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4 OBJECTS OF FORMATTING A DOCUMENT
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FORMATTING
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FORMATTING

CHARACTER
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CHARACTER FORMATTING

» FONT TAB
» Font Size
» Change Case
» Clear Formatting (Ctrl + Shift + N)

Calibri Body) ~ 11 = A" A7  Aa~ 2

B 7 U -abe 3, 3 | [0\~ 8- A~

N

| Font Fa |
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CHARACTER FORMATTING

» FONT DIALOG BOX
» Font

» Advanced
» Set As Default

Font

Font Advanced

Font: Font style: Size:
+Body Regular 11
- s A
+Headings Ttalic 9
Agency FB Bold 10
Algerian Bold Italic
AR, BERKLEY v 2 v
Font color: Underline style: Underline color:
| Automatic | (none) | Automatic - |
Effects
[ strikethrough [ small caps
[] Double strikethrough [ all caps
[ superscript [ Hidden
[ subscript
Preview
+Body

This is the body theme font. The current document theme defines which font will be used.

Set As Default | | TextEffects...

Font ? =
Font
Character Spacng
Scale:  |100%

Spacing: | Mormal

Position:

Points and above

[ kerning for fonts:

OpenType Features

Ligatures: | MNone

Mumber spacing: | Default

Mumber forms: |Default

Stylistic sets: | Default

[[] use Contextual Alternates

Preview

Times New Roman

This is a TrueType font. This font will be used on both printer and screen.

Set.a.sgeﬁ:ult| |Text§frects... | | ok | |
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PARAGRAPH FORMATTING

» PARAGRAPH TAB

Bullets/Numbering
Show/Hide Button
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PARAGRAPH FORMATTING

» PARAGRAPH DIALOG BOX

Indents and Spacing
Line and Page Breaks

Paragraph ? x Paragraph

Indents and Spacing

General Pagination
Alignments Left Widow,Orphan control
[ keep with next

Qutline level: |Body Text 0
Keep lines together

[ Page break before

[<]

Formatting exceptions

Indentation
Left: o lil Spedal: By: [ suppress line numbers
Right: |0' E” |{nor|e} | E” [ pon't hyphenate
] Mirror indents Texthox options
Tight wrap:
Spacing |None ~
Before: Line spacing: At
After: [0pt [2] [ Multiple 115 5]
[ bon't add space between paragraphs of the same style
Preview Freview
- - o Tt S U A A S S A — ——
- - I [ —————
s ——— s———
Tbs.. | | setaspefait | [ ok || cancel Tabs... |setaspefait | [ ok | | cancal |
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FORMAT PAINTER

» Use To Copy Character
And Paragraph Formatting

e e

j .1"'.; -:'.It

53 Copy

Paste
o Faormat Painter
]

Clipboard

—
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PAGE FORMATTING

» PAGE SETUP TAB
» Margins
» Orientation
» Paper Size

My Tab Insert Page Layout Feferences ke
e— =l
i 21 =| h—=bBreaks -

= D H

: 3 Line Numbers -
Margins Orientation 5ize Columns _

- - - - bt~ Hyphenation -

Page Setup I
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PAGE FORMATTING

» PAGE SETUP DIALOG BOX
Margins
Orientation

Page Setup

Margins Paper Layout

Margins
Top: i = Bottom: 1"
Left: 1" = Right: 1"
Gutter: 0" = Gutter position: | Left
Orientation

Portrait Landgcape

(=

Pages

Multiple pages: Marmal -

Preview

Apply to: | Whole document |~

Cancel
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PAGE FORMATTING

» Paper Size
» Paper Source

Margins | Paper : Layout

Paper size:
|Letter
Width: |8.5" K
Height: |11 B
Paper source
First page: QOther pages:
Default tray (Tray 1) Default tray (Tray 1)
Tray 1 Tray 1
Manual Feed Manual Feed
Preview

Apply to: |Whole document

Set As Default
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PAGE FORMATTING

» Layout
Section
Headers and Footers
Page —Vertical Alignment

Page Setup ? >
Margins  Paper | Layout
Section
Section start: Mew page

Headers and footers

[] pifferent odd and even
[ ] Different first page
From edge: - IZI

Footer: |0.57 El

Page

Vertical alignment: |Tu|:|

Preview

Apply to: |Whule document |IJr1e Mumbers. .. | | Borders... |

Set As Default [ ok | cancel |
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PAGE FORMATTING

0o~
ame My Tab Insert w
lors = II:H Iy = "= Breaks ~

nts| Page Breaks be

ect Page Lio
}l—l Mark the point at which one page ends

— | D1 and the next page begins. -

N Column I

Indicate that the text following the column
break will begin in the next column.

p— Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

Next Page
Insert a section break and start the new
section on the next page.

Continuous
Insert a section break and start the new
section on the same page.

15‘ Even Page
— Insert a section break and start the new
I*:-I-__ section on the next even-numbered page.
| ©uadPage
— Insert a section break and start the new
=3 section on the next odd-numbered page.
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PAGE FORMATTING

» PAGE BREAK (CTRL + ENTER)

» SECTION BREAK — FOR DIFFERENT FORMATTING
FROM ONE PAGE TO THE NEXT

Section Break (Mext Page)
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PAGE FORMATTING
» APPLY TO:

Whole Document — Formatting Applies to all Pages

This Point Forward — Changes Formatting on Next Page

and Inserts a Section Break
This Section — Formatting Applies
to this Section Only

Apply to: This int forward [R5

Apply to:

Apply to:

Whole document

This section o
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