
Teaching Notes

These teaching notes were originally developed for computer classes at Durbar High School in
Kathmandu, Nepal, using Windows 95 and Off ice 95. Since then they have been rewritten for
Off ice 97 and extended. Lesson plans have also been developed for some topics to help Cambodian
teachers prepare their lessons.

We wrote the notes for our own use so that we have a clear picture of what we will be teaching.
They are not really students’ notes, though we do encourage students to read them on the computer
after lessons and to practise the exercises again.

We offer them freely for use by non-profit organisations in the spirit of co-operation. The copyright
notice must be left intact on all the pages and modified versions of the documents must not be
redistributed.

We realise that they are not perfect, so if you find any mistakes or think certain sections could be
clearer then we would appreciate your feedback via e-mail to andy_price@hotmail .com

Happy teaching!

Andy & Ming
9th October 2002
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Using Microsoft Word 97

background

So far we have used Notepad for all our writing on the course.  It is a useful text editor to learn
on, but not very powerful.  The most commonly used word processor in the world is Microsoft
Word, and it is very versatile.  You can change the appearance of the text in many ways.  You
can also set text in columns like a newspaper or insert tables, pictures or objects from other
programs such as Excel.  Word also differs from Notepad in that many functions can be
performed by clicking buttons instead of using drop-down menus.  Also you can have several
documents open at the same time in Word.

the Word workplace

From the Start menu, open Microsoft Word.  Note that there is a row of menu items across the
top, just like in Notepad.  Click on File and you will see familiar items such as Open and Save.
These are in fact common to almost all Windows applications.

Below the menu is a row of buttons which are used to perform various functions.  This is called
a Toolbar.  Place your mouse pointer on the third one along, but do not click.  Note that a small
box appears below the button telli ng you what its function is, in this case "Save".  So if you
click this button it performs the same function as using the menu "File, Save" - except that it is
faster!  We will l earn what all the buttons are for as we progress through the course.
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Note: The toolbar in Word can be customised to how you want it.  Like the desktop – keep it
simple and include only buttons for the functions you use most.  The Standard and
Formatt ing toolbars are the two commonly used ones and we have them displayed.

Practice:  Move the cursor along the toolbar and have a quick look at the tool tips to familiarise
yourself with what is available.  Click on the Ruler button on the toolbar and see what happens.

Standard Toolbar

Formatt ing Toolbar

creating and formatt ing a new document

Enter some text.  For example, write an introduction to your family and/or friends.  You should
write a few short lines only. This is your original text.

Next leave some space and copy the same text below the space.

Do not work on the original text so that you can see the changes easily; work on the copy for
the following exercises.

The text must be selected for the following exercises – that is highlight the text like you do in
Notepad, using the mouse or the keyboard.

·  Click on the arrow next to the list of fonts on the formatting toolbar.   You will now see
a list of fonts available on your computer.  Click on Arial Black and then click anywhere
in the main text area to deselect and note any changes to the text.  Try one or two other
fonts, then return the text to Times New Roman, which is the default.

·  Click on the arrow next to the font size box.  From the drop down box select 20 and then
click in the text area and note the changes.  Next set the text to the maximum size –
72 pt.  Now click on the scroll box arrow and type in 13.5 and press enter.  What use is
this?

 Practice: Open Using Fonts in the Practical folder. Click on File on the menu bar, then Save
As. (Note Using Fonts is a read only file.  This means that you cannot save changes to it.  You
can only save a copy of it with a different name). A dialogue box will open where you can
specify details about the save.  Navigate your way to your own folder in My Documents, type ss
Using Fonts in the filename box and then click Save.  Notice that your new document name
appears in the blue title bar. Format the exercises according to the instructions.
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 Click on the Window on the menu bar and return to the document containing text about your
family and try the following:

·  Click the B (Bold), I  (Italic) and U (Underline) buttons on the toolbar and note their
effects (one at a time ± remove the effect by clicking the button again before trying the
next one).

·  Try out the effects of the left, right and centre text j ustification buttons (to the right of
the Underline button) on the title line of your text.  Note that these buttons appear to stay
pressed once you have clicked them and you can only select one of them at a time ± they
are interlinked.

·  Now click the document close button just below the program control button at the top
left of the Word window.  Notice that the document closes but Word stays open.

 Practice: Open \Practical\Basic Word Formatting and save as ss Basic Word Formatting in
your folder.  Then format the exercises according to the instructions.

 
 Further Practice: Open \Practical\Lost Luggage and save as ss Lost Luggage in your folder.
Format ss Lost Luggage as below:

·  all the text - set to Arial, 12 pt
·  address and date -  align right
·  put a line of space between the address and the date
·  put two lines of space between the date and Dear Sir
·  Lost luggage ± centre,  bold and underline
·  J. Smith  ± set to italic

Further Practice:  Open \Practical\Friendly Letter and format it as follows:

·  all text ± set to Times New Roman, 13 pt
·  address and date ± align right
·  put a line of space between the address and the date
·  put two lines of space between the date and Dear Nary
·  Hello again -  centre, bold and underline it
·  Dara - set to Lucida Handwriting.

 spell checking

 Click the Spelli ng button on the toolbar, the one with ABC written on it.  A dialogue box will
open showing you the first word that it thinks is spelt incorrectly.  You can choose to ignore its
suggestion and keep your own spelli ng if you know you are correct by clicking Ignore, you can
accept its suggestion by clicking Change,  you can choose one of its other suggestions from the
list by clicking on it and then clicking change, or you can add the word to the spell checker
dictionary if you know it is spelt correctly and you use it frequently e.g. your own name.

 Practice: Spell check ss Lost Luggage and ss Friendly Letter.
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 paragraph and line spacing

Pressing the Return key will give a one line of space between paragraphs.  Alternatively you
can set your own spacing.  First you must select the text you wish to change, then click on
Format on the menu bar and click Paragraph from the dropdown menu.  In the dialogue box
which opens and under Indents and Spacing, you will see a section called Spacing.  Change the
value in the spin box to give spacing before or after each paragraph.

You can also adjust the spacing between lines of text in a paragraph so that they are closer
together or further apart.  The default spacing is Single, but this can easily be changed.  Again
you must select the text you wish to change, then click on Format on the menu bar and click
Paragraph from the dropdown menu.  In the dialogue box which opens you will see the section
called L ine spacing.  Click the down pointing arrow head and make your selection e.g. Double.
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 Practice: Open Practical\Virus and save as ss Virus in your folder.

·  select all the text and set the paragraph spacing after to 12 pts.  Note the spacing between
the paragraphs.

·  select the second paragraph and then set the line spacing to 1.5 and note the effect.

·  select the last paragraph and set the line spacing to Double.  Compare the three
paragraphs.

 Further Practice:

 Open ss Lost Luggage and format it as follows:

set paragraph spacing to 12 pts before and the line spacing to 1.5 lines for all the text after
Dear Sir

Open ss Friendly Letter and format it as follows:

set paragraph spacing to 12 pts after and the line spacing to exactly 18 pt for all the text after
Dear Nary

 borders and shading

 You can make a block of text stand out by putting a border around it, or shading the area
behind it.  To do this you must first highlight the text you want to change by dragging the
mouse across it.  Then click Format on the menu bar and click Borders and Shading from the
dropdown menu and make your choice of borders or shading.

 

 

 

 

 

 

 

 

 

 

 

 Practice: Open ss Text Spacing:

 

 Open ss Virus and format it as follows:
·  Highlight the first paragraph and click Box in the dialogue box.

·  Highlight the second paragraph and add a Shadow Box with a line thickness of 2¼  pt.

·  Highlight the third paragraph and then select the shading tab; in the Fill section, click on
the second box on the second row for a 20% grey .

 Note the effects of these actions.

 Next highlight the heading and change it to 48 point Arial.  Set the shading to black ± the text
will now be white against a black background ± useful for headings in magazines etc.
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 You can also create a border round your page.  Click on the Page Border tab and select a style,
colour and width, or click on Art to choose a pattern border.

 bullets and numbered li sts

Word has some useful formatting tools to make the creation of bulleted or numbered lists
easier.  Type the list below:

 COLOURS
 red
 green
 blue
 
 CLOTHES
 trousers
 skirt
 shoes

 Highlight the three colours in the first list using the mouse and then click the Bullets button  on
the toolbar.  Highlight  the clothes in the second list and click the Numbering button on the
toolbar.  Put the cursor after the word skirt and then press Enter.  A new line is created and
shoes is renumbered to 4.  Type in the word socks.
 To remove either bullets or numbering, highlight the list again and click the relevant button so
that it pops out.

 You can also go to the menu bar and click on Format. Click Bullets and Numbering from the
dropdown menu.  This method gives you a selection of bullets and numbering.

 Further Practice:  Do the exercises in Practical\Word Formatting as a revision.

 page set-up

 Generally the only thing you would want to change in the Page Set-up is the margins or page
orientation, though you may need to change the paper size too ± A4 is the most common.  With
your document still open, click on File on menu bar and then on Page Set-up.  You will see that
the margins are set to 2 cm top and bottom, and 2 cm right and left.  Using the small arrows to
the right of these figures, set each of them to 4 cm and then click OK.  Note what change this
has made to your document.  Next, reopen the Page Set-up dialogue and under Paper Size
section, click on the word landscape to change the orientation of the paper.  Click OK and then
click Print Preview on menu bar to see what effect it has had.
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 page views

 To change the way the document appears on the screen, click on View on the menu bar and
select the option you want.  An easier way is to click a button on the Standard toolbar or at the
bottom left of the document window.

 Normal View is best for text entry.  You cannot see pictures in this view.

 Page Layout View simulates a piece of paper on the desktop and gives a better idea of how the
document will l ook when it is printed.  A disadvantage of this view is that the writing appears
rather smaller on the screen, and is therefore harder to see.  This view shows pictures, if any.

 One Page allows you to see one whole page of the document. Note that the cursor is still
active in the page and you can type, delete, or do anything else that you do in Normal View -
but the text is much smaller and therefore harder to see.  This view is good for positioning and
resizing pictures on the page.

 Print Preview shows the document exactly as it will be printed.  You may need to adjust the
page margins before printing.  Note that in Word 97 you cannot work on the document in Print
Preview, you can only look at it.

 Zoom Page Width is really just a special setting of the zoom control which adjusts the
magnification so that the page just fits inside the window, with no space to spare.  This means
that you are always making the best use of the screen and the text will be as large and clear as
possible, without the ends of the lines running off the screen.  It’s useful to click this button
after you have changed the margins or page size.

 Practice:  With ss Lost Luggage still open, click on the various page view options and note
their effect.

page magnification

 The default page size has been set to A4.  You are effectively writing on a piece of paper A4 in
size, but you can view it at various magnifications. For example, you can zoom in to work more
easily on a picture and its label.

 Practice: Click the arrow on the magnification (zoom) list box and then select 200%.  Observe
the effect.  Then set the magnification to 25%. Finally, set it to 100%.

 inserting pictures

·  click the Insert Clip Art button on the toolbar or click on Insert on the menu bar, then
click on Picture and select Clip Art.  Select a bird picture in the Microsoft Clip Gallery
and click Insert.

·  move the mouse pointer to the picture and you will see the cursor now becomes a four-
headed arr ow. Hold down the left mouse button and drag the picture to a new position.
If you click the One Page button then you can easily position the picture exactly where
you want it.

·  eight small squares (called handles) appear on the outside edges of the picture.  If you do
not see them, click on the picture.  Place the cursor over any of these handles (the cursor
will change to a double headed arrow) and drag on it to resize the picture.  Note that the
handles at the corners can be set to resize the picture in two dimensions at once  i.e.
diagonally.



© Ming & Andy Price 2002 Word 97   Page: 8

Practice: Insert three animals from Clip Art.  Save your document as ss Animals.  (see Animals
in Practical).

 inserting a text box

A text box, as its name implies, is used for text. But it is only used when it is necessary to
accurately control the position of a block of text, for example when labelli ng pictures or
diagrams.

·  click the Text Box button, then move the cursor to the workplace.  The cursor now
becomes a cross.  Hold down the left mouse button and drag out a box big enough for
the text

·  type in the text.   The font, font size and font colour can be changed as required.

·  drag it to the correct position or drag its handles to resize it

·  to hide the text box border, right click on the edge to bring up a menu.  Select Format
Text Box.  Under Line and Color, click on the down arrow and select No Line from the
dropdown menu

Practice: Open ss Animals and label the animals using the font Beanie in 20 pt size.

Further Practice:
Make the following cards:
Practical\Get Well Card, Extras\Cards\Letter Card, Extras\New Year Card, Practical\Losar
Card

Format Practical\Recipe (Chicken Special) – unformatted and save it as ss Recipe (Chicken
Special).
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 sett ing tabs on the ruler

 One of the buttons on the toolbar shows or hides the ruler.  The ruler shows the page margins
and the positions of the tab stops.  By default the tabs are set every 1.25 cm along the page.  To
add alternative tab stops, click on the ruler where they are required and small L shapes will
appear and the default tabs will be cleared.  Drag the L’s along the ruler to re-position them and
drag them down off the ruler to remove them.

 Practice:

·  Use the default tab positions (every 1.25cm) to create a table with columns starting at 2.5,
5, 7.5 and 10 cm.  It should include the following information:

Subject John Mary Alan
Maths 58 45 63
English 56 68 80
Chemistry 63 77 68
Total 177 190 211

·  Without deleting the above work, do the same exercise below it, but set the tabs to 1, 3.5, 6
and 8.5 cm.  Your table should look like below:

Subject John Mary Alan
Maths 58 45 63
English 56 68 80
Chemistry 63 77 68
Total 177 190 211

·  When you are finished, make a copy of it.  Highlight this copy of the table and then drag the
tabs to new positions: 2.5, 5, 7.5 and 10 cm.  Watch what happens to the text as you do this
and then compare the table with the first one.  Tabs must be set before you start typing and
they can also be altered afterwards. Now save the document in your own folder with the
name ss Marks. Your table should look like below:

Subject John Mary Alan
Maths 58 45 63
English 56 68 80
Chemistry 63 77 68
Total 177 190 211

Although left tab (L) is used by default, you can also set right tab (reversed L), centre tab
(inverted T) and decimal tab (inverted T with a dot).  To change to a different kind of tab click
on the square button at the extreme left of the ruler.

Practice:

1. Set a left tab at 2.5 cm.  Tab to this position and type in monitor, hard drive, Paint one below
the other.

2. Press Enter three times to give three line spaces and drag the tab off the ruler to remove it.
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Repeat 1 and 2 above, but set a centre tab instead.  Repeat 1, but with a right tab.

Compare the three sets of text.  They should look like this below:

monitor
hard drive
Paint

monitor
hard drive

Paint

monitor
hard drive

Paint

Decimal tabs are a very useful alternative if you are displaying numbers such as prices as they
line up the decimal point of each number.  Decimal tabs are added to the ruler in the same way
as the others.

Practice: Set a left tab at 2.5 cm and type in 10.15, 2.10 and 113.12 one below the other.  Press
Enter key twice to give two line spaces.  Drag the left tab off the ruler and set a decimal tab at
2.5 cm.  Type in 10.15, 2.10 and 113.12 again. Note how the numbers line up along the
position of the decimal point.

10.15
2.10
113.12

10.15
2.10

113.12

Further Practice:  Set a left tab at 2.5 cm, two centre tabs at 6.5 cm and 10 cm, and one right
tab at 14 cm and then type in the following headings and make them bold:

Food Pr ice per kilo Quantity Purchased Cost

Next press enter to move to the next line, then drag the last three tabs off the ruler and replace
them with decimal tabs at the same positions.  Press tab and then type in the following:

Potatoes 15 2.0 30
Tomatoes 50 1.2 60
Coffee 1200 0.25 300
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tables

One of the most useful features of Word is its abilit y to easily create tables.  These are used for
tabular data such as exam results, but also for laying out text (and pictures) on the page.

Use ss Marks which you created previously and position the cursor three lines below the
bottom table.

Practice:

·  Click the Insert Table button on the toolbar - a grid appears.

·  Drag the cursor over the grid whilst holding down the left button until a table of 5 x 4 cells
has been highlighted.  Note the table consists of f ive rows and four columns.  Columns run
vertically down the page while rows run horizontally across the page.  A cell  is where a
column and a row meet.

·  Release the mouse button and the table will be drawn at the cursor position.

·  Practise moving the cursor from cell to cell using the arrow keys only.

·  Enter the data below, using the tab and arrow keys to move from one cell to the next (it is
easier to read this from the table above it in the open ss Marks document).

Subject John Mary Alan
Maths 58 45 63
English 56 68 80
Chemistry 63 77 68
Total 177 190 211

Click the print preview button to see how the table will l ook.

Further practice:

Format the table you have just created as follows:

(Notes: To highlight one row, move the cursor out of the table and to the left of the row. It will
turn into a white arrow head, pointing to the right.  Click once and the row to the right of the
arrow will be highlighted. To easily highlight the whole table, click the cursor anywhere in the
table, click Table on the menu bar, then click Select Table. Alternatively, place the cursor to the
left of the table and it will change to a white arrow pointing to the right. Click and drag to
highlight one or more rows. To highlight a column, position the cursor above the column until
it changes to a downward arrow, then click.)
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·  Bold the first row of text.

·  Centre the text in all the columns except the first.

·  Shade the top and bottom rows ± click Format on the menu bar, Borders and Shading and
then click on the shading tab.  Select 20% grey from Fill .

·  One method of changing the width of a column: position the cursor on the boundaries
between the columns and drag them to change the width of the columns to match the table
created with tabs.

·  Another method of changing the width of a column: select the Subject column and click
Table on menu bar.  Click on Cell H eight & Width from the dropdown menu, and select
the Column tab.  Enter a value of 3.5 cm for width of column 1.  Highlight the other three
columns and change the column width to 2.5cm .

 The table should look like this:

 Subject  John  Mary  Alan
 Maths  58  45  63
 English  56  68  80
 Chemistry  63  77  68
 Total  177  190  211

 
Now make the following adjustments:

·  Insert a new column: select the last column, click Table on menu bar and then Insert
Column from the menu.  Alternatively, click the Insert Column button on toolbar.  A new
column is inserted to the left of it. Type the name Susan and the marks 74, 63 and 77.

·  Insert a new row above the top row: select the top row (Subject), click Table on menu bar
and then Insert Row on menu.  Alternatively, click the Insert Row button on toolbar.  A
new row is inserted above it.

·  Merge cells: highlight the new row, click Table on menu bar and then Merge cells on the
menu.  Note that the four cells are merged together.  Type the title Exam Marks in this
merged cell .

·  Insert a new row between rows: select the middle row (English), click Table on menu bar
and then Insert Row on menu.  A new row is inserted above it.  Type the subject History
and the marks 65, 72, 82 and 81.

·  Insert a new row after the last row: put the cursor after the number 211 in the last cell and
press Tab. A new row will appear under the last.  Type the word Average in the first cell .

·  Delete all the numbers in the Total row.

(Notes: Table cells are referenced as A1, A2, B1, B2, and so on, with the letter representing a
column and the number representing a row.

To reference cells in formulas, use a comma to separate references to individual cells and a
colon to separate the first and last cells in a designated range.)
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·  Sum a column: Click in the second column of the row Total.  Click Insert on the menu bar
and then Field on the menu. Check that Categories is set to All .  In the Field Code box type
the expression =sum(b3:b6) and click OK.

·  Add SUM fields for the other columns, being careful to match the column letters.

·  Click in the second column of the row Average.  Click Insert on the menu bar and then
Field on the menu.  In the Field Code box type the expression =average(b3:b6) and click
OK.

·  Add AVERAGE fields for the other columns, being careful to match the column letters.

·  There is another method of calculating totals and averages.  Click on the cell where you
want the total or average.  Then press Ctrl+F9 and type the formula (e.g. =sum(b3:b6))
between the curly braces {} and then press F9.  The value will appear in the cell .  If you
change any of the numbers, highlight the total or average field again and press F9 to tell
Word to recalculate.

·  Remove the shading from the first and last rows.  Your table should look like below:

 EXAM M ARKS
 Subject  John  Mary  Susan  Alan
 Maths  58  45  74  63
 History  65  72  82  81
 English  56  68  63  80
 Chemistry  63  77  77  68
 Total  242  262  296  292
 Average  60.5  65.5  74  73
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·  Now highlight the four rows which contain the subject headings and marks.  Then click on
Table on the menu bar, select Sor t on the menu, and check that Column 1, Text and
Ascending are already selected.  Click OK and observe the change in the table.

 Further Practice: create the tables as in Practical ± Students attendance, Book List, Service
Report Form

 

 It is easier to use the table tools on the Tables and Borders toolbar  to create or modify
complicated and irregular tables.
·  You can use Draw Table just like a pen.  Hold down your left mouse button, drag from one

corner diagonally to the other corner to the size of  the table you want, and then draw the
lines for  the column and row inside.

·  To remove a cell li ne, click Eraser, and then click and drag the eraser along the line.

·  To merge or split cells, select the cells, and then click Merge Cells or Split Cells.

 Practice: create the tables as in Practical\Service Report Form
 

 page breaks

 When you get to the end of a line of typing, Word automatically jumps down to the next line -
you do not have to press the enter key.  This is called line wrapping.  In the same way, when
you get to the bottom of the page Word automatically starts a new page.  This is called a soft
page break.  The end of the page is shown by a single dotted line in Normal View; in Page
Layout View, pages look like individual sheets of paper so the page break is obvious.  A soft
page break cannot be deleted.

 Sometimes it is necessary to start a new page before you reach the bottom of the current page -
to start a new chapter of a report for example.  You can force a new page by pressing
Ctr l+Enter.  This is called a hard page break and is shown by a dotted line in Normal View
with the words Page Break in the centre.  In Page Layout View it looks the same as a soft page
break.  A hard page break can be deleted (in Normal View) by placing the cursor on it and
pressing the delete key.

 

 section breaks

 Settings such as the page margins, headers & footers and page orientation normally apply to a
whole document, no matter how many pages it consists of.  Occasionally you may wish to
change some of these settings for certain sections of the document.  To do this you must first
insert a section break.  Place the cursor where you wish to finish the current settings, click
Insert, Break, and then select one of the section break options. The most common is Next Page,
in which any changes you make to the settings apply to the next page that you type.
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Practice:  Type a few lines at the top of a page.  Insert a hard page break after the text and then
type a few more lines of text.  Switch between Normal View and Page Layout View to observe
the page break.  Next insert a section break and then change the page orientation to landscape.
Type a few lines of text.  Now click Print Preview and look at the two pages.

headers & footers

Many documents have the same text repeated on every page, either at the top or the bottom, or
both.  Examples are chapter headings (top) or page number (bottom) in a book.  These can be
inserted as headers and footers respectively, and once set up they appear on every page.

You can insert headers or footers in any view, though Word will automatically change to Page
Layout View as you work.  Click View, Header and Footer on the menu bar and a dotted box
will appear at the top of the page where the header will be inserted (the text on the page will
also appear faint and cannot be changed).  A small floating toolbar will also appear.  Type your
header text, format it as required and then click the switch between header and footer button on
the toolbar.  Type your footer text and then click the close button on the toolbar or double click
anywhere on the main page area.

Practice:  Open a new document and add the header Computing Course and the footer Unit 1 ±
Windows Basics.  Format the header in 14 pt Arial bold and the footer in 10 pt Arial.  Also add
the page number to the footer in the right hand corner ± note that there is a button on the
toolbar for this.

It is not necessary to have the same header and footers all the way through a document.  To
insert a different header or footer you must first insert a Section break (see above) and then
click the Same as previous button on the header and footer toolbar to deselect it.  Next delete
the existing header or footer in the new section and replace it with the desired text.  Note that
headers and footers are independent of each other ± you can have the one of them the same and
the other one different in the new section.

Further Practice:  Format Practical\Recipe by Suntala Didi - unformatted.

text columns

So far we have had text running across the entire width of the page in one long line between the
margins.  If you look at a newspaper or magazine you will see that the text is in several
columns instead, making it easier to scan a line with the eye.  Word can also layout text in
columns and you can choose the number columns you want ± between two and four is usually
appropriate. Type your text in Normal view and then click on the columns button on the toolbar
and drag out the number of columns required with the mouse.  Switch to Page Layout View to
see the effect ± you cannot see columns in Normal View.

 Practice: Refer to Practical\Newsletter and create a newsletter for a school.

drawing tools

Word has a good set of drawing tools.  Right click on the empty bit of any toolbar to bring up a
menu and select Drawing to show the drawing toolbar if it is not already displayed.
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To draw a picture from Autoshapes:

·  Click on the down arrow of the Autoshapes button to bring up a menu.  Select a picture
by clicking on it

·  move the mouse pointer to the work area and you will see the cursor now becomes a
cross. Just click on the work area to draw a shape of the default size, or hold down the
left mouse button and drag out diagonally to the size you want

·  as for text boxes and pictures, you can move the shape to a new position or resize it

Click on the down arrow of the Fill Color button to choose a colour for the picture.
Similarly, you can change the colour of the outline by clicking on the L ine Color  button.  To
change the thickness select the L ine Style button.

You can also give the picture a shadow or make it 3-D by clicking on the Shadow or 3-D
button respectively. From the settings a colour or different depth can be applied to the
shadow or the new dimension.

To format text using WordArt:

·  Click on the Insert WordArt button and select style.

·  Type the text you want, select the font and font size and click OK. You can further edit
the text, change the style or colour using the WordArt toolbar.  If the toolbar is not
displayed, right click on the WordArt to bring up a menu and click on Select WordArt
Toolbar.  Alternatively, right click on an empty bit of the toolbar area and click on
WordArt from the dropdown menu.

 Further Practice:  Open Practical\Drawing Tools in Word and practise drawing the various
objects.

 

 (Notes: further reading in Notes\Word – Tips)

 

 

 

 


