Word Lesson 3

Bullets and Numbering
Bullets

1. Select all text (Control A)

2. In the Menu bar Click Format 

3. Choose Bullets and Numbering

4. In Bullets Tab Choose the Check Layout

5. Click OK

Numbering

1. Select all text (Control A)

2. In the Menu bar Click Format 

3. Click Bullets and Numbering

4. Choose the Numbed tab

5. Choose 1. 2. 3. Layout  (as seen here

6. Click OK
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Icons: 

Columns

1. Select All Text (Control A)

2. In Menu Bar Click Format

3. Chose Columns

4. In Number of Columns: use arrows to pick 2

5. Click OK
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Icon:

Margins

1. In Menu Bar Click File

2. Choose Page Setup

3. Choose Margins Tab

4. In Left: use arrows to pick 1

5. In Right: use arrows to pick 1

6. Click OK

To Change Page Orientation:

7. In Menu Bar Click File

1. Choose Page Setup 

2. Choose on Paper Size Tab

3. Under Orientation Click Landscape

4. Click OK
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                 Portrait                     Landscape

Table

1. In the Menu Bar Click Table

2. Choose Insert Table

3. In Number of Column: use arrows to pick 6

4. In Number of Rows: use arrows to pick 6

5. Click OK

Icon:  

Picture

1. In the Menu Bar Click Insert

2. Choose Picture->Clip Art

3. Click on Picture 

4. Click Insert

Text Boxes

1. In the Menu Bar Click Insert

2. Choose Text Box

3. Click and Drag on your document where you would like to place box

Backgrounds 

Plain Color

1. In the Menu Bar Click Format

2. Click Background->Choose Color

Fill Effects:

1. In the Menu Bar Click Format

2. Click Background->Fill Effects

3. Play around with all the different tabs (Gradient, Texture, Pattern, Picture)

4. Click OK

Word Art 

1. In the Menu Bar Click Insert

2. Click Picture-> Word Art

3. Select a Text Style 

4. Click OK

5. In window type Hello

6. Click OK

Spell Check

1. In the Menu Bar Click Tools

2. Click Spelling and Grammar

3. Correct your errors


Icon: 

Border

1. In the Menu Bar

2. Click Format

3. Choose Boarders and Shading

4. Click Page Border Tab

5. In Setting: Choose custom

6. In Art: use arrows to select apples

7. Click OK

Find and Replace

1. In the Menu Bar Click Edit

2. Click Find

3. Click Replace Tab

4. In Find What: Type in Invention

5. In Replace With: Type Discovery

6. Click Replace All
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