Introduction to Microsoft Word 2008

Launch Microsoft Word icon in Applications > Microsoft Office 2008 (or on the Dock).

When the Project Gallery opens, view some of the available Word templates by clicking
to expand the Groups, and then selecting a category in the Groups list. The Word
templates in the Project Gallery give you a convenient place to start documents.

Click the List icon next to the Groups list. Notice that you can display templates

alphabetically in the middle pane, and preview them on the right.

Project Gallery

[ New Recent Project Center  Settings |

:

HE

Category
Blank Documents
| My Templates
| Brochures
Calendars
| CD Labels
Coordinated Forms

T

v

5 \
\ |
List Wizard

v

Events

Flyers

Home Essentials
Labels

Ledger Sheets
Marketing
Newsletters
Office Themes
Presentations

Programs ‘
Resumes
Stationery

Excel Workbook

— -

b

Word Notebook Layout

vwy

Word Publishing Layout

Word Document

PowerPoint Presentation

Show: | All Office Documents

x
I v

& Gancel

_ Open Other... Cancel

( Open )

If you do want to start with a blank document, however, you have that option, too—from within the
Project Gallery or by turning off the Project Gallery. When the Project Gallery is turned off, a

blank document appears by default when you open Word.

Project Gallery

' New  Recent Project Center | Settings )

General

:>T Show Project Gallery at startup || Confirm before opening other programs

Open on: | Last Selection |- Show this number of recently opened files: 50

Documents and Wizards

(<)

Select the types of documents and wizards you want to view in the Project Gallery.

EWord Notebook Layout
[ Word Publishing Layout

@ Calendar Event
¥ Excel Workbook
M List Wizard

@ Mail Message
M PowerPoint Presentation
™ Word Document

File Locations

Local templates: /Users/pquillet/Library/Application Support/Microsoft/Office/User Templates

Workgroup templates: Set a file location

Restore Defaults

" Onen Other )
_ Open Other...
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4. Click Blank Documents in the Groups list, and then click Word Document in the middle

pane.

5. Click Open and notice the new blank Word document that appears. The Standard
Toolbar appears at the top of the document:

- - -, s, s, mEmE_E___E_E_E__E_E_E_E_E_E—_—_—_—_—-— N
e 5 | = 9@l o L 9 [ B S @ oo @) |
I Mew Open Save Print Undo Redo Format Tables Columns Document... Show  MNavigation Gallery Paragraph... Toolbox Zoom  Help |
N o o o S S S DS S D B B B B B B B B BN B B S B B B B B B B e e e . -
. . E Project Palette
To activate additional Toolbars, from the
R Elements Gallery
View > Toolbars menu choose the / Standard
Formatting Tables and Borders. and Customize Toolbars and Menus... v Formatting
. ’ ’ Navigation Pane Contact
Drawing tool bars: Reviewing
v Ruler v Tables and Borders
Header and Footer
AutoText
| Markup Background
Reveal Formatting Database
Full Screen v Drawing
Zoom... Forms
Movie
| Speech B
. ) O Formatting Palette (6)
Click the Toolbox icon on the Standard Toolbar to open . R RS
E the Formatting Palette. The Formatting Palette v Font
Toaolbax  dynamically adapts to display appropriate tools for text, Name: Helvetica -
tables, and pictures. For example, if you select text, the Size: |12 |+ .
Formatting Palette provides common text-formatting commands. If B| I |U e |A |v|asd|
you then select a picture, the Formatting Palette dynamically changes | a* A, lasc 5
to provide common picture-editing commands. > Styles

p Alignment and Spacing
b Bullets and Numbering
p Borders and Shading

p Document Margins

You can “show “or “put away” the Formatting Palette from the View
menu or by clicking the Toolbox icon on the Standard Toolbar.

p Document Theme

Viewing Documents
Microsoft Word provides several different ways to view your document:

Draft (in Word 2004, formerly the “Normal” View)
Work in Draft view for typing, editing, and formatting text. Draft view shows text formatting
but simplifies the layout of the page so that you can type and edit quickly. In Draft view, page
boundaries, headers and footers, backgrounds, drawing objects, and pictures that do not
have the “In line with text” wrapping style do not appear.
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Print Layout (formerly “Page Layout” View)
Work in Print Layout view to see how text, graphics, and other elements will be positioned
on the printed page. This view is useful for editing headers and footers, for adjusting margins,
and for working with columns and drawing objects.

Outline
Work in Outline view to look at the structure of a document and to move, copy, and
reorganize text by dragging headings. In Outline view, you can collapse a document to see
only the main headings, or you can expand it to see all headings and even body text. In
Outline view, page boundaries, headers and footers, graphics, and backgrounds do not
appear.

Notebook Layout
You can use Notebook Layout view to capture your thoughts and ideas in the equivalent of
an electronic notebook, which can be sectioned and organized by “ideas.” Many of the same
commands and features that are available in regular Word documents are also available
while you are working in Notebook Layout view. BONUS: Notebook Layout view also
includes the ability to record audio notes, which become embedded in the file (caution, this
greatly increases the size of the file).

ea0O0 - Document1 =
i H & = E{l nl v i/v (A [:E 100% |*| Q- Quick Search (@)

Mew Save Open  Print Print Preview Appearance Scribble Eraser Select Ohject oolbox  Zoom Quick Search Help

7/9/09 1:32 PM

Created

Publishing Layout

This new feature in Word 2008 allows users to lay out a complex publication. Elements can
appear on all pages (such as a company logo, or legal disclaimer) by placing them on a master
page. Save your custom layout as a template, and then you can create a new version of the
document based on the template, revising content as needed — the template keeps the layout
the same. See the Help menu for more options.
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File > Print Preview
In print preview, you can display multiple pages of a document in a reduced size. In this view,
you can see page breaks, hidden text, and watermarks, and you can make editing or
formatting changes before you print the document.

Formatting Text

Text attributes can be changed in a number of ways: from the formasting B atie

Format or Font pull down menus; from the Formatting As '!_'ﬂ ﬁ ' Hl“ “\5 %
toolbar; and perhaps the easiest way to change the font, size, ¥ Fent

and style of text in your Word document is to use the Name: Helvetica -

Formatting Palette. Select the text you want to change, and Size: |18 |=
then choose a formatting option. B 1| U we| (Al and |~

A2 | Al |AaBc ;?‘:'L

The default font for Word 2008 is Cambria. To change the default font m font__Tools Table

: :
to Times New Roman (or other font family), from the Format menu, Paragraph HM

select Font.

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

Font

I
l
|

Columns...
Font | Character Spacing | Tabs...
. . | . Drop Cap...
. ont ont style ize . .
Choose the desired ﬁ Times New Roman Regular 12 Text Direction...
. Change Case... ]
font from the Font list, then [T | s =
Times CE 0 Iralic AUtOFOrmat
1 . Times CY Bald lD
CI'Ck the Default button . Times New Roman .| | Bald talic 11 Style...
Trajan . Lz Background
Fant color: Underline style:
Automatic ? tnone) ﬂ
Effects
[ strikethrough [ Shadow ] small caps
[} Double strikethrough [ Outline ] All caps
] Superscript [] Emboss 1 Hidden
[] Subscript ["] Engrave
Advanced
] Enable all ligatures in document
Preview
Tin P>c;m ;
|
{ f
Times New Roman Regular 12
1
i Times New Roman Regular 8 )
Trajan Italic 9
Trebuchet MS Bold 10
. . Tw Cen MT 4 Bold Italic 11
Click Yes to instruct Word to Type Embellishments One LET v 12
|
change the default font for all new .
| _ Do you want to change the default font to
documents' gl@ @ (Default) Times New Roman?

This change will affect all new documents

based on the "NORMAL" template.
No Yes

"1 Enable all liatures in document
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The Format Painter provides a convenient way to reuse a particular text format and/or

paragraph style. With the Format Painter, you can apply formats to a word, a phrase, a
paragraph, or more.

Practice formatting text using the Formatting Palette and the Format Painter:

1. Type some text in a new word processing document.

2. If the Formatting Palette is not already visible, choose Formatting Palette from
the View menu.

3. Double-click a word to select it.

4. Use the Formatting Palette to change the font, size, and color of the selected text.

Notice how the text automatically changes as you select different options in the
Formatting Palette.

5. With the text still selected, click the Format Painter button in the Standard toolbar:

eO0o \ Introduction to Microsoft Word 2008.docx

Pl 5 i Lo~ S b2k =6
Show Navigation Gallery Toolbox Zoom Help

a

6. Click into a different word in your document. Notice how the text formatting changes to
reflect the style of word that was highlighted.

Note: Double-clicking the Format Painter will lock the tool (the Format Painter button is
darkened when locked) so that you can “paint” or apply a format, multiple times within a

document. The Format Painter button will stay locked until you click it again, or click to select
any other tool.
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To set columns

Click on the Columns icon on the Standard Tool Bar and choose i A ‘ q
from 2 through 6 columns. &8

s Columns Show'

For more precise choices in column or gutter size, or to select
different preset sizes, select Format -> Columns:

- LS
BT
AR
AR
IR

Columns l
Cancel |
Presets — ]
One Two Three Left Right
| Number of columns: |2 r? ] Line between
Width and spacing Preview
Col #: Width: Spacing:
| 1: 2.03" [ o 8
| 2 4.57" 8
| "] Equal column width
| Apply to: ': This section ﬂ Start new column
| _Cancel ) (0K )
To move text to a hew column: — Format Font Tools Table Window Work Help
Page Break
Select Insert -> Break ... choose Column Break Page Numbers.. e e
Date and Time...
AutoText > Section Break (Next Page)
Field... Section Break (Continuous)
Symbol... Section Break (Odd Page)
Comment Section Break (Even Page)
To set document margins: et
(Wargins " Layout |
Select Format -> Document: pe
Top: 0.6" 4] Preview
Click “Default” to keep the margin settings Bowom: (05" | [3) =
for all future documents. Left o | =
Right: 0.7" ‘3' —
Gutter: 0" ; —
From edge
— A Apply to: | Whole document _t]
Header: 0.5" 3 e
Footer: 0.5" :
"] Mirror margins
(Default... \ Page Setup... Cancel ) (OK )
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Page numbers:

Select Insert -> Page Numbers, select desired options from the Page Numbers Setup dialog
window:

Page Numbers

Position: Preview

| Bottom of page (Footer) ?

Alignment:

" Right 3]

W Show number on first page

T
( Format... ) (Cancel ) ( oK \

Headers and Footers:

You can create headers and footers that include text or graphics — for example, page numbers,
the date, a company logo, the document's title or file name, or the author's name — that are
usually printed at the top or bottom of each page in a document.

A header is printed in the top margin; a footer is printed in the bottom margin. You can use the
same header and footer throughout a document or change the header and footer for parts of
the document. For example, use a unique header or footer on the first page, or leave the header
or footer off the first page. You can also use different headers and footers on odd and even
pages or for part of a document, by creating sections within your document.

Select View -> Header and Footer to bring up the Header and Footer set up dialog window.

Footer Close €

o] T

XXXX
Header Close €3

Microsoft Word 2008 has a handy new Elements Gallery (just below the Toolbar) that includes
helpers for Document Elements, Quick Tables, Charts, Smart/Art Graphics and WordArt.
Check out the Document Elements > Header to select a desired format from the thumbnail
collection presented:

| Document Elements | Quick Tables | Charts | SmartArt Graphics | ‘WordArt |
Cover Pages Table of Contents w Footer Bibliographies
Insert a Header
" Company name | # DOCUMENT TITLE F'3
Insert as: ecmenttile | cocmentrme ] 8 Ty | (TR | | A 0

| Odd Pages =
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The Ruler bar (visible at the top of a document) indicates margins, indents and tab settings:

l Document Elements l Quick Tables I Charts I SmartArt Graphics I WordArt l

I s Y . - s P

o 09

I

Setting Tabs: { Normal -

Activate the type of tab desired by clicking in the upper left

corner of the ruler, then click on the ruler to set the tab. :> m

Center 1
You can also set “precise” tabs using the Format > Tabs menu: | R ght q
- i . *
m | Decimal ?
\/ ('] Bar |
Tab stop position: Default tab stops:  0.5" '3" |1
Alignment Tabs...
@ Left () Decimal
() Center () Bar
() Right
Leader
® 1 none 9E8-——
o p—— 04

Tab stops to be cleared:

All

w
e

Clear (ClearAII'\ (Cancel_\ ( oK \

( Bullets and Nu;berin_g
v

["Bulleted  Numbered Outline Numbered List Styles |

Creating Lists:
There are several types of lists you can create:

bulleted lists, numbered lists, or check lists. . o
None . © -
Use the Bullet or Numbering B ; °
icons in the Formatting tool bar: 3= = .
+ < > v
Or, from the Format menu, select A o >

Bullets and Numbering:

Click to select a style of bullet or numbered list,

then click Customize.
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Customize bulleted list

Bullet character Preview

Word has powerful options for customizing lists!

. = 12

Font... Bullet... Picture... )

Bullet position

Indent at: | 0.25"

Text position

[] Add tab stop at:  0.5"

Indentat: 0.5

Cancel OK

Setting up tables:
From the Table menu, select Insert > Table:
Enter the desired rows and columns, and Auto for initial column width:

Insert Table

Click on the AutoFormat... button to choose a pre- set style
for your table:

Table size

Number of columns: 5
Table AutoFormat

Number of rows: 2

x Formats:
AutoFit behavior Sim;;‘:!e 2
Simple 3
® Initial column width: | Auto o g;:z:z;
() AutoFit to contents — | Cassic 3
() AutoFit to window ( Colorful 1
Colorful 2
Table format [ Colorful 3
Preview
(none) ~ AutoFormat... = >
7] Set as default for new tables | Jan Feb Mar Total
' B 7 7 5 19
(Cancel) (FOK) | e
Formats to apply
lz[ Borders @ Font §
@Shading @Color MAMON
Apply special formats to
™ Heading rows [} Last row
@ First column [ Last column |
Cancel ) (T\ {
Changing the alignhment of text in a table Table Properties
ce": . . Table Row Column  Cell
By default, Word aligns text in a table to the
upper left of a cell. You can change the -
alignment of text in a cell — both the vertical B preferredwickic: (S8 (7] Measure n: {inches _
alignment (top, center, or bottom) and the Vertical alignment
horizontal alignment (left, center, or right). :
Click into the table cell to be aligned, then |_] |: ‘:,

use the “Cell” tab in the Table Properties
dialog window from the Table menu:

Top Center Bottom
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Changing the position of text in a table: Text Direction - Whole Document

You can also change the text orientation so

that the text is displayed vertically. Possible CUelaioy Preview
text orientations are: horizontal, vertical Text
from top to bottom, and vertical from bottom The quick brown
to top fox jumps over
'5 é‘ the lazy dog.
Choose Text direction from the Format = -
menu:
( Cancel \ ( oK )
Table Properties
Explore additional Table Properties: e
Size
) preferred width:  * : Measure in:  Inches
Alignment
E E E Indent from left:
= = = o 0
Left Center Right
Text wrapping
==
None Around Positioning...
( Borders and Shading... \ / Options... \
Tips for Working With Tables
Elements Gallery
v Standard
Try the ShortCUt bUttonS on the Tables and Customize Toolbars and Menus... v Formatting
Borders toolbar. To open select View >Toolbars >  Navigation Pane ggvni‘:;i‘ng
TableS and Borders. v Ruler

Header and Footer
AutnTavt

{ ®00 Introduction to Microsoft Word 2008.docx

Pl-lci H = Co-cl- & (] [0 9 BB @ sox (@)

New Open Save Print Undo = Format Tables Columns Show Navigation Gallery Toolbox  Zoom  Help

Normal * Helvetica =12 |= ‘EK I U i% = = = = s s '_‘.'A'
- L 1 - e RN R e
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Move around in a table:

To Press

e to e extcl A e et polt e 1 e st el o 2
Move to the preceding cell SHIFT+TAB

Move to the preceding or next row UP ARROW or DOWN ARROW

Move to the first cell in the row CONTROL+HOME

Move to the last cell in the row CONTROL+END

Move to the first cell in the column CONTROL+PAGE UP

Move to the last cell in the column CONTROL+PAGE DOWN

Start a new paragraph RETURN

Add a new row at the bottom of the table TAB at the end of the last row
Qggutfq’gn?efore a table at the beginning of a | perjRN 4t the beginning of the first cell

Resize table columns using the ruler:

12~ I ETR E T = SR ST

} Document Elements 1 Quick Tables [ Charts ] SmartArt Graphics WordArt

|:> 1 2 3 X - 4 P poslop » » » »

Press the shortcut key(s) indicated, To
then drag a marker on the ruler
* Retain column sizes to the right
No key - Change table width
* Move a single column line
SHIFT * Retain table width
* Equally resize all columns to the right
¥ +SHIFT - Retain table width
58 * Proportionally resize all columns to the right
* Retain table width

e To display a column's measurements in the ruler when you resize it,
press OPTION with these shortcut keys.

¢ To finely adjust a column width, turn off snap-to functionality
by pressing OPTION with the shortcut keys.
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Spelling and Grammar:

The spelling and grammar “checker” in Word uses red dotted underlines to indicate possible
spelling errors and wavy green underlines to indicate possible grammatical errors.

NOTE: AppleWorks files that have been converted to Word, do not have “Spelling and
Grammar” checking enabled by default, but it can be enabled:

Language
1. From the Edit menu choose “Select All” (Important! A
This will not work unless you first select all the text in the ‘;E
document.) Fimish 0
French
French Canadian
2. From the Tools menu, select Language. Galican
erman
3' Be sure the EngIISh (US) diCtionary iS hlgh“ghted I:teof'.?:tlilglifnSsitgfcrti%rr?;?ensgot?g:: selected
language, if available.
4. Uncheck “Do not check spelling or grammar.” | AR S L B
Click OK. i ( Default... ) ( Cancel ) ( OK )

Microsoft Word provides several ways to check spelling and grammar. Specific options can be
set in the Word > Preferences > Spelling and Grammar:

o Automatically check spelling and grammar as you type. As you type, the spelling and
grammar checkers check the text, and then mark possible errors with wavy underlines.
Hold down ctrl and click on a word with an under underline to correct a word. (If you find
the wavy underlines distracting, you can temporarily hide the underlines until you're ready
to make correction by selecting: Hide spelling errors in this document).

e From the Tools menu, click Spelling and Grammar to check for spelling and
grammatical errors all at once, and then confirm each correction. This method is useful if
you want to postpone proofing a document until after you finish editing it.

e The AutoCorrect feature automatically fixes spelling errors without having to confirm
each correction. AutoCorrect provides options for correcting three common types of
errors: capitalization, typos, and spelling. For example, if you type definately and then
type a space or other punctuation, AutoCorrect replaces it with "definitely."
AutoCorrect can make corrections that are generated by the spelling checker's main
dictionary, and by a list of built-in AutoCorrect entries. You can easily add your own
AutoCorrect entries or remove unwanted one. Select Tools > AutoCorrect ...

AutoCorrect Options button

The AutoCorrect Options button appears near text right after an error is
corrected to undo the correction. The button first appears as a small, blue
indicator beneath the text, when you rest the mouse pointer near text that has
automatically been corrected.

definitely.
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You can turn AutoCorrect options on or off by definitely.

clicking the AutoCorrect Options button when it 1 +|
appears after an automatic correction is made. :
Otherwise, when AutoCorrect makes an unwanted ¥ | Change back to "definately’

correction, click Undo on the Standard toolbar, or
press the delete key to remove the entire correction
and retype the word. AutoCorrect automatically Control AutoFarmat Options...
adds the correction to an "exceptions list" and won't

make the same correction again. You can also

manually add corrections to the exceptions list.

Automatically Entering Information

1. Practice adding AutoText entries to your document, and adding your own items to the
AutoText list.

2. In Word, choose New Blank Document from the File menu.

3. Slowly begin to type the month. Notice the small yellow vay 7,2009
AutoText box that appears, containing today’s date. May

4. Press the return key to add the date to your document.

5. To add your own AutoText entries, choose AutoText —ry .
from the Insert menu, and then choose AutoText from Page Numbers...

the submenu that appears. e o L —

Field...
Symbol...

Stop Automatically Correcting “definately"

m Format Font Tools Table Window Work

Introduction to M

6. Click the AutoText tab, and in the “Enter AutoText B melude courtesy title when inserting contacts
entries here” field, type a word or phrase you want to ™ Include suffix when inserting contacts
add to the list. Then click the Add button M Include labels when inserting phone numbers

To accept the AutoComplete tip, press Return

7. When you’re done adding items, click OK. Enter AutoText entries here:

—

8. Slowly type the word or phrase you just added, and Pat Riot 0

watch it appear in the small yellow AutoText box. #Asset Inventory

#Calendar Weekly ToDo

Press the return key to add it to your document. o

Look in:| All active templates

What if | don’t want AutoText entries to appear?

Choose AutoCorrect from the Tools menu to access the complete set of AutoText options.
In the AutoText tab, select the entries you want to remove, and then click the delete button.
The word or phrase will no longer appear in a yellow box as you begin to type it.
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Working with Drawing / Graphics

Adding Graphics:

There are two basic types of graphics that you can use to
enhance Microsoft Word documents: drawing objects
and clipart or pictures from a file (such as a .jpg file you
have taken or downloaded from the Internet).

To add a picture:

¢ Place your cursor where you would like the

picture to be located.

e Select Insert > Picture and choose an

option to locate a graphic.

LI Format

Font Tools Table Window Wor

Break

AutoText
Field...
Symbol...
Comment

Document Elements >

Quick Tables
Chart...

WordArt...

Footnote...
Caption...

Page Numbers...
Date and Time...

>

lics WordArt

6l

SmartArt Graphic...

Cross-reference...

Index and Tables...

Watermark...

Picture > Clip Art...

HTML Object
Text Box
Movie...
File...
Object...
Bookmark...
Hvnerlink...

> From File...

Horizontal Line...
AutoShapes

#K

Clip Art holds a number of graphics, and can also link you to Microsoft’s searchable Online

Library!

e 00 Clip Gallery : Word
Clip Gallery
Category 9\5 Search: Type one or more words... @ ( Search )
Search Results Clips 1 - 13 of 13 in Academic
Favorites !
-
Lost & Found ! !
. ¢ 5 1] .
Academic s
; ! o e !
Animals ‘ ’;-2‘ !
Bw@ngs i, (ﬁ_ Hi- m ’
Business storyteller classroom
Communications
Emotions
A R
Entertainment 7
Food & Dining AL
Gestures @ 1 |
Government )| students aeoqraphy librarian
care & Medicine
Show: | All Pictures 4] (Properties... ) T preview |
?| ( Import.. )™ Online... ) ( Close ) ( Insert )
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By default, graphics are inserted “inline” with text at the location of your cursor:
e

To resize a graphic:

e Click and drag on any “handle” (small points on the tops, sides and corners) to resize the
graphic. Use “corner” handles to constrain proportion. Dragging either the top or side

handles may distort the graphic.

e Double-click the graphic for more options, or use the Formatting Palette!

Graphics can also “float over the text” or have text wrapped around it, instead of being “inline”

e Double-click the graphic to

Format Picture

activate the Format Picture

dialog window. . o Wrapping stle
e Select the Layout option from J Shadow -

the menu on the left. L Clow s Edaes A A A = A
° CIICk the deSIred “Wrapping e FDI'rTl.at In line Square Tight Behind In front of

Style” thumbnail f ;—? Fntat'on with text text text
e Click the “Advanced” button for 2 oo T .

iy . . — () Left () Center () Right (® Other
additional wrapping options. !
Advanced Layout [
| Picture Pasition Text Wrapping ! m\

Wrapping style

~ 6 o f N
Square Tight Through Top and bottom
= o d ~

Behind text In front of text In line with text

Wrap text

) Both sides () Left only () Right only () Largest only
Distance from text
Top: 0 ’3‘ Left:  0.13" ’i
Bottom: 0" [l Right: 013"

_Cancel ) Ok

Introduction to Microsoft Word 2008
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Drawing and Managing your own Graphics

To add a shape

e From the View menu, select Object Palette.

e Click Shapes, then from the pop-up menu, select All Shapes. Eui <v> -
e Click to select a desired shape. Rounded Recangie
[ )

In your document, click drag the cursor to the size that you k I A A | '>

want for the shape.

Tip: To keep the shape's height and width proportional, hold U L-" U U @
down shift key as you drag the cursor. \
e Note: “Text wrap” is on by default for shapes ; v @ E

that you draw.
e Shapes are colored with a blue gradient fill

"’V’ i»-*\

and have a “shadow” applied. \ [ ] { {

& O O Formatting Palette

| ¥ Size, Rotation, and Ordering

Size {in)

Height: |0.85 |5 Width: 0.85 3§
':' Lock aspect ratio Rotate: '33 v
Ordering

Align:

Arrange: ﬂl * Crouping: E'I_I v

¥ Wrapping

Dl:l * Distribute: @ A

b

Style: Tight

Wrap to: == Both Sides

Distance from text (in)

Left: |0.13 5| T ]
Right: |0.13 _:_ Bottom: |0
¥ Colors, Weights, and Fills
Fill

Color: 2 &

Transparency: ':, 0% =
Line

Caolor - = Style: = 7
]

Dashed: == v Weight: 1.5 pt _:_

Transparency: 'v 0% =

¥ Shadow

|
as|

"
E‘ Shadow Direction: | | (270"

Color: = * Distance: 2pt |5

Blur: C 3 pt _:_'

Transparency: U/ B5 %

Introduction to Microsoft Word 2008

IO - IRE Format a shape S(C4mem:
@ O [l

Click to select the shape.
From the View menu, select
Formatting Palette.

Use the options and controls on the Formatting Palette to
make changes desired.

Tip: For more formatting options, double-click the shape
to activate the Format Auto Shape dialog window:

(@ Enter a name to search ) 130 items

Format AutoShape

[ Colors and Lines Size Layout Picture

Fill

Color: [ — 5 ]
Transparency: g ™" 100 0% [2]
Line

Color: | D 5] style: [ —— s

Dashed: [ e [ 2] Wiight: 1.5 pt 2

Transparency: g ™™ 100 0% [+)

Arrows

Begin style: + End style:

Begin size: + End size:

_Cancel ) (OK )
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New for Microsoft Office 2008!

The Object Palette also includes Images Symbols and Photos options.

OhJect Palette Object Palette 8006 Object Palette
II—Q—{ @Iﬂtﬂl%l% l}—@—{ﬁl@lﬂtﬂl%lé Fﬁaﬁﬁlﬂtﬁ‘\,é
(@ @ @ a @ @ el a! (G4 @ © 8]
[ Al Images l—] [ Al Symbols I%i [ Phatos l%]
Categories
“ Y Q 0 $ ¢ f£YE€EG
+ Va3 25 Va 34 V5 % 35
m ﬂ %% % %% %%
+ - x =+ / <>
H f@I <> =# =2 AV
oo
3 a © ® ® prm— 1621778...aBab5_o
ﬁ o KXW D0 --
PaC|ﬁc5t .0001-76 PacificSt...0009-69
s OO H ¢ @ &
e .o s
€E2AVRALN )
5 H ---'--—,, ' e hawaii-c...003(366 32a6c8b...19315_2 :
—‘(’? < U6 VX XXBEEQD: S -
m@ O @& — il @ r &
307 items & a2 [&] (Q, Enter a name to search 1322 items
. . . . . 0 bj |
Photos displays images contained in your iPhoto B EL—' ED JEE“ mﬁfﬂ X éﬁ
Library. Select from all images, or narrow your 4 o
choices by Album, Rolls, etc. '@ @ @ | |

Introduction to Microsoft Word 2008

Albums >
Ralls [ 2

DOther Library or Folder...
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Additional Drawing objects include AutoShapes and Lines. Use the Drawing toolbar for quick
access to drawing objects.

From the View menu, select Toolbars and “activate” the Drawing toolbar:

______ HELPFUL HINT!!
; Uncheck the “Snap objects” in the Grid Options to precisely “nudge” a graphic on
the page.
Grid Options

Snap objects
[T To grid in Publishing Layout View
[ To grid in Print Layout View

[ To other objects

L

Grid settings

]
-
B

Horizontal spacing: 0.13"

Vertical spacing: 0.13"

Grid origin

[ Use margins

Harizontal origin:

f"ﬁ;i‘ B &

E ]

Veartical arigin: 1.38"

[T Display gridlines on screen

Vertical every

w - Horizontal every: 5
w

"r_ Default... \' "r Cancel \' ( Ok \:

When the drawing tools are active, there are several layers of sub-menus available, indicated by
the small pull-down arrow.

S, '
| Basic Shapes
N =
@;} Block Arrows b
N ?‘%?Flowchart )

- Eﬂ' Stars and Banners P
¥ callouts ;
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Adding WordArt:
Special Word Art effects can be created quickly and easily using the Insert > WordArt menu, or
by clicking the WordArt button on the new Elements Gallery:

| | Document Elements | Quick Tables | Charts | Smartart Graphics | WordArt

Sl | Simple Bold Enhanced Elegant
Insert WordArt

Click on a WordArt to ,:l._ LY @hlﬁ@@ 0

insert into document

Choose a preset style from the WordArt gallery, or create custom color, shadow, and
alignment effect.

e Select a style from the Gallery
¢ Double-click the “Your Text Here” object to enter text.

Your Tei e

| Font: Size:

B

[calibri M (s = (B) |1
Intro to Office 2008

e When a WordArt object is selected, the WordArt toolbar in the Formatting Palette
provides access to shapes, colors, and other customizing options:

v Wordart

BRY = Adl & =

i
]
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Notes:
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