





Lesson 6: Using Publishing
Tools

Lesson Objectives

In this lesson, you will work with some common tools to further enhance the look of your documents, giving them a
more professional appearance. On successful completion of this lesson, you should be familiar with:

O

O
O
O

what styles are O using the Format Painter
how to work with Quick Styles O applying and modifying columns to text
how to create, modify, apply and delete a style O applying different types of backgrounds to a

. document
how to reveal the formatting for a style
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Formatting with Styles

A style is a combination of character and paragraph formatting that you save with a unique style name.

Rather than selecting text to apply the same formatting attributes individually, you can use styles to enhance the
appearance of these selections quickly and easily. As well, when you make changes to a style, Word automatically
reflects the changes by updating all the text you formatted previously with that style.

Word can also create styles automatically when you perform certain types of formatting and text placement. For
example, when you type a single line of text, and then change its formatting, Word will assume you may be
creating a heading and create a style containing the formatting specified.

There are four types of styles:

Paragraph 1 Affects the appearance and position of the entire paragraph. Paragraph styles can include
both paragraph level formatting and character level formatting.

Character 2 Affects a selected block of text (such as several words), and can include any formatting
attributes found in the Font dialog box (e.g., font, size, bold, italics, etc.). Character styles
include only character level formatting.

Table H Affects a selected table for both character and paragraph level formatting options (e.g.,
spacing, alignment, borders, etc.).

List i= Affects the appearance and positioning of any lists. Both character and paragraph level

formatting options are available with these styles.

Note the following regarding styles:

e Applying a paragraph style to a paragraph can change the appearance of any text with a character style. For
example, if you have a paragraph where two words are italicized and the paragraph style you apply has the
italics attribute as part of its style, the two words will appear in normal text (i.e., no formatting). Character
formatting such as bold and italics toggle on and off when they are selected, so when the paragraph style
containing italics is selected and applied over a character-level formatting with the same attribute (i.e., italics),
the paragraph style turns that attribute off.

e  Several standard styles come with Word that you can use to format typical or recurring portions of your
document, such as headings. One of these standard styles, Normal, contains the default character and
paragraph formatting, and Word automatically applies it to all new paragraphs in a document. These
standard styles are found and accessed on the Home tab, in the Styles group.

e The Styles window contains a collection of existing standard styles with descriptive names. You can use
these standard styles to format text with just a few keystrokes.

e  Styles created for a particular template can be set to appear in all new documents based on that template.
This enables you to standardize the appearance of various types of documents (e.g., reports, newsletters,
memos).

e You can create paragraph styles from an existing paragraph, or by using the Styles task pane to specify all
the formatting. You can only create character styles by using the Styles task pane.

Using Quick Styles

A Quick Style is a style created and designed by Microsoft using the most common formatting options for that
style type. For instance, the Normal style is set to Calibri as the font and size 11 and the Heading styles start at
size 14 and decrease in size at each level. However, you can also create or select styles and choose to add a style
to the Quick Style gallery.

When text is selected, you can point to a style option and use the Quick Styles feature to display a live preview of
how your choice will change the appearance of the selected text once the style is applied.
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In-general -sales-revenue-is-up-over-this-time-last-vear -One-of-the-biggest-increases-was-
inthe-West-Coast-due-partly-to-generating-new-business-here-through-trade-shows-and-the-
latest'marketing-blitz.
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Sales-have-decreased-slightly-in-the-East-Coast.-A-more-thorough-analysis- ofthis-will-be-
conducted bythe-Sales-Manager-to-determine-if-there-is-any-pattem-or-trend-that-could-be-
emerging.-This- will-be-the-second-quarter-where-the-sales-have-declined-from-this-time-

As you point from one style to another, the preview of the selected text changes accordingly. Notice how Word
keeps the original style highlighted. The graphic above shows Normal as the original style while indicating a
preview of the Heading 1 style for reference.

Click More in the Quick Styles list to display the full gallery of Quick Styles as seen in the following:

AaBbCcl | AaBbCd 4asbce. AAD
T Mormal Strong Subtitle Title

daBbCecl AaBbCi
Emphasis Heading 1

AaBbCcl A4aBbCel AaBbCei AaBbCei AABECC AABBCC
T Mo Spaci... Subtle Em... IntenseE.. Intense Q.. Subtle Ref.. IntenseR...

AABBCC AaBbCcl AaBbCeDd AaBbCcl

Eook Title T List Para... T Caption CQuote <
Save Selection as a New Quick Style...

Clear Formatting

Apply Styles...

& &

Save Selection asa Creates and saves your own formatting preferences as a style to select from the Quick
New Quick Style Style gallery.

Apply Styles Displays a window where you can select from a list of styles. You can also press
+ shift)+(S) to display this window.
Apply Styles v X
Style Name:

Heading 1 E

AutoComplete style names
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The Quick Styles feature is also available on the Mini toolbar:
Cambria (H~ 14~ A" A" [A~ j|
= ab® . - =
B/ =¥-A-F g
ABC Realtylnc. Emphasis

Quarterly Eeport

AaBbCi| AaBbCcl AaBbCcl
Heading 1 T Mormal Strong

saebce. A AaBbCd  AaBbCel

Weare pleased torepd  suptitie Title T Mo Spaci... Subtle Em...
by 15% from the last g

owners in our client by 4AaBbCci AaBbCei AABECC AABBCC
was on the market for| intense£.. Intense Q.. Subtle Ref.. Intense R..

Asseenin Table 1, the AABBCC AaBbCcl AaBbCeDd AaBbCcl

market, with a continl gooptitle  7List Para.. 0 Caption  Quote
seeing the numbers rey

a.m:icipa.ted boost in th Save Selection as a New Quick Style...

) Clear Formatting
This quarter, one of th| 4., Apply Styles...

Take note that there is no live preview using this option to select a Quick Style. The Mini toolbar enables you to
select items quickly based on common use.

LEARN THE SKILL

In this exercise, you will learn how to apply a Quick Style to selected text.

1 Open ABC Realty Quarterly Report. Select the first title. On the Home tab, in the Styles group, point at
Heading 1.

Word should display a preview of how this text will appear once you apply the style.
Click Heading 1.

Select the second title and then on the Home tab, in the Styles group, point at Subtitle.
On the Home tab in the Styles group, click More for the Quick Styles Gallery.

Point at the different styles until you see one you like, and then click that style in the list.

o a A WD

Select the Adams Creek text in the second paragraph and then on the Mini toolbar, click Quick Styles. Click
the style of your choice.

7 Close the document without saving.

Creating Styles

To create a style, determine what formatting is repetitious and should be included in a style. Then you must create
a naming structure for the various styles you create.

Consider the following points when naming a style:

e You can use up to 253 characters for the style name, including any combination of characters and spaces,
with the exception of the backslash (\), semicolon (;) or brace ({}) characters.

e  Style names are case sensitive in Word. For example, the program would regard quotations and Quotations
as different styles.

e  Each style name within a single document must be unique (i.e., you cannot duplicate style names within the
one document).

e Toensure consistency in your document, consider using the following style names:
- Heading 1, Heading 2, etc. to identify each heading level.
- Header and Footer to identify header and footer text.

- Body Text to identify the main body of the document.
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To create a style, on the Home tab, in the Styles group, click the Dialog box launcher. Then click New Style at
the bottom of the Styles window.

Create New Style from Formatting @E|

Formatting

Properties
Marme: Skylel
Skyle bype: Paragraph
Style based on: o Mormal
Style for following paragraph: | T Stylel

Times Mew Roman + |12 || B I U

Autornatic b

{11
Akt
U]
i
U]

* *
* +

W arz plaasad to raport that sales continus to incrsass in this quartsr, and in fact, have
increased by 15% from the last quarter. Much of this is in the residential markst with many
of our naw clisnts being first-tims homa owners. We also saw the salz o

Skyle: Quick Style, Based on: Mormal

add ta Quick Style list [ Automatically update
() only in this document () Mew documents based on this template

[ oK } [ Cancel ]

Name

Style type
Style based on

Style for following
paragraph
Formatting

Add to Quick Style list

Automatically update

Only in this document

New documents
based on this
template

Format

Enter a name for the new style. You cannot have a style with the exact same name and
the exact same characters, e.g., Heading 1 and heading 1 are two different styles.

Choose the type of style you want to create.
Which style do you want to base this style on, if any.
Which style do you want Word to automatically apply to the next paragraph.

Select which formatting options you want to include in this style of the most common
formatting options.

Choose whether you want this new style to be included in the Quick Style list for quick
application.

Choose this option to have Word automatically update the attributes for the style if you
change anything in the document for this style.

If you only want this style to be available for this document, use this option.

If you want the style to be available to all documents, choose this option instead of

Only in this document. Unless you choose otherwise, the default template where
styles are saved is the Normal template (set up by Word).

Click this button to include more formatting attributes for different types of formatting in
the style, such as bullets and numbering, tabs, or borders.

Once you define the style, you can apply it to any text in the document (either before or after you type the text). The
text will contain all the formatting you specified for the style.

Use one of the following methods to apply a style to selected text:

. In the Styles window, click the style you want to apply, or

o display the Apply Styles window, click the arrow for the list of styles and then click the style to apply, or

e if the new style was set to appear in the Quick Styles list, on the Home tab, in the Styles group, click the
style from the Quick Styles gallery.
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&

?g LEARN THE SKILL

ST |, this exercise, you will create styles, and then apply them to text.

1

10

11

12
13

14

Open Antonio’s Menu and save as Antonio’s Menu - Student. On the Home tab, in the Styles group,
click the Dialog box launcher.

Ensure the cursor is on the first line, LA-SUPPA... In the Styles window, click Heading 1.

Repeat step 2 for the following text:
SANDWICHO
PASTA & ENTREES

Move to the beginning of the document and click in the Minestrone line. In the Styles window, click New
Style. In the Name field, type: Menu Item.

In the Style based on field, ensure it shows Normal.
In the Formatting area, click the arrow for the font and then click Calibri (Body). Change the font size to 10.

Click Format and then click Tabs. In the Tab stop position field, type: 2.7 as the measurement. In the
Alignment area, click Right. In the Leader area, click 2. Click Set and then click OK twice

In the Styles window, click New Style. In the Name field, type: Menu Description.
In the Style based on field, click the arrow and then click Normal.

In the Formatting area, click the arrow for the font and then click Calibri (Body). Change the font size to 10.
Click OK twice.

Ensure the cursor is still on the Minestrone line. On the Home tab in the Styles group, click Menu ltem in the
Quick Styles gallery.

Click in the next line, and then in the Quick Styles gallery, click Menu Description.

Continue applying these styles to the appropriate lines until your document appears similar to (use Menu
Description for any main heading descriptions as well):

LA-SUPPA - INSALATE

Minestrone . 425

Freshvegetables in a hearty Italian parmesan broth.

Zuppa Del GIOFNO e 425

A new creation every day, prepared only from the freshest ingredients.
ThE CBESAI oo 4095

The classic — try with shrimp (add $2.25)

= 2a T ol of o o[ OO 5985

Mild Boccocini cheese, fresh tomatoes, with our own special dressing.
Tossed Salad oo 350

Anarray of fresh vegetables served with our tasty house dressing.
[Tt Lo o SOOI 3985

Piping hot, fresh italian bread topped with fresh basil, oregano, tomatoes, olive oil, and a pinch of parmesan.

SANDWICHO

(Most sandwiches served with lettuce, tomato garnish, and choice of bread)
La Grande Sandwicho ...eceeeceeceeccene 57.45

Tuscany SPECial e S6.50
Ahuge taste treat! Chicken salad, lettuce & tomato on Focaccia bread.

Save the document.
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Understanding the Styles Window

When you click the Dialog box launcher for the Styles group, the Styles window appears with more options
than just to create a new style:

Styles > x| Show Preview Turn a preview of this style with its attributes on or off.
Menu Description T Disable Linked  Disable styles that are set up in the Based on field.
Menu Item T Styles
Normal T New Style Create a new style using the Create New Style from
No Spacing T Formatting dialog box.
Heading 1 12 Style Inspector  Display a dialog box to enable you to review the attributes for this
Heading 2 0 style with easy access to customizing or managing it.
Title 13 i Style Inspector v X
Paragraph formatting
Subtitle 1a -
- i Normal
Subtle Emphasis a
Emphasis a Plus: <none:>
Intense Emphasis al | Text level formatting
Strong a Default Paragraph Font
Quote Ia Plus: <none:
Intense Quote a

Show Preview
[ Disable Linked Styles

Options. ..

Manage Styles  Set up default options for which styles display in the Styles window using the default
attributes for specific styles. You can also edit styles in this dialog box as needed.

Manage Styles L

Edit |&ecommend Restrict | Set Defaults

Sart arder: |P.s Recommended ~ | [ shows recommended stwles anly

Select a style to edit

T Mormal {web) W
T Mormal Indent
913 Mote Heading
@ Page Murber
T4 Plain Text
Ta Salutation
918 Signature
d Strong
Ta subtitle b

Preview of Mormal:

Times New Roman B Modify. ..

Fant: (Default) Times Mew Roman, 12 pk, Left, Line spacing: single,
WidowOrphan contral, Styles Quick Style

Mew Style. ..

%) only in this document ) Mew documents based on this template

Import/Export. .. K | ’ Cancel
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Options Set up how the Styles window appears when active.

[ ok ’ Cancel
In addition, you can view what formatting options are set L ] =
. L Menu Description -
for this style by pointing your cursor at the style name to 'I:\} -
display a ScreenTip showing the formatting attributes

associated with this style. Font

Word also provides some general information F" - ]
] Menu Descripticn -3
about the style usage in the document as well =
as some options to manage the style: Update Menu Description to Match Selection
% Modify...

Style Pane Options

Select stvles ko show:

|In current document b |

Select how lisk is sorted:

|As Recommendsd v |

Select Formatting ko show as styles:
[ Paragraph level Formatting
[] Fant Formatting
[ Bullet and numbering Formatting

Select how built-in style names are shawn
[ show next heading when previous level is used

[ Hide built-in name when alternate name exists

=) <y in this document () Mew documents based on this kemplate

Menu Description:

Font: +Body, 10 pt

Style
Style Quick Style, Based on: Mormal

Select All 23 Instance(s)
Clear Formatting of 23 Instance(s)
Delete Menu Description...

Remove from Quick Style Gallery

Modifying Styles

When you redefine the formatting of a selected style, Word automatically changes all paragraphs formatted with
that style throughout the document.

All styles are based on another style with the desired formatting added to the base style. New styles are commonly
based on the Normal style. If you change this style, all styles based on it will reflect that change.

To modify a style, use one of the following methods:

On the Home tab, in the Styles group, click Change Styles to change the attributes for this style quickly, or

@4 Find ~
3ac Replace
Change

Styles ~ g Select -
Style Set 3

Colors »

A
[ =
Fonts 3

Set as Default

on the Home tab, in the Styles group, click the Dialog box launcher to display the Styles window. Point at
the style to be changed, click the down arrow for the style and then click Modify, or

on the Home tab, in the Styles group, click More for the Quick Styles gallery and then click Apply Styles.
You can also press (Ctrl)+(Shift)+(S ] to display this window quickly.

92
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Apply Styles v X
Style MName:

Menu Item |z|
AutoComplete style names

Click Modify and when the Modify Style dialog box appears, you can then make changes as required:

Modify Style
Froperties
Mame: |Menu Ikem |
Style bype: |Paragraph E" |
Style based on: | T Mormal V|
Style For Following paragraph: | T Menu Description V|
Formatking
|CaltriBody)  v|10 | B 7 U

= = + ¥
- = * +

It
Ak
mi
e
mi

Sample Text Sample Taxt Sample Taxt Sample Text Sample Tast Sample Text Sample Tast Sample Text Sample Test
Sample Text Sample Taxt Sample Taxt Sample Toxt Sample Taxt Sample Toxt Sample Taxt Sample Taxt Sample Toxt
Sample Text Sample Taxt Sample Taxt

Font; +Body, 10 pt, Tab stops; 2.7", Right,Leader: ..., Stvle: Quick Style, Based on: Mormal,
Follawing style: Menu Description

add to Quick Style list [ Automatically update
=) only in this document () Mew documents based on this template

[ Ok l[ Cancel ]

To modify a style by changing the existing text and have the change reflected throughout the document where that
style was applied, use the Automatically update option. Alternatively, in the Styles window, click the down arrow
for the style and then click the Update [Style Name] to Match Selection command to automatically update this
style throughout the document.

You can modify the attributes for a style at any time as required for the look you want available in the document.

2
L LEARN THE SKILL

BESR |, this exercise you will modify some styles applied in the previous exercise.

1 Ensure Antonio’s Menu - Student is active.

Notice how the headings have too much space between the last menu description and the heading. As well,
you decide you want to make the description look different than the menu item.

2 On the Home tab, in the Styles group, click the Dialog box launcher. In the Styles window, point at the
Heading 1 style, click the down arrow for this style and then click Modify.

3 Click Format and then click Paragraph. In the Spacing area and the Before field, change the measurement
there to be 6pt. Then click OK twice.

Word changes all occurrences of text with this style applied
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LA-SUPPA - INSALATE

Minestrone 425

Fresh vegetables in a hearty Italian parmesan broth.

Zuppa Del GIOFNO o 425

A new creation every day, prepared only from the freshest ingredients.

The CAESAI oo 495

The classic — try with shrimp (add $2.25)

BOCCOCIMI e 5985

Mild Boccocini cheese, fresh tomatoes, with our own special dressing.
Tossed Salad oo 350

An array of fresh vegetables served with our tasty house dressing.

[ o O 395

Piping hot, fresh Italian bread topped with fresh basil, oregano, tomatoes, olive ail, and a pinch of parmesan.
SANDWICHO

{(Most sandwiches served with lettuce, tomato garnish, and choice of bread)
La Grande Sandwicho ...eceeeceeceeccene 57.45

A huge sensation, served on Focaccia bread.

Tuscany SPECial e S6.50

Ahuge taste treat! Chicken salad, lettuce & tomato on Focaccia bread.
PESEFEM oo e e 495

Ackfor marble rye, hot mustard, etc.

Pastrami & Cheese e 545

Askus to recommend an Italian cheese.

PrOSCIUEED oee e e eees e e e 55.75

Mounds of thinly sliced prosciutto with tomato & lettuce.

T T T S4.50

Avegetable lover's delight! Fresh garden vegetables, with cream cheese, stacked high.
PASTA & ENTREES

(All pasta entrees are served with salad and bread)

4 In the Styles window, point at the Menu Description style, click the arrow for this style and then click
Modify. Change the font to be 9 pt and click Italie. Click Automatically update. Then click OK.

LA-SUPPA- INSALATE

BN S O e 425

Fresh vegetables in a hearty Italian parmesan broth.

Zuppa Del GIormo ..o 425

A new creation every day, prepared only from the freshest ingredients.
THE CBESBI oo 495

The classic — try with shrimp [odd 52.25)

BOCCOCINI et e 595

Mild Boccocini cheese, fresh tematoes, with our own special dressing.
Tossed Salad 3.50

An array of fresh vegetables served with our tasty house dressing.
FOCBOCIA oottt e 3095

Piping hot, fresh ltalian bread topped with fresh bosil, oregane, tomatees, olive oil, and o pinch of pormesan.
SANDWICHO

(Most sandwiches served with lettuce, tomato garnish, and choice of bread)
Suppose you want the description text to be even more distinctive.

5 Select one of the menu description lines and on the Mini toolbar, click Increase Indent.
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LA-SUPPA - INSALATE

IIEEEFOME et 425
Freshvegetables ina hearty ltalion parmesan broth.
Zuppa Del Giorno ... 425
A new cregtion every day, prepared only from the freshest ingredients.
BT T 495
The classic — try with shrimp (add $2.25)
[Tl e o] | O 585
Mild Boccocini cheese, fresh tomatoes, with our own special dressing.
Tossed Salad oo 350
An array of fresh vegetobles served with our tasty house dressing.
[ Tt o of - O 385
Piping hot, fresh ltalion bread topped with fresh basil, oregane, tomatoes, olive oil, and @ pinch of parmesan.

SANDWICHO

(Mest sandwiches served with lettuce, tomato garnish, and choice of bread)
La Grande Sandwicho ... 57.45

Notice how Word changed not just this line but every menu description line.

6 On the ruler, drag the left indent marker back to 0.25.

-é-u---1---|---2---|---3---|---4---|---5---u---s

LA-SUPPA - INSALATE
IVTNEEEFOME oot 4.25
Fresh vegetables ina hearty ltalian parmesan broth.
Zuppa Del GIOrno e e 4.25
A new creation every day, prepared only from the freshest ingredients.
THE CBEEM oo 495
The classic—try with shiimp (odd 52.25)
Boccocini ...5.85
Mild Boccocini cheese, fresh tematoes, with our own special dressing.
Tossed 58180 oo 3.50
An array of fresh vegetables served with our tasty house dressing.
= o o ] - [ OSSR 385

Piping hot, fresh italion bread topped with fresh basil, oregano, tomatoes, olive oil, and a pinch of parmesan.

7 Move to the beginning of the document and then save the document.

Revealing the Formatting

Even though styles are easy to use and the styles are listed for modification or review, sometimes it helps to see
exactly what makes up the style without having to open the style, or review the formatting on specific pieces of
text. Word provides you with tools to help find specific formatting attributes used in the styles, or to clear any styles
applied from selected text.

To reveal the formatting, use one of the following methods:

¢ On the Home tab, in the Styles group, click the Dialog box launcher to display the Styles window. Click
Style Inspector and then click Reveal Formatting, or

*  press (Shift) +(E1)
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Rewveal Formatting

Selected text

Sample Text

[7] Compare to another selection
Formatting of selected text

[ Font
Font:

14pt
Bold

Language:

ElParagraph

Heading 1
Alignment:
Left
Outline Level:
Level 1
Indentation:
Left: 07
Right: 0"
Spacing:
Before: 6pt
After: 0pt

(Default) +Headings

Font color: Accent 1

English {United States)

Paragraph Style:

Selected text

Compare to another
selection

Font

Paragraph

Section

Distinguish style
source

Show all formatting
marks

Options
[ pistinguish style source
[ Show all formatting marks

==
L LEARN THE SKILL

Displays the text as it appears in the document so
you can compare the appearance to the formatting
attributes listed.

Turns this feature on (or off) when you want Word to
remember the attributes for this piece of text and
compare it to another selection of text either in this or
another document.

Displays any attributes applied to the text commonly
found in the Font command.

Displays any attributes applied to the text that affect
the entire paragraph of text, as well as any styles
applied.

Displays any attributes specific to the paragraph or
page within this section, if applicable.

Turns this feature on (or off) when you want to find out
if the formatting comes from a style previously used.

Use this to see if the formatting attributes are “stored”
with the paragraph markers (i.e., 1)).

B | this exercise, you will open a document where styles are applied.

1 Ensure Antonio’s Menu — Student is active. On the Home tab, in the Styles group, click the Dialog box

launcher to display the Styles window.

2 In the Styles window, click Style Inspector.

Style Inspector v X
Paragraph formatting
Heading 1
Plus: <none:
Text level formatting
Default Paragraph Font
Plus: <none:

3 Inthe Style Inspector window, click Reveal Formatting.

4  Scroll down the list of formatting items for this style in the Reveal Formatting window.

5 Click in one of the menu item lines in the document.

Word has automatically updated the contents of the Reveal Formatting window to reflect the formatting

attributes of this active style.

6 Inthe Reveal Formatting window, click the plus next to Section to see other formatting options.

Suppose you wanted to remove the style from this line of text.
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7 Click Clear All in the Style Inspector.
Notice how Word has removed the style and replaced it with the Normal style.

8 Close each window on the screen, and then close the document without saving.

Using the Format Painter

Use the Format Painter to apply formatting from a piece of text to one or more pieces of text. This saves time
from having to remember which formatting options were applied previously on text. The Format Painter can be
used with styles or individual formatting applied to text. When active, the cursor shows as ﬁ:[

e To apply formatting features from one piece of text to one other piece of text, select the text with the
formatting features. On the Home tab, in the Clipboard group, click Format Painter. Move to the piece of
text where you want to apply these formatting features, and select that text.

e To apply formatting features from one piece of text to multiple pieces of text, select the text with the
formatting features. On the Home tab, in the Clipboard group, double-click Format Painter. As you click
each piece of text, the formatting features are applied and the Format Painter stays active for further
applications.

. To turn the Format Painter off, use one of the following methods:

- Onthe Home tab, in the Clipboard group, click Format Painter, or
- press , or

- click another command for another action.

LEARN THE SKILL

In this exercise, you will work with the Format Painter button.

1 Open Marketing Newsletter. Select the What | Have Learned subheading text and then in the Mini toolbar, click
Bold. Change the font to be Arial and the size to 14.

2 Ensure the subheading is still selected and then on the Home tab, in the Clipboard group, double-click
Format Painter.

3  Select the subheading, Food For Thought.
Notice this subheading now has the same formatting features as the first subheading.
4  Select the Commit to Quality and HR Training, subheadings.
5 Onthe Home tab, in the Clipboard group, click Format Painter to turn it off.
Now try using the Format Painter with a style.

6 Go to the first item in the list below the What | Have Learned title. On the Home tab, in the Styles group, click
the Dialog box launcher. In the Styles window, click Bullet Item in the list of styles.

7 Close the Styles window.

8 Onthe Home tab, in the Clipboard group, click Format Painter.

9 Click in the next line item.

10 On the Home tab, in the Clipboard group, double-click Format Painter.

11 Using the Selection Bar area, select all the points for this title.

12 Move to where the Commit to Quality title is. Select all the points in this list.

13 On the Home tab, in the Clipboard group, click Format Painter to turn it off.

14 Close the document without saving.
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Working with Golumns

Use the Columns feature to set up to three “newspaper style” columns for a document; the number of columns in
a document depends on factors such as column width, margins, paper size and orientation, font size, or
document layout such as for a Web page. In the newspaper style column, the text from the bottom of one column
flows to the top of the next, making it an ideal layout for documents such as newsletters or reports.

When working with multiple columns, Draft view displays the appropriate column widths; however, the columns do
not display side by side. To view columns side by side, use Print Layout view.

Consider the following in regards to working with columns:

You can apply columns to text before or after you have typed it. However, you may find it easier to type the
text first, and then apply multiple columns formatting.

To break a column manually and force the text to continue in the next column, on the Page Layout tab, in the

Page Setup group, click Breaks and then click Column. Alternatively, press + + where the
column break should be placed.

To insert a page break, move to where you want the page break to be, and then on the Insert tab, in the
Pages group, click Page Break, or press +.

To set a new set of columns on a page where columns have already been set up, you need to insert a
Continuous section break between the two different column layouts.

When you change the column layout of a document, the entire document is affected unless you specify
otherwise. If you want to change only the column layout for a portion of the document, you should make that
portion a separate section by inserting section breaks in the appropriate places.

To create columns, on the Page Layout tab, in the Page Setup group, click Columns.

|§§ Columns =  bE Hyph

One

Two

Three

Left

Right

More Columns...

To set up more options for the columns, click More Columns.
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Columns

Presets

one

—
(=
(=}

Left

Three Right

Line between

43

Mumber of columns; |2

Width and spacing Previcw

Col #:  width: Spacing:
1|3 | o e
| |32 s

[ Equal calumn width

Apply to; | wWhole document A
[ oK l [ Cancel ]

Presets The One, Two, or Three options provide columns of equal width initially and are generally
used for newspaper style columns. The Left or Right column layouts can be used for Web
pages or manuals where a banner appears on one side, usually for a table of contents.

Number of Enter the number or use the incremental buttons to set the number of columns to be applied

columns in the document.

Width and Alter the width and spacing between this column and the next in these fields. Use Equal

spacing column width to have columns of equal width; if set, options for column 1 display only as
any changes made there will affect the others equally.

Apply to Select which text to apply the column structure (as defined here), e.g., Whole document,

From this point forward, or Selected text.
Line between Word will automatically insert a vertical line between each of the columns in the document.

Start new
column

Only becomes available when you apply the columns from this point forward, similar to
inserting a section break after entering some text in order to start a new format.

Once columns have been set to text, you can make changes to the columns, as required. Consider the following
when making changes to text in columns:

e To change the number of columns, select the text and use the Columns command to set the new number.

e To adjust the width of each column or the spacing between each column, use the Columns dialog box or
drag the appropriate markers in the ruler for each side of a column to be adjusted (e.g., ++* for the left or
right margins for the document, or the # marker for the left margin of each inside column).

. Each column has its own indent markers that can be adjusted.

e Toinsert or turn off vertical lines between each column, in the Columns dialog box, click Line between.

3
B==

LEARN THE

SKILL

In this exercise, you will learn how to add a two column format to an existing document.

1 Open Antonio’s Menu - Student. On the Page Layout tab, in the Page Setup group, click Columns.

2

Click Two to indicate you want to change the layout of this document from one column to two columns.
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LA-SUPPA - INSALATE

IMINESErONe e 425
Freshvegetables in o hearty ltalian parmesan broth.
Zuppa Del GIOrNO e 425

A new creation every day, prepared only from the
freshest ingredients.

THE CBESAM oo 405
The classic — try with shrimp (add $2.25)
BOCCOTINT e 595

Mild Boccocini cheese, fresh tomatoes, with our own
speciol dressing.

Tossed Salad oo 3.50
Anarray of fresh vegetabies served with our tasty
house dressing.

[Tt L . OO 3.95
Piping hot, fresh ltalion bread topped with fresh basil,
oregano, tomatoes, olive oil, and a pinch of

Penne Rabiata ..
A zesty sauce with glump tomatoes.

Tuscany CanNeloni e e 9.50
An unforgettable combination of the finest veal &
spingch, stuffed into two large posta tubes and baked
ina light creamy tomaro SQuCe.

LUMBERT oo e 8.95
Three jumbo pasta shells stuffed with Ricotta &
spinach, baked in a light basil sauce.

Penne Alla Bagutta .. 785
With ham and peas ina light gariic, basil cream
sauCE.

POarmesan.

SANDWICHO

{Most sondwiches served with lettuce, tomato

Word has now set the menu into two columns, wrapping text as necessary within each column. The ruler also
confirms that you now have two columns of text. Notice that the second column has less text than the first
column. This occurs as columns Word fills each column with text until it runs out of space and then flows into

the next column.

You will now look at how to “balance” these columns.

3

4 Take a moment to review how the layout of this document is set up by turning on the formatting characters.

Move the cursor to the beginning of the PASTA title. On the Page Layout tab, in the Page Setup group, click

Breaks and then click Column.

" LA-SUPPA—INSALATET

Minestrone B 4251
Freshvegetablesin-a-heartyltaliomparmesambroth 4
Zuppa-Del-Giormo. ... A 4.259

Anewcregtion-every-day, prepared-onfyfrom the-
[freshestingredients. ¥y

The-Cagsar. ..o E SR 4551

Theclassic—try-withshrimp-(add52.25)1

BOCCOCIN oo e 5857
Mild-Boccodni-cheess, fresh tomatoss, with-ourown-
speciol-dressing 1

Tossed-Salad.................. e 3.507
An-array-offresh vegetablesserved withourtosty
houss-dressing.

Focaccia e 3857

Fiping-hot, fresh italionbreadtopped-withfresh-basi,-

oregano, tomatoes, oliveoll ondapinchof
parmesan. Y

" SANDWICHOT
(Most-sandwiches served-withlettuce, tomata-
garnish, andchoice-ofbread)y
La-Grande-Sandwicho.
Afhugesensation, -
Tuscany-Special....
Ahugetostetreat! Chickensalod Jettuce-& tomato-
on-Focaccia-bread ¥y

PaStrami.....oooo e SO 4551
Ask-formarblerye, hot-mustard, =rc.f
Pastrami-8&-Cheese...........: S 5451

Ask-ustorecommend-andtaliomrchesse

Prosciutto s .. 55.751
Mounds-ofthiniy slicedproscivtto-with-tomato-&-
lettuce. ¥

VEERtarian. ..o heeeeeeeeeea 54501

Avegetabledowver'sdelight! Fresh-garden-vegetables,-
with-cream cheese, stocked-high

........................ Column Break. .o oooooeeeee

PASTA-&ENTREESY
[All-pasta-entreesareserved with salodandbread)y
Fettuccine-Alfredo. 7957
Fettuccine-with o-light-basirondgoric-cream souce.
Linguini-Pomodoro ... e 6951
Linguiniwith o fresh basil-tomatosauce. T
Tortellini-AIfreso. ... R 8.257
Flump torteliiniwith a-light-basifcreamsguce. |
Tortellini-Pomedoro .

Flump torteliinicovered-witho-f
sguce

Linguini-Primavera..............- e 7.959
Tassed-withfresh gardenvegetablesin-g creamy-hab-
sguce

Linguini-Vongolese................. e B.559

Succulent-baby-clamssmotheredin-gJight-whitewine-
gnd-gariicsauce.

Penne-Rabiata.................. E 7.957
Azestysguce-withglymg-tomatoes.
Tuscany-Cannelloni......ccve... erreeerereenrans 9.50

An-unforgettoble-combinatiomafthe inestveal&-
spinagh, stuffed-intotwoargepastotubesand boked-
ina-lightcreamy tomatosauce.
Lumachi ... ....B.957
Threejumba-poasta-shel ‘Ricotta-&-
spinach, -baked-imafightbasilsauce. N
Penne-Alla-Bagutta e 7957
With-ham-and-peasingightgarlic, basilcream-
sguce.
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You should see the Column Break code at the bottom of the first column of text, confirming that you inserted a
manual break here for the column.

Suppose you now want to add a title to this menu.

5

Move to the beginning of this document. Type: Antonio’ s for the title and press .

The title has taken on the same formatting attributes as the title for the appetizers. You will change this later in
this exercise. Right now, you want to change the title so it is centered across the entire menu.

Select the entire line with the restaurant’'s name. On the Page Layout tab, in the Page Setup group, click
Columns and then click One.

" Antonio’sq Section Break (Continuous)
" LA-SUPPA—INSALATEY PASTA-&RENTREEST
Minestrone .. e eeeeas 4259 (All-pasta-entressareservedwith salodandbread)l
Freshwegetablesinaheartydtalian-parmesan-broth 4 Fettuccine-Alfredo................- e 7.951
Zuppa-Del-Giorno.........._ R 4251 Fettuccinewith-a-ight-basitandgaric cream sauce.
Anew-creation-every-day, prepared-oniyfrom the- Linguini-Pomodoro ................ e ORI 6.559

You can now see the Section Break code that Word inserted into the document to recognize that prior to this
break, there is a different layout than what follows the code. Notice it also confirms the type of section break,
i.e., there is a difference between the layouts but they are on the same page, therefore a Continuous section
break code is needed.

On the Home tab, in the Styles group, click More in the Quick Styles gallery. Then click Title.

Antonio’sT.

-:3eChion Break (Continuous) .

=LA SUPPA -IhSALATE BN
—ellE s T oamy  PASTARENTREES]
"'nsn Mgnahlxn-anmﬂ'y'm'mn;amnh roth § N o

Fettuccine-Alfredo. ... ., 7559
Fattuccing-with-o-lightbasiland garlicorean-souce. T
Linguini-Pomodoro.

Finmaciniudrh mfeneh e ilenmmmen e 0

Zuppa-DelEiormo. ... e U 4254
Anewcroation-avery-day, propasd -only fomthe
freshest-ingredants T

Modify this style to be Bold, Center, and a color of your choice. Turn the formatting characters option off.

Antonio’s

LA-SUPPA - INSALATE
Mingstrone.

Frash vegetab]
Zuppa Del Giorno.

Anew craation am-ya'ar prepamd anly framthe L ='|.||n| P:wnd:r::
frevhast inaradion =

PASTA & ENTREES

S5TD GNTEES are Served with mlu-u'a-m’hrmd

Save and close the document.

Working with Document Backgrounds Oa

Backgrounds can be used to enhance online documents, e-mail documents or Web ——
pages. Backgrounds use colors, patterns, pictures, gradients, textures, or = 1.1
watermarks to make your documents more interesting. They can be an informative j j j
logo or a decorative texture. Watermark Page Page

= Color = Borders
To add a background to a document, on the Page Layout tab, in the Page Page Background

Background group, click the type of background you want to apply.

Adding Watermarks

Watermarks are text, graphics, shapes, drawing objects or pictures that usually appear behind text. Watermarks
appear paler than regular graphics; accordingly, they can also be called washouts in Word.

Watermarks are used for printed documents while other backgrounds are for online documents. Watermarks
anchor to a header or footer as a point of reference for the watermark. Watermarks print with the document.
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j Watermark | Indent Spacing
Confidential —
COMFIDENTIAL 1 COMFIDENTIAL 2 DO NOT COPY 1

DO NOT COPY 2
A Custom Watermark...
A% Remove Watermark

%

You can choose a watermark from the gallery list, customize it for your own purposes, or remove it if no longer
needed. You can also save a watermark design to the gallery, as needed. For example, if you need to use Draft
Copy Only as a watermark on several documents, you can create this text as a watermark on a blank document
and then save it to the Watermark Gallery.

Using Page Color

MlPagecolor- | EELeit 00 Use background colors for online documents or Web pages, as they do not print with

Theme Colors

Standard Colors

Mo Color

More Colors...

Fill Effects...

the document text.

Be careful about the background effect you use as it can detract from the message in
the document. For instance, if you use a dark background with a light color for the

text, how easy can the audience read the text? If you use a picture for the
.III||||||

background, does it cause the audience to focus on the picture rather than the text?
Try to build a habit of changing the views once you apply a background to look at it
from different perspectives, e.g., is the background more suitable for a Web page
versus the one on the network for everyone in the office to use?

This option has a live preview available so you see the effect of choosing this color immediately on the document.

This can be handy when

comparing the background color with watermark text, changing the font colors, or for any

pictures that may also be inserted in the document.

Use More Colors to fine

-tune the color to be used in the background.

102
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Colors

Custom | 9 | standerd | Custom OK

Colors: Cancel Colors:

_ |

Color model:  |RGE w
Red: -
Green: 1725 %
Blue: 128 %
Current Current

Use Fill Effects to set a gradient, pattern or texture:

Fill Effects HEY [EETEE

| Texkure || Pattern || Picture | Gradient Pattern || Picture |

Colors Texture:
) One color
() Two colors
O Preset

Transparency

Frarm: J
Shading styles ariants

() Horizontal
() Werkical

() Diagonal up

o E||Z| r

| sample:

Other Texture. ..

O Erom corner
O From center

Rotate Fill effect with shape Rotate Fill effect with shape
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Fill Effects ? X Fill Effects

Gradient | Texture

Pattern: Picture:

3 e
11111 s
v

|Picture Gradient | Texture | Pattern

7=
| |
|

Fareground: Background:

v

Select Picture, ..

Sample: Sample:

Cancel Cancel

Applying Page Borders

Page borders can be an effective way to draw the reader’s eye to the document, especially if set up in a way to
emphasize items in the document. A page border appears on every page unless a section break is inserted and
the page border removed for that new section.

As with watermarks and page colors, be careful about the colors you use or the size of the borders. These should
be enhancements and items used to draw the attention to a focal point, which generally is the text.

Borders and Shading

Borders | Page Border |§hading

Setting: Skyle: Previgw

N Click. an diagram belaw aor use
Mone buttons to apply borders

D Box || e

Shadow

D Color;

3D

= | Aukomatic w |
;. - ]

1
i

i

i

i

g

| £
]

wickhi

Custorn ‘ 14 pt

-
| Apply to:

Ark: |Whole docurment w |
{nan=) 3 Cptions...
o) o ]
Setting List of existing types of border settings, e.g., to have border appear on all four sides, click Box.
Style Line style for the border.
Color Color of the border.
Width Width of the border.
Art Use art shapes instead of lines, click the down arrow to choose from the large variety.
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Preview Displays a preview of all settings selected, with buttons to turn on or off specific border sides.

Apply to Which part of the document will have these borders applied.

Options Set other options such as amount of space between the border and text, whether the border is
measured from the edge of the page or the text, etc.

Horizontal Choose from a list of horizontal lines provided by Microsoft to insert a different line style than

Line currently available in the Style or Art lists.

% =l
L LEARN THE SKILL

S |, this exercise, you will learn how to add different types of backgrounds to a document that will eventually be
sent only to managers.

1 Open Reorganization Plans. On the Page Layout tab, in the Page Background group, click Watermark.
Click CONFIDENTIAL 1.

Reorganization Plans

Duzte the sudden change m the mdustry over the last couple of years, we nead to review
the company structure, our product lines, and our existing expenses. Many of these arezs
will require downsizing or elimmation completely. This course of action 15 not the first
choies for the company but we will need what is nacessary in order to keep the company
stzble until the markst tums zround.

The following options have been proposed by varicus managers on cutting costs:

Salary reduction of 109 company wide, regardless of seniority or location
Amzlgamating the two offices on the East coast

Eliminating the office in the Mid-West

Feaducing extendad hezlth benefits to mmimum options

Eliminating sny computer expenses for the next vesr

Inthe firstlook at the staff complement, the followmg cutbacks were suggested:

Shipping and Receiving 3 employees

Mazil Room 3 smplovess

Production 10 employees

Sales 15 employees

Customer Service 7 smployess
Administration 3 emplovess =t Head Office

1 employee from ezch branch
Nothing hzs been finalized. This document is just 2 starting point to open discussions at

the Stratzgic Planning session next wesk on what other options are available to the
company.

Suppose you would like to add draft to the watermark text.

2 On the Page Layout tab, in the Page Background group, click Watermark and then click Custom
Watermark.
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Printed Watermark

) Mo watermark
() Pickure wakermark

Language: |English (L1.5.) w |

Text: |CONFIDENTIAL w |
Font: |Calibri w |

Color: 5§mitransparent

Layout: (%) Diagonal () Horizontal

3 Inthe Printed Watermark dialog box in the Text field, click at the end of the text and type: DRAFT Click OK.

Reorganization Plans

Dusto the sudden change m the mdustry over the last couple of years, we nead to review
the company structure, our product lines, and our existing expenszes. Many of these zreas
will requirs downsizing or elimmation completely. This course of action 15 not the fiust
chedce for the company but we will nead what is necessary i order to keep the company
stzble until the market tums around.

The following options have been proposed by various managers on cutting costs:

Salary reduction of 10% company wide, regardless of seniority or location
Amalgamating the two offices on the East coast

Eliminating the office in the Mid-West

Beaducing extendad health bensfits to mmmum options

Eliminatmg any computer expenses for the next year

Inthe first look at the staff complement, the followmg cutbacks were suggested:

Shipping snd Receiving 3 employess

Mail Room 3 employess

Production 10 employess

Sales 15 employees

Customst Service 7 employess
Administration 3 employees at Head Office

1 employze from each branch

Mothimg has been fmalized. This document is just 2 startmg point to open discussions at
the Strategic Planning session next wesk on what other options are available to the
COImpany.

Now try changing the color for the background of this document.

4 On the Page Layout tab, in the Page Background group, click Page Color. Point at different colors to see
the effect this color has on the document and the watermark. Then click a color of your choice.

c\'{ Depending on the color you chose for the background, you may need to darken the watermark color.

Now try adding a page border to the page.
5 Onthe Page Layout tab, in the Page Background group, click Page Borders.
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6 Inthe Borders and Shading dialog box, select the following options:

Borders and Shading

[ Borders l Page Border | Shading ]

Setting: Skyle:

Maore

Box

Shadow ’—I QJ

Color;

=2 | =
width:

= | Custom 4t ﬂ
Ark:
{none)

E

Presiew

Click. an diagram belaw aor use
buttons to apply borders

Apply to:

|Whole document

[]

Cptions...

Hotizontal Line. ..

[ Ok ][ Cancel J

7 Inthe Preview area, click the two buttons at the bottom of the preview representing the left and right borders.

Click OK.

Depending on the color you used for the page, the document may have complimentary or contrasting colors.
This is an example of why you need to be careful when selecting colors as the options can affect different
parts of the document. You may also consider that the document appearance may be “too busy” or
overshadow the text message. These design decisions may be determined by the company or standards you

want to apply to your documents.

8 Close the document without saving.
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Lesson Summary

In this lesson, you worked with some common tools to further enhance the look of your documents, giving them a
more professional appearance. You should be familiar with:

M what styles are M using the Format Painter

M how to work with Quick Styles M applying and modifying columns to text

M how to create, modify, apply and delete a style M applying different types of backgrounds to a
M how to reveal the formatting for a style document

Review Questions

1. Explain the purpose of using a style, and when you might use a paragraph style instead of a character style.

2. When creating a new style, which of the following options should you consider (check all that apply):
a. No two styles can have the same name.
b.  You cannot delete pre-defined styles provided with Word although you can modify them.
c. Style names are case sensitive.
d. Styles can be saved only with the current document.

3. If you want a quick display of the formatting attributes for a style, which method would you use?
a. Point at the style name in the Quick Styles gallery.
b. Point at the style name in the Quick Styles button of the Mini toolbar.
c. Point at the style name in the Styles window to display the ScreenTip.
d. Click the down arrow for the style name and then click Modify.

4. Discuss why you might want to set the Automatically update option for a style.

5. Discuss why you might want to clear the formatting on instances of a specific style instead of just deleting the
style.

6. Explain the difference between clicking once and double-clicking the Format Painter tool.
7. Discuss when you would insert a column break versus a page break.

8. Discuss the different types of backgrounds you can set on a page and give examples of how you would use
each type.
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