Research
Institute in the third
paragraph

Click on the Home
tab, then click on
Italic in the Font
group

Click away from the
text to deselect it

You can see clearly
how the text now
slants to the right

As AGE is being force to consider the impact that their production methods have on the
environment, there is an emerging need for qualified professionals in this field.

Through my advertising and research background and my recent doctorate, which
particularly focussed on reducing greenhouse gas emissions in corporate environments, I
am certain that I could give you constructive advice in areen energy procurement,
business process reorganisation, project sustainability, and market application.

I will be completing a year's study at the Alpheius Research Institute in Sweden in
Movember and would be interested in considerable involvement in AGE Corporate
Endeavours’ Green Force research projects.

As AGE is being force to consider the impact that their production methods have on the
environment, there is an emerging need for qualified professionals in this field.

Through my advertising and research background and my recent doctorate, which
particularly focussed on reducing greenhouse gas emissions in corporate environments, I
am certain that I could give you constructive advice in green energy procurement,
business process reorganisation, project sustainability, and market application.

I will be completing a year's study at the Alpheiys Research Institute in Sweden in
Movember and would be interested in considerable involvement in AGE Corporate
Endeavours’ Green Force research projects.

As AGE is being force to consider the impact that their production methods have on the
environment, there is an emerging need for qualified professionals in this field.

Through my advertising and research background and my recent doctorate, which
particularly focussed on reducing greenhouse gas emissions in corporate environments, I
am certain that I could give you constructive advice in green energy procurement,
business process reorganisation, project sustainability, and market application.

I will be completing a year's study at the Alpheiys Research Institute in Sweden in
Movember and would be interested in considerable involvement in AGE Corporate
Endeawvours’ Green Force research projects.

For Your Reference...

To italicise text.
1. Select the text
2. Click on the Home tab
3. Click on Italic in the Font group

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

e |tis recommended that you don’t use italics
for long passages of text because the angle
of the letters makes it harder to read than
normal text.

Page 17
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LAB 14: FORMATTING TEXT

UNDERLINING TEXT

An underline is one or more lines appearing
immediately below text. Underlining was
originally used to emphasise text in hand-written
documents, or to indicate special typographical

treatment, such as italics, in documents that were
typeset. These days, underlining is used primarily
to indicate the presence of hyperlinks in online
documents or for emphasis.

Try This Yourself: o

Continue using the
previous file with this
exercise, or open the file
Font Formatting_7.docx...

Same
File

Select the text AGE

Corporate Endeavours’

Green Force in the third e
paragraph, as shown

=

Click on the Home tab,
then click on Underline in
the Font group to apply a
single underline

N

Click away from the text
to examine the underline

You can also apply o
different forms of

underlining...

W

Double-click on

4 November in the fourth
paragraph to select it, as
shown

Click on the drop arrow
5 for Underline to open a
gallery of options, then o
point to different underline
options

Live Preview will display
each type of underlining
as you point to it...

Click outside the

6 underline gallery to close
it without applying
underlining

I will be completing a year's study at the Algheius Research Institute in Sweden in
Maovember and would be interested in considerable involvement in AGE Corporate
Endeavours’ Green Force research projects.

I am sure that my experience will be useful to you. I will call vou upon my return to
Australia in early November to discuss an interview.

Thank you for your ime and consideration.

Yours sincerely

I will be completing a year's study at the Algheius Research Institute in Sweden in
Mowvember and would be interested in considerable involvement in AGE Corporate
Endeavours’ Green Force research projects.

I am sure that my experience will be useful to you. I will call you upon my return to
Australia in early November to discuss an interview.

Thank you for your ime and consideration.

Yours sincerely

I will be completing a year's study at the Alpheius Research Institute in Sweden in
Movember and would be interested in considerable involvement in AGE Corporate
Endeavours’ Green Force research projects.

I am sure that my experience will be useful to you. I will call you upon my return to
Australia in early November to discuss an interview.

Thank you for vour time and consideration.

Yours sincerely

File Home Insert Design Layout References Mailings Review
== ¥, Verdana -0 - = ==

B B I U-abex, X % = AaBbCeDe

Peste ¥ A-2 q T MNormal

Clipboard Paragraph [P}

For Your Reference...
To underline text:
1. Select the text

2. Click on the Home tab, then click on
Underline in the Font group

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

e Underlining should be used sparingly in
documents because it makes text more
difficult to read. It should only be used in web
pages if it indicates a hyperlink. Underlined
text will confuse a user if they click on it in a
web page and nothing happens.

Page 18

MUSTAFA H. ALI




LAB 14: FORMATTING TEXT

APPLYING STRIKETHROUGH

Strikethrough refers to the placement of a line

through text, as in strikethrough. In word

processing, strikethrough allows you to cross out

particularly useful for legal documents and for
making suggested changes to a colleague’s or
student’s work, as the reader can see both the

selected text without actually deleting it. It is

original and the amended text.

Try This Yourself:

Continue using the
previous file with this
exercise, or open
the file Font
Formatting_8.docx...

Same File

Select the text upon
my return to
Australia towards
the bottom of the
letter, as shown

=

Click on the Home

2 tab, then click on
Strikethrough in the
Font group to place
a line through the
text

Click away from the
3 text to display the
result

The advantage of

I will be completing a year's study at the Alphejus. Research Institute in Sweden in
MNovemnber and would be interested in considerable involverment in AGE Corporate
Endeavours’ Green Force research projects.

I am sure that my experience will be useful to you. I will call you upon my return to
Australia in early Movember to discuss an interview.

Thank you for your time and consideration.

Yours sincerely

I will be completing a year's study at the Alpheius Research Institute in Sweden in
MNovember and would be interested in considerable involvement in AGE Corporate
Endeavours’ Green Force research projects.

I am sure that my experience will be useful to you. I will call you spermr—returmte
Australtia in early November to discuss an interview.

Thank you for your time and consideration.

Yours sincerely

I will be completing a year's study at the Alphejus. Research Institute in Sweden in
MNovember and would be interested in considerable involvement in AGE Corporate
Endeavours’ Green Force research projects.

I am sure that my experience will be useful to you. I will call you vperrr—rettrte
Australta in early November to discuss an interview.

strikethrough is that ) N

h Thank you for your time and consideration.
you can still read the
text Yours sincerely|

For Your Reference...
To apply strikethrough:
1. Select the text

2. Click on the Home tab, then click on
Strikethrough in the Font group

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

o Word has a feature called change tracking

which monitors all changes made to a
document. When change tracking is turned
on and you delete any part of your

document, Word applies strikethrough to the

deleted text.
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LAB 14: FORMATTING TEXT

SUBSCRIPTING TEXT

Subscript text is text that appears below the Zxinm = Zxm and in chemical formulas and other
normal position of letters and is slightly smaller in scientific notations, such as ammonia, which is
size, usually around % of normal text. It is usually NHs, and methylene chloride, which is CH2Cl2.

used in mathematical formulas, for example,

Try This Yourself: o

Continue using the
previous file with this
exercise, or open the
file Font
Formatting_9.docx...

Same File

I will be completing a year’s study at the Alpheiys Research Institute in Sweden in
MNovermber and would be interested in considerable involvement in AGE Corporate
Endeavours” Green Force research projects. My thesis is entitled Sustaining H20.

I am sure that my experience will be useful to you. I will call you wpermrrretarate
Austratta in early November to discuss an interview.

Thank you for your ime and consideration.

Yours sincerely

Click at the end of

Y

the third paragraph in o
the letter and type

My thesis is entitled
Sustaining H20.

Select the number 2
in H20, as shown

N

Click on the Home

I will be completing a year’s study at the Alpheiys Research Institute in Sweden in
Novermber and would be interested in considerable involvement in AGE Corporate
Endeavours” Green Force research projects. My thesis is entitled Susminii

I am sure that my experience will be useful to you. I will call vou vper-frrretdrmte
Austrata in early November to discuss an interview.

Thank you for your ime and consideration.

Yours sincerely

W

tab then click on

Subscript in the
Font group o

4 Click away from the

text to see the result

The 2 is now clearly
smaller and lower
than it was before
and forms part of the

I will be completing a year’s study at the Alpheils Research Institute in Sweden in
MNovermber and would be interested in considerable involvement in AGE Corporate
Endeavours’ Green Force research projects. My thesis is entitled Sustaining H.0.

I am sure that my experience will be useful to you. I will call vou vper-frrretdrmte
Austrata in early November to discuss an interview.

Thank you for your ime and consideration.

Yours sincerely

scientific name for
water

For Your Reference...
To subscript text.
1. Select the text

2. Click on the Home tab then click on
Subscript in the Font group

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

¢ You can apply subscript as you type by
pressing ctrl| + B before and after the
character you want to subscript. The second
time you press +|= ], subscript is turned
off.

Page 20
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LAB 14: FORMATTING TEXT

SUPERSCRIPTING TEXT

Superscript text is text that appears above the when expressing the powers of a number, e.g. 2x2
normal position of letters and is slightly smaller in = 22, and is also used for ordinals such as 2" and
size, usually around % of normal text. It is often 25" and in chemistry for variations in elements
used in mathematical formulas, for example, known as isotopes, such as '2C and '3C for carbon.

Try This Yourself:

Continue using the
previous file with this
exercise, or open the
file Font
Formatting _10.docx...

Same File

Y

Click at the end of the
third paragraph, press o
and type:

There have been
some particularly
interesting  studies
lately in Boron
isotopes 10B and
11B as found in polar

ice sheets. o

2 Select 10 in 10B

This is the first number
than needs to be
superscripted. We can
actually select both

I will be completing a year's study at the Alpheiys Research Institute in Sweden in
Movember and would be interested in considerable involvement in AGE Corporate
Endeavours’ Green Force research projects. My thesis is entitled Sustaining Ha0. There have
been some particularly interesting studies lately in Boron isctopes 108 and 118 as found in polar ice
sheets|

I am sure that my experience will be useful to you. I will call vou aperrr—retarnte
Austraha in early November to discuss an interview.

Thank you for your time and consideration.

I will be completing a year's study at the Algheiys Research Institute in Sweden in
MNowvember and would be interested in considerable involvement in AGE Corporate
Endeavours’ Gresn Force research projects. My thesis is entitled Sustaining Ha0. There have
been some particularly interesting studies lately in Boron isotopes 106 and 118 as found in polarice
sheets.

I am sure that my experience will be useful to you. I will call you aperaryreturmte
Austraka in early November to discuss an interview.

Thank you for your ime and consideration.

numbers and apply

I will be completing a year's study at the Alpheius Research Institute in Sweden in
Movember and would be interested in considerable involvement in AGE Corporate
Endeavours’ Green Force research projects. My thesis is entitled Sustaining H:0. There have
been some particularly interesting studies lately in Boron isotopes B and *'B as found in polar ice
shesets.

I am sure that my experience will be useful to you. I will call vou aperrr—returite
Austraha in early November to discuss an interview.

Thank you for your time and consideration. |

superscript to them
simultaneously...

Hold down and
3 select 171in 11B

Both numbers should
be selected...

4 Click on the Home tab,

then click on
Superscript in the
Font group

5 Click away from the

text to deselect it

For Your Reference...
To superscript text:
1. Select the text

2. Click on the Home tab then click on
Superscript in the Font group
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Handy to Know...

e Superscript is applied automatically to
ordinals in Word, such as 25%. These
settings can be viewed and changed by
clicking on the File tab and then on Options.
Click on the Proofing category and then
click on [AutoCorrect Options]. Ordinals is
found on the AutoFormat As You Type tab.
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LAB 14: FORMATTING TEXT

HIGHLIGHTING TEXT

One formatting option that is used mainly online
is highlighting. Highlighting places a coloured
background behind text so that you can find it
more easily or grab a reader’s attention. It’s the

computer equivalent of using a highlighter pen and
is great for editing or studying your own or other
people’s work. Highlighting colours range from
yellow to black.

Try This Yourself:

Before starting this exercise
you MUST open the file Font
Formatting_11.docx...

Open
File

Through my advertising and research background and my recent doctorate, which
particularly focussed on reducing g h gas emissi in corporate environments, 1
am certain that I could give you constructive advice in green energy procurement,

business process recrganisation, project sustainability, and market application.

I will be completing a year's study at the Alghejys Research Institute in Sweden in
Movember and would be interested in considerable involvement in AGE Corporate
Endeavours’ Green Force research projects. My thesis is entitled Sustaining Hz0. There
have been some particularly interesting studies lately in Boron isctopes '°B and 'B as
found in polar ice sheets.

Select the text reducing
greenhouse gas emissions

=

in the second paragraph, as
shown o

Click on the Home tab, then
click on Text Highlight
Colour in the Font group to
apply the default colour to the

N

Through my advertising and research background and my recent doctorate, which
particularly focussed on reducing greenhouse gas emissions in corporate environments, T
am certain that I could give you constructive advice in green energy procurement,
business process recrganisation, project sustainability, and market application.

I will be completing a year's study at the Alghejys Research Institute in Sweden in
Movember and would be interested in considerable involvement in AGE Corporate
Endeavours’ Green Force research projects. My thesis is entitled Sustaining Hz0. There
have been some particularly interesting studies lately in Boron isctopes '°B and 'B as
found in polar ice sheets.

text
It should be yellow. You can

also apply highlighting in a o
similar way to using a
highlighter pen...

Click away from the text to
3 deselect it, then click on Text
Highlight Colour and drag it

Through my advertising and research background and my recent doctorate, which
particularly focussed on reducing greenhouse gas emissions in corporate environments, I
am certain that I could give you constructive advice in green energy procurement,
business process recrganisation, project sustainability, and market application.

I will be completing a year's study at the Alghejys Research Institute in Sweden in
Movember and would be interested in considerable involvement in AGE Corporate
Endeavours’ Green Force research projects. My thesis is entitled Sustaining Hz0. There
have been some particularly interesting studies lately in Boron isctopes '°B and 'B as
found in polar ice sheets.

across the text business
process reorganisation, as
shown

Notice the pointer changes o
and this time the colour is

applied as you drag. You can

also select different colours...

Click on the drop arrow for
4 Text Highlight Colour and

Through my advertising and research background and my recent doctorate, which
particularly focussed on reducing greenhouse gas emissions in corporate environments, 1
am certain that I could give you constructive advice in green energy procurement,
business process recrganisation, project sustainability, and market application.

I will be completing a year's study at the Alghejys Research Institute in Sweden in
Movember and would be interested in considerable involvement in AGE Corporate
Endeavours’ Green Force research projects. My thesis is entitled Sustaining Hz0. There
have been some particularly interesting studies lately in Boron isctopes '°B and 'B as
found in polar ice sheets.

click on Turquoise

Drag the mouse across polar
5 ice sheets to apply the
colour, as shown

Press [Es¢] to turn off the
6 highlighter

For Your Reference...
To highlight text:
1. Click on the Home tab

2. Select the text then click on the Text
Highlight Colour, or
Click on Text Highlight Colour and then
drag to highlight the desired text

Handy to Know...

o Remove highlighting from selected text by
clicking on the drop arrow for Text Highlight
Colour and clicking on No Colour.

e Search for highlighted text by clicking on the
drop arrow for Find, selecting Advanced
Find, clicking on [Format] and selecting
Highlight.

N

N
v
o0
]
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LAB 14: FORMATTING TEXT

CHANGING CASE

Case refers to whether the uppercase (capital) or Sentence case, where the first letter is a capital,
lowercase form of a letter is used. Word allows lowercase, UPPERCASE, Capitalise Each Word,
you to change between cases so you don’t have and tOGGLE cASE, which swaps between upper
to retype text. Change case options are and lower case.

o AGE Corporate Endeavours: Green Force Projects

Try This Yourself:
o Continue using the Dear Mr Holsworthy
E pre vious file with this As AGE is being force to consider the impact that their production methods have on the
o exercise oropen z‘he ﬂ/e environment, there is an emerging nesd for qualified professionals in this fisld.
E Font Through my advertising and research background and my recent doctorate, which
(%] Formal‘f/hg 12 docx. particularly focussed on reducing greenhouse gas emissions in corporate environments, I
Select the heading AGE o Age corporate endeavours: green force projects
1 Corporate Endeavours:
Green Force Projects Dear Mr Holsworthy
Ensure the Home tab is As AGE is being force to consider the impact that their production methods have on the
2 active then CIiCk on environment, there is an emerging need for qualified professionals in this field.
Change Casein the Font Through my advertising and research background and my recent doctorate, which
grOUp and SeleCt particularly focussed on reducing greenhouse gas emissions in corporate environments, I
Sentence case
o age corporate endeavours: green force projects

All the capitals, other than
the very first one, will

3 change fo lowercase... Dear Mr Holsworthy
. As AGE is being force to consider the impact that their production methods have on the
C“Ck on Change Case environment, there is an emerging need for qualified professionals in this field.
and select UPPERCASE Through my advertising and research background and my recent doctorate, which
This time all letters will particularly focussed on reducing greenhouse gas emissions in corporate environments, I
change to capitals...
AGE Corporate Endeavours: Green Force Project
Click on Ch C. ‘ fectd
ICK On ange case
and select tOGGLE cASE
Dear Mr Holsworthy
This wifl change all the

As AGE is being force to consider the impact that their production methods have on the
uppercase letters to environment, there is an emerging need for qualified professionals in this field.

/owercase (and vice Through my advertising and research background and my recent doctorate, which
5 Vefsa),,_ particularly focussed on reducing greenhouse gas emissions in corporate environments, I

Click on Change Case
and select Capitalise
Each Word, then change
Ageto uppercase

This will convert the
letters back to a form
more suitable for a
heading

For Your Reference... Handy to Know...
To change case: o Text typed in all UPPERCASE letters is
1. Select the text rarely used as it is harder to read (as there’s

2 Click on the Home tab no shape variation) and bec_:ause uppercase
) ) can be interpreted as shouting when used in
3. Click on Change Case in the Font group correspondence. All uppercase is best
4. Select the required case reserved for short headings or headlines
which appear in much larger font sizes.

o

N
v
o0
]

A
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LAB 14: FORMATTING TEXT

CHANGING TEXT COLOUR

The colour of text can be changed to any colour
you select from the wide ranging palette. Colour
can be used to reflect a corporate brand identity,
the mood of a document, or to just jazz it up a bit

and catch the eye of a passerby. With colour, as
with many of the other font formatting features, less
is more — use too many colours and you will just
confuse the reader.

Try This Yourself:

Before starting this
exercise you MUST
open the file Font
Formatting _13.docx...

Open
File

Double-click on AGE
in the first paragraph
to select it

Ensure the Home tab
is active then click on
the drop arrow for
Font Colour in the
Font group to display
the colour palette

N B

Point to different
3 colours to see the
effect on the text

Live Preview will
update the display...

Point to Green under
4 Standard Colours

The tool tip will
display the name of
the colour so it's
easier to find...

Click on Green to
5 apply the colour
green to the text

Click away from the
text to deselect it and
display the result

AGE Corporate Endeavours: Green Force Projects

Dear Mr Holsworthy

As AGE is being force to consider the impact that their production methods have on the
environment, there is an emerging need for gualified professionals in this field.

Through my advertising and research background and my recent doctorate, which
particularly focussed on reducing greenhouse gas emissions in corporate environments, I

File atIntl [nsert Design Layout References Mailings Review View [
s, ¥ |Verdana MR e e
M By B I U-axx x f E=== 1= AaBbCcDc
Paste I ak R : A T Mormal
. A-¥-BA-ra- K 4 SRR
Clipboard . Automatic faragraph P
Theme Colors

Standard Colors
mn EEENEN
"r'.f More Colors...

] Gradient 4
Mr 5 Holsworthy

Dear Mr Holsworthy

As AGE is being force to consider the impact that their production methods have on the
environment, there is an emerging need for gualified professionals in this field.

Through my advertising and research background and my recent doctorate, which
particularly focussed on reducing greenhouse gas emissions in corporate environments, I
am certain that I could give you constructive advice in green energy procurement,
business process reorganisation, project sustainability, and market application.

o

For Your Reference...
To change text colour:
1. Select the text

2. Click on the Home tab then click on the drop
arrow for Font Colour in the Font group

3. Click on the colour of your choice

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

e Once you have selected a colour, it will
appear in the actual Font Colour tool. You
can then click on the tool rather than the drop
arrow to apply the colour.

¢ You can remove a font colour from selected
text by clicking on Automatic in the Font
Colour gallery.
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LAB 14: FORMATTING TEXT

APPLYING TEXT EFFECTS

Word enables you to apply various effects to the options available in the text effects palette, you
selected text. For instance, you may want to use can apply visual effects to text such as shadows,
a fancy heading in a flyer or apply eye-catching glows, reflections or outlines.

effects to the text on a birthday invitation. Using

o AGE Corporate Endeavours: Green Force Projects
Try This Yourself:
o Continue using the Dear Mr Holsworthy
E preViOUS file with this As AGE is being force to consider the impact that their production methods have on the
) exercise. or open the environment, there is an emerging need for qualified professionals in this field.
‘tnEu file Font Through my advertising and research background and my recent doctorate, which
Formatting _14.docx...

1 Select the heading e File BLTEM Insert  Design  Layout References Mailings Review  View
AGE Corporate ae X | [Verdans S| e =
Endeavours: Green ) AaBbCcDy

. Ezy /B T U ~abex, x° #f
Force Projects Paste n . T Normal
* * AdF-A-na- A A

2 Ensure the Home tab Clipboard 1| & -
is active, then click on A A
the drop arrow for ga
Text Effects and
Typography in the A A
Font group to open
the Text Effects — :
gallery A A A A/

3 Potllnt t? d|ffer?hnt A Outline R
options 10 see .e A Shadow ,
effect on the text in -

Live Preview € Reflection '
. B Glow 3
Click on a text effect .
to apply it to the 123 Mumber Styles 3
heading fi Ligatures * 2n Force Projects
. be Stylistic Sets 3
Click away from the -
5 text to see the result
e NEE Corporote Endenveours: Braan Fores Prejests
Dear Mr Holsworthy
As AGE is being force to consider the impact that their production methods have on the
environment, there is an emerging need for qualified professionals in this field.
Through my advertising and research background and my recent doctorate, which
particularly focussed on reducing greenhouse gas emissions in corporate environments, 1

For Your Reference... Handy to Know...
To apply a text effect: o Rather than selecting a predefined text
1. Select the text effect, you can apply an outline, shadow,

reflection, glow, or a combination of these
options. To do this, point to the desired
option in the text effects gallery which will in
turn open a further gallery of options.

2. Click on the Home tab, then click on drop
arrow for Text Effects and Typography in
the Font group

3. Click on the option of your choice
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LAB 14: FORMATTING TEXT

USING THE FORMAT PAINTER

The process of formatting text in Word involves
first selecting the text to be changed and then
applying the formatting. If you have a lot of
changes to make, this can become quite

laborious and difficult to reproduce exactly.
Fortunately, Word has a tool called Format Painter
that allows you to copy the formatting of text from
one place to another.

Try This Yourself:

Same
File

N =

W

Continue using the
previous file with this
exercise, or open the file
Font Formatting_15.docx...

Select the text Sustaining
H20 in the third paragraph

Ensure the Home tab is
active, click on Bold, Italic,
then click on the drop arrow
for Font Colour and click
on Blue under Standard
Colours

Click away from the text so
you can see the formatting

If you had to repeat these
formatting steps several
times it could become quite
tedious. Instead, you can
copy the formatting from
this text to other text...

Click back in the formatted
text

You don't need to select it...
On the Home tab click on

Format Painter in the
Clipboard group

The mouse pointer will
change to a paint brush...

Drag across the text
Alpheius Research
Institute to apply the
formatting

Click away from the text to
see the result

I will be completing a year's study at the Alphejus Research Institute in Sweden in
Movember and would be interested in considerable involvement in AGE Corporate
Endeavours” Green Forge research projects. My thesis is entitled Sustaining H:O. There
hawve been some particularly interesting studies lately in Boron isotopes '°B and *'B as
found in polar ice sheets.

I am sure that my experience will be useful to you. I will call vou vpermryretarnte
Aurstratta in early November to discuss an interview.

Thank you for your time and consideration.

I will be completing a year's study at the Alphejus Research Institute in Sweden in
Movember and would be interested in considerable involvement in AGE Corporate
Endeavours” Green Force research projects. My thesis is entitled Sustaghing Hz0. There
hawve been some particularly interesting studies lately in Boron isotopes '°B and *'B as
found in polar ice sheets.

I am sure that my experience will be useful to you. I will call vou vpermrvretarnte
Aurstrata in early November to discuss an interview.

Thank you for your time and consideration.

Insert Design Layout References Mailings Review View
ks PR - — a— -
0 & Cut Calibri (Body) ~[11 = A" A Aa~ f :=-i=-%=. E3=
Past B Copy 5 *
aste - * - 3 . > I B= == = -
T [Fhomatpaneg, ® T Ve AW oA- ES=SE00
Clipboard [F] Font [F] Paragraph

I will be completing a year's study at the Alpheius Research Institute in Sweden in
Movember and would be interested in considerable involvement in AGE Corporate
Endeavours’ Green Forge research projects. My thesis is entitled Sustaining H=0. There
hawve been some particularly interesting studies lately in Boron isctopes '°B and *'B as
found in polar ice sheets.

I am sure that my experience will be useful to yvou. I will call vou vperm—returmte
Austratia in early November to discuss an interview.

Thank you for your time and consideration. |

For Your Reference...
To use the format painter.

1.
2.

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Click in the formatted text

On the Home tab, click on Format Painter in

the Clipboard group

Select the text to be formatted

Handy to Know...

o |f you double-click on Formaft Painter you
can keep pasting the format until you press
esc] or click on Format Painter again.

o When you paste a format it will replace any
previous font formatting.
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LAB 14: FORMATTING TEXT

USING THE FONT DIALOG BOX

The Font dialog box is accessed by clicking on selected text and if you need to use any of the
the dialog box launcher at the bottom right corner advanced features that aren’t shown on the ribbon.
of the Font group. This is especially useful if you The Font dialog box controls the appearance,
want to apply a series of formatting effects to spacing and position of text.
o Mr 5 Holsworthy
Try This Yourself: AGE Corporate Endeavours
Melbourne WIC 3000
K] Cont,mue l:ISIng' the . HEE Corporate Endsavours: @resn Fores Projecis
ic  previous file with this
°E> exercise, or open the
“’g flle Font Dear Mr Holsworthy
Formatting_16.docx...
. o Font ? *
Ensure the Home tab is
1 active, then select the Font [ Advanced
heading AGE _
Corporate Font: Font style: Size:
. Verdana Bold 1
Endeavours' Green Trebuchet MS ~ Regular 8 ~
Force Projects Tw Cen MT Italic g9
. . m g:: m Eﬁ:ﬂ::::ﬂ Extra Bold Bold Italic
Click on the dialog box v 12 v
2 |aunCher in the Font Font color: Underline style: Underline color:
group to d|sp|ay the ~ | | [nong) w Automatic
Font dialog box, then Effedts
click on the Font tab if [ strikethrougn [ small caps
It isn,t already Selected g Double strikethrough ggll aps
Superscript Hidden
This displays some of [ subserpt
the current settings of Freview
the selected text... ASE Corporats Endesveurs: Grasn Rorss Prej
C“Ck on A” caps Under This is a TrueType font, This font will be used on both printer and screen,
3 Effects so that it
tahpepneta;sevqt; I?] E:’e Set As Default Text Effects... Cancel
4 CI_|ck on [OK], then o B emorthy
click away from the text AGE Corporate Endeavours
to see the result 45 Collins Street
Melbourne VIC 3000
AGE CORPORATE ENDEAVOURS: GREEN FORCE PROIEETS
Dear Mr Holsworthy

For Your Reference... Handy to Know...
To use the Font dialog box: o The Preview pane at the bottom of the Font
1. Select the text dialog box shows you how the selected text

2. On the Home tab, click on the dialog box will appear when you click on [OK].
launcher in the Font group ¢ You can apply advanced visual effects to text
3. Select the options required by clicking on [Text Effects] in the Font

i dialog box, including gradient fills and 3-D
4. Click on [OK] effects.

™~

[
v
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]
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LAB 14: FORMATTING TEXT

CLEARING FONT FORMATTING

If you decide that the formatting applied to text
actually makes it more difficult to read, or you've
accidentally applied formatting you don’t want,

formatting effects by using the same tool you used
to apply the effect, or you can remove all formatting
and return text to its original normal state using the

you can easily clear it. You can reverse some Clear Formatting tool.
. File Home Insert Design Layout References Mailings Review View De
Try This Yourself: X
: e Calibri (Body) =|11 ~ A" A Aa~ BB = -i= .%o, EE3E 4
g g g [ C
Continue using the previous Paste T U -wx, x A~ ¥-pA Bl===1=.
Q . . . . - Format Painter = * *
g o file with this exercise, or open _
< E the flle Font Clipboard ] Font ] Paragraph
(%] L P2 e o1 2 31 4 5 B
Formatting_17.docx... d
1 Examine the text B
Many formatting changes =

W N

have been applied to it
including font and font size as
well as some  special
formatting effects...

Press + |A] to select all

text

Click on the Home tab, then
click on Clear All Formatting
in the Font group to return
the text to Calibri 11 pt and
remove the font formatting
effects

Click anywhere in the
document to deselect the text
then scroll down to examine it

All font formatting, except for
the highlighting has been
removed...

Select reducing greenhouse
gas emissions, press @
and select business
process reorganisation and
polar ice sheets

Click on the drop arrow for
Text Highlight Colour and
click on No Colour

The text is returned to its
original format

Through my advertising and research background and my recent doctorate, which particularly
focussed on reducing greenhouse gas emissions in corporate environments, | am certain that | could
give you constructive advice in green energy procurement, business process reorganisation, project
sustainability, and market application.

1 will be completing a year's study at the Alpheius Research Institute in Sweden in November and
would be interested in considerable involvement in AGE Corporate Endeavours’ Green Force
research projects. My thesis is entitled Sustaining H20. There have been some particularly
interesting studies lately in Boron isotopes 10B and 11B as found in _

I am sure that my experience will be useful to you. | will call you upon my return to Australia in early

November to discuss an interview.

o

Through my advertising and research background and my recent doctorate, which particularly
focussed on reducing greenhouse gas emissionshn corporate environments, | am certain that | could
give you constructive advice in green energy procurement, business process reorganisation, project
sustainability, and market application.

1 will be completing a year's study at the Alpheius Research Institute in Sweden in November and
would be interested in considerable involvement in AGE Corporate Endeavours’ Green Force
research projects. My thesis is entitled Sustaining H20. There have been some particularly
interesting studies lately in Boron isotopes 10B and 11B as found in polar ice sheets.

I am sure that my experience will be useful to you. | will call you upon my return to Australia in early

MNovember to discuss an interview.

o

For Your Reference...
To clear all formatting:
1. Select the text

2. Click on the Hometab, then click on Clear
All Formatting in the Font group, or

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

o Clear Formatting changes text back to the
default settings specified in the Font dialog
box. It does not affect settings that don’t
appear in the Font dialog box, such as Text
Highlight Colour.
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