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Lesson Objectives

In this lesson, you will customize templates, w. ik wit styles, use advanced find and replace features, and use

advanced formatting options to cont{\l the flow ot text in a document. Upon completion of this lesson, you
will be able to:

[J  customize templates use wildcards in searches

[0 create and modify styles find and replace formatting

1 manage multipkHoptic. »' « +Body and use hyphenation options

O o o o

+Heading fo' s use line numbering

Cudterizing Templates
( djecti. \1.01

A te' iplate determines the basic formatting for a document. Templates contain document settings such as
tfonts, styles, page layout, special formatting, shortcut keys, macros and menus. All Word documents are
based on a template.

Templates save you time because they help you create a document, or set the standard for specific types of
documents.
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Lesson 1 Using Advanced Design Elements

When you launch Word, or click New in the Backstage, Word displays several different templates. The most
common (it is also the default) template used for document creation is the Normal template. In fact, when
you click Blank document, Word creates a new document based on the Normal template.

Every macro, AutoCorrect entry, style, building block, or general formatting option (such as the default
margin settings or font size) available to you in the new blank document is saved within the Normal template

To create a document using a template, click File and click New to view a list of available templates:

New

Search for online templates ye
= Suggested searches:  Business Industry Personal DesignSets Event Education Labels

Save As

060 Aa e
Save as Adobe -) .
PDF 3

Take a

tour e

Blank document Welcome to Word Business plan Jle spaced (blank) Creative resume, design...

Account

Options

Feedback

Click a template once to preview its conte. s in a/ »parate window and click Create if you decide to create a
new document based on the selgsted temp.cc. You can also double-click a template to skip the quick-
viewing and automatically create the hew £ cument.

You can easily modify a temj ate. ' save those modifications as a new template. To do so, create a new
document based on the :emp  .e you want to use as a starting point. Modify the elements you want to
change in the new< nsum: 1t, thien save the modified document as a Word template.

To save a dog( .ien#as a terplate, click File, Save As, select the location to save the file, then, in the Save as
type field, sele. “ Wors” Template. Templates are saved with the .dotx (Document Template) extension (or
the .dotsaxtensiori + Word 2003 and earlier versions). If you want your custom templates to display in the
ten( atel jallery, save them in the Documents\Custom Office Templates folder. Once you have saved a
custc * empadte, a link named PERSONAL displays in the template gallery. Click the link to view your custom
tern dlate

No* . You can also open an Office 2016 template directly; they are stored in the following location on a
Windows system: C:\Program Files (x86)\Microsoft Office\root\Templates\1033. However, template
documents are opened in Read-Only mode. If you want to save your changes, you must give the template
a new name and save it in a different location.
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Using Advanced Design Elements Lesson 1

I Learn to customize templates

In this exercise you will customize a template.

1

Start Word. Click Open Other Documents, click New and type: business plan into the Search Bar and
press ENTER. Click the Business plan template and then click Create. Save this document as Becky”’ ¢
Coffee Shop Business Plan in the student files folder.

Change the title from Business Plan Title to: Becky’s Coffee Shop.
Change the subtitle from Business Plan Subtitle to: Best Cup of Coffee Since 1956

Click in the title, and then on the Home tab, in the Styles group, click the Styles dialog < sher. In
the Styles pane, click TOC Heading to apply this style to the title text.

Click in the subtitle and in the Styles pane, click Footer Alt to apply this style t¢ the sul’ tle text.
The font size is a little small.

Select the subtitle text and change the font size to 16 pt.

It is easier to read now, but still is not the look we want.

With the subtitle text still selected, scroll up in the Styles{ »ne eca’ sary and click Subtitle to re-apply
this style to the subtitle text. Then close the Styles pa' e.

Scroll through the document and notice the possibilities “ar customizing this pre-designed template to
include graphs, content layout, and table of ¢ . iats. Then return to the top of page 1, and double-click
the replace with LOGO icon. Under Pictarre T¢ lsf on“ine Format tab, in the Adjust group click Change
Picture.

In the Insert Pictures window, click Brc se it ¢he From a file area to open the Insert Picture dialog box.
Navigate to the student files ¢ 'der, click the coffee logo file, then click Insert. Under Picture Tools, on
the Format tab, in the Siz= group, "hat ge the Height to 1.1” (2.8 cm).

10 Scroll to the bottomeof th \fi« c".ge and change the following:

11

Street Address:, 12 15 C ‘fee Avenue
! York, New York 10021

TelephC (800) 223-2565

Fax (800) 223-2500

Enat 4 beckyscoffee@gmail.com
W< »address: www . beckyscoffeeshop.com

n the Design tab, in the Document Formatting group, change the theme color to Violet.

12 Save the document as a Word Template named Beckys Coffee Template in the student files folder.

Hint: Before you click Save, double-check that the file type is set to Word Template (*.dotx) — depending

on the sequence of steps you take to save the file, Word may change the file type back to Word Document

as you navigate your folder structure.

13 Save and close the document.
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Lesson 1 Using Advanced Design Elements

Sharing Template Tools

Objective 1.1.2

Templates help ensure a consistent look and feel among a collection of documents. This is especially
applicable in work situations; most companies want their documents to have a consistent, uniform look an
feel. You can quickly and easily copy items from one document to another, including styles and macr

To access template options, you must first activate the Developer tab in the Ribbon. To do so, clic
click Options to open the Word Options dialog box.

ile, then

Word Optiens
General o . .
E-E Customize the Ribbon and keyboard shortcuts.
Display
Choose commands from: & Customize the Ribbon: !
Proofi
reetng | Popular Commands -
Save
Language Accept Revision
F Add Table
Advanced = Align Left
:= Bullets
Customize Ribbon = (Center
. & Change List Level
Quick Access Toolbar -
EE] Copy -
Add-ins dt Cut Clipboard
Define Mew Nurnber Format... Font
Trust Center f;:l Delete Paragraph
™ Draw Table Styles
Draw Vertical Text Box Editing
@7 Epnail H [ Insert
£ Find Draw I:l
WEP  Fit to Window Widt Design E
Font Layout
A Font Color
A Font Settings References
Font Size [ Mailings
AB' Footnote Review
~
Developer
[ Add-ins
| Mew Tab | | New Group | | Rename... |
Custornizations: 'i:'
board shortcuts: Import/Export @
| oK | | Cancel |

Home Insert

abs aisplay down the left side of the dialog box. Click the Customize Ribbon tab to view options
with the Ribbon. Under the Main Tabs, on the right side of the dialog box, click the check box
eloper to turn on the display of the tab, and then click OK. The Developer tab will then appear in the

Visual Macros

Basic ! Macro Security

Code

.lj Record Macro

1l®* Pause Recording

Draw Design Layout References

a = Aa Az (= gDslgn Mode
=
Add 'a Q Properties

Word COM
ins  Add-ins Add-ins

Add-ins Controls

Developer ACROBAT Q@ Tell me what you want to do

& &

XML Mapping Elock Restrict  Document

Authors - Editing  Template
Protect Templates
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Using Advanced Design Elements Lesson 1

To see the template attached to the current document, on the Developer tab, click Document Template to
open the Templates and Add-ins dialog box.

Templates and Add-ins ? x

Templates XML Schema XML Expansion Packs  Linked C55

Dacument template
Narmal Attach...
|:| Automatically update document styles
Attach to all new e-mail messages
Global templates and add-ins

Checked items are currently loaded.

Add...
Remove
Full path:
DOrganizer... Cancel

e Document template — Displays the name of the ter( ilate ¢ sently attached to the document.
e Attach — Use this button to attach a different template™ »the document.

e Automatically update document styles — Si - "his option if you want Word to automatically update
the styles in the document to those of th atta. v . template.

e Attach to all new e-mail messages, — Seic s th » option if you want Word to automatically apply the
template attached to the current doct' =ntt new email messages.

¢ Global templates and add-ii. - If there are other templates containing styles, macros, or Quick Parts
that you want to use in ta currer. 4 _ument, you can add them here.

Note: The Templates and Adc, 'nf Jia.0g box also includes tabs which contain options for working with
XML schemas and expant an pe ks, and for linking cascading style sheets (CSS). These options are useful if
you plan to use Wora < \ating Web documents.

If you want ¥ shal - styles and other items (such as macros) among documents or among templates, click
the Organizer L tox .0 open the Organizer dialog box.
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Using Advanced Design Elements

Organizer

Macro Project ltems

In Document3:

Balloon Text
Bibliography

Block Text

Body Text

Body Text 2

Body Text 3

Eody Text First Indent
Eody Text First Indent 2

Styles available in:

Document3 [Document)

Description

Close File

Copy

Delete

Rename...

In Mormal:

Default Paragraph Font
Exercise

Mo List

Mormal

Table Mormal

Styles available in:

MNormal.dotm (global template)

Closg File

Word displays items for the current document on the left side of the S
By default, the Normal template displays on the right side of the di
between the document on the left side and another template
button to close the Normal template, click the Open File bifto
contains the elements (styles or macros) that you want ha

dialog box.

You can then select styles (or macros) in either t
other side, as shown in the following figure:

Organizer

Styles Macro Project Items

Ta Documents:

Balloon Text
Bibliography

Elock Text

Eody Text

Body Text 2

Body Text 3

Body Text First Indent
Body Text First Indent 2

Styles available in:

Documentd (Do

Descri

or rig

he Organizer dialog box.
If you want to share elements
any, you can click the Close File
igate to (and select) the file that

e document on the left side of the

side in preparation for copying them to the

In 2016:

-2 Baseline Shift
-3 Baseline Shift

Appendix heading 3
A-TOC/Head

A-TOC/Section
A-TOC/Sub
Balloon Text
Body

Styles available in:

2016 (Template)

Close

the elements selected, click Copy to copy them into the document (or template) on the other side of

the Organizer dialog box.

Click the Macro Project Items tab in the Organizer dialog box to copy macros between documents and

templates.
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Using Advanced Design Elements Lesson 1

Qrganizer ? X
Styles Macro Project Items
To 3261 Word 2016 Expert . In Normal:
<- Copy
Delete
Eename...
Macro Project Items ayailable in: Macro Project Items available in:
3261 Word 2016 Expert Lesson 1 etext R9-RP (Documy Normal.dotm (global template) w
Close Eile C. =2 File

Notice that the Macro Project Items tab includes the same buttons (and prov. ‘es the same functionality) as
the Styles tab.

Note: You can also access the Macro Project Items tab in the Orgs* .izei Halc_hox from the View tab in the
Ribbon. On the View tab, in the Macros group, click the Macros « -ow, cli : View Macros to open the
Macros dialog box, then click Organizer.

To copy building blocks to a document or template ya' n st first Cpen the template that you want to copy
the building block into. Any building blocks that aze created i \Word, are saved by default in a template file

named BuildingBlocks.dotx. On the Insert tab in thi Te.. mmaup, click Quick Parts, then click Building Blocks

Organizer to open the Building Blocks Orga. zer di g box.

Building Blocks Organizer ? x
EBuilding blocks: .k a building block to see its preview
Name Gallery Category Te late g 2
Irina Heer AutoText General Norm.
IH AutoText General mal
Works Cited  Bibliograp... Bifh-In |\ 4 Lilt-1: Buil... |
References  Bibliograp.. Buil = Built-In Buil...
Bibliography Bibliograp, Built- Built-In Buil...
Filigree Cover” ges o i Built-In Buil... o
Integral Copl Pages,  Built-in Built-In Buil...
ViewMaster C0 P4 5 Built-in Built-In Buil...
Austin Covel qes £ udilt-in Euilt-In Buil...
lon (Ligkt Cover Pa_ Built-in Built-In Buil...
Grid Cover Pages  Built-in Built-In Buil...
& Dark: Sauer Pages  Built-in Built-In Buil...
Whis, Cover Pages  Built-in Built-In Buil...
line Cover Pages  Built-in Built-In Buil...
Fac Cover Pages  Built-in Built-In Buil...
Bap d Cover Pages  Built-in Built-In Buil...
aaphore  Cover Pages  Built-in Built-In Buil...
Motion Cover Pages  Built-in Built-In Buil...
Slice (Light]  Cover Pages  Built-in Built-In Buil...
Slice (Dark) Cover Pages  Built-in Built-In Buil...
Retrospect Cover Pages  Built-in Built-In Buil... b
U S S S i mowoemen | Works Cited
< > Automatic bibliography (labeled “Works Cited’] that
Edit Properties. . Delete Insert includes all sources associated with the document
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Lesson 1 Using Advanced Design Elements

In the Building Blocks Organizer dialog box, select the entry for the building block you want to copy and then

click Edit Properties to open the Modify Building Block dialog box.

Madify Building Block ? X
MName: Woaorks Cited

Gallery: Bibliographies
Category: Built-In ~

Description: | Cited”) that includes all sources associated

Save in: Building Blocks ~
Options: Insert content in its own paragraph ~

Automatic bibliography (labeled "Works

with the document

From here, open the Save in drop-down menu and select the template into whicki ou we uld like to copy
the building block.

I Learn to share items among templates

In this exercise you will copy styles to a document.

1

10
11

Open the Lyrics document from the student files foldedanc save ™ Cyrics (styles) - Student. Click in
the Public Domain heading, then on the Home« .. \in the' »nt group, notice that the font for the
heading is Century Gothic.

In the document, click in the Take Me Out to| ‘e & »»me heading. This heading also uses the Century
Gothic font.

In the document, click anywhere in 1. 3 lyrics not in either of the headings). Then on the Home tab, in
the Styles group, click the Styles dialog " “«auncher, then point at the Normal style in the Styles pane.

Notice that the font shows as FC. T (7 “rault) Segoe Ul.

In the Styles pane, glick i ‘ar’ 5o 3tyles. Then click the Import/Export button to open the Organizer
dialog box.

In the list of 'the v._»* ide of the Organizer dialog box for Normal.dotm (global template), click the
Normal( vle,

Click the Cop ! .cton to copy the style from the Normal template into the Lyrics document.
_lick’ . es to confirm that you want to overwrite the existing Normal style in the Lyrics document.
In" = Organizer dialog box, click the Close File button beneath the Normal.dotm (global template).

ick the Open File button and navigate to the student files folder. Click the arrow for the file type field
and click All Files. Then double-click Courseware Mapping for Word 2016 Core.

The styles in this document now display in the list on the right side of the Organizer dialog box.
In the list on the right, click Heading 1, press CTRL and then click Heading 2.

Ensure both heading styles are selected in the list on the right, then click the Copy button to copy these
styles from the Courseware document into the Lyrics document.

3261-1v1.00 © CCl Learning Solutions Inc.



Using Advanced Design Elements Lesson 1

12 Click Yes to All to overwrite the existing styles in the Lyrics document, and then click Close to close the
Organizer dialog box.

Notice that the copied heading styles have been automatically applied to the headings in the Lyrics
document.

13 Click in the Take Me Out to the Ballgame heading, then on the Home tab, in the Font group, notice
that the font for this heading is no longer Century Gothic — it is now Segoe UI.

The font for the heading has changed because you copied the Heading 2 style from the Ghurseware
document into this document.

14 Click anywhere in the lyrics (not in either of the headings), then on the Home tab, i 7= group,
notice that the font for the lyrics is no longer Segoe Ul — it is now Calibri.

15 In the Styles pane, point at the Normal style.

The Normal style has changed to FONT (Default) Calibri because you c€ ad this styie from the Normal
template into this document.

16 Save, then close the document.

Working with Styles

A style is a combination of character and paragraph formatt. 2 that you save with a unique style name.

Rather than repeatedly applying the same indivic_ai. matting attributes one at a time to text you select
throughout a document, you can use stylest 2 app *a combination of attributes quickly and easily to any
text you select. In addition, when you mgi<e cha. hes' J a style, Word automatically reflects those changes in
all paragraphs formatted with that style.

Word can also be configured to ac_amatically create styles when you perform certain types of formatting
and text placement. For exar’ W', whe. ¥ u type a single line of text and then change its formatting, Word
will assume you may be areat. gz . ding and creates a style that contains the formatting specified.

The two most commonly- sed | pes of styles are:

e Paragraph/ - Atic.. he appearance and position of the entire paragraph.

e Characte. '\« Affasts a selected block of text (such as several words within a sentence), and can include
anv_formattir._ ¢ cributes found in the Font dialog box (such as font, size, font style, and so on).

Crea '’y Ciyles

¢ ojectin \2.2.1
To ( cate a style, determine what formatting you want, then generate a naming structure for the various
styles you design.
Consider the following 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.
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Lesson 1 Using Advanced Design Elements

e Each style name within a single document must be unique (that is, you cannot save a new style called
Heading 3 because Word provides a built-in style called Heading 3).

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

e on the Home tab, in the Styles group, click the More button and then click Create a Style to open the
Create New Style from Formatting dialog box.

Create Mew Style from Formatting ? *

Hame:
Stylel

Paragraph style preview:

stylet

Type a name for the new style, then click the Modify button to display all ti 77 Operties you can
configure when creating a new style; or

e onthe Home tab, in the Styles group, click the Styles dialog box.!aunc. »r to uisplay the Styles Pane and
then click New Style at the bottom of the Styles Pane.

Create New Style from Formatting ? X |
Properties
Mame: Stylel
Style type: Paragraph ~
Style based on: T Mormal ~
Style for following paragraph: T Stylet ~
Formatting

Calibri (Body) w11 || B I U o mmatic ~

-
il
=%
i Ml
|f
I
It
1]

Sample Text Sample Text Sapole Text, aples 12 Text Sample Text Sample Teat Sample Text
Sample Text Sample Text 52 e Taxt 5. c=xt Sample Text Sample Text Sample Text Sampls Text
Sample Text Sample Text San. Text 33l Text Sample Text

Style: Show s e StylsC allery
Based on: Ne al

'7_| 4 Styles gallery D Automatically update
| ' nlyin this document O Mew documents based on this template

Format = Cancel

Type a name for the new style, then use the options in the dialog box to configure the appropriate

properties for the new style.

Name — Enter a name for the new style (if you have not done so already).

Style type — Choose the type of style you want to create: Paragraph, Character, Linked (paragraph and
character), Table, or List.

Style based on — Choose a style to use as a foundation or starting point for the new style.
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Using Advanced Design Elements Lesson 1

Style for following paragraph — Specify a style to apply to the paragraph following the one formatted
with this style.

Formatting — Specify formatting options for the new style.

Add to the Styles gallery — Choose whether to include this new style in the Quick Styles list. All styles
are accessible from the Styles pane.

(D

Automatically update — Choose this option if you want Word to automatically update the
whenever you add manual formatting to a paragraph or selection to which the style has been applied.
Generally, this option is not selected.

Only in this document — Select this option if you want the new style to be available for' he ¢ ¥ nt
document only; this is useful if the style has the same name as a style used in other dc._ «/'.C

New documents based on this template — Choose this option if you want to/ .ake' he s e available
to all documents. Unless you specify otherwise, the default template where style are sav. 1 is the Normal
template (set by Word).

Format — Click to access additional formatting attributes such as text effec » borders, language, and so
on.

When you have configured the settings for the new style, clf < OK™ \aad’it to the styles stored in the

document.

Once you have created a style, you can apply it to any text® ( the a'_wument. Use one of the following methods
to apply a style to selected text:

e click one of the styles in the Quick Styles galli v,

e click one of the styles in the Styles panef

e open the Apply Styles window, click{ e arrc_\foi the list of styles and then click one of the styles

Modifying Styles

Objective 2.2.2
One of the major advan{ ges ¢ ¢ .ing styles becomes apparent when you need to make formatting changes.
When you redefineshe fo natti j of a selected style, Word automatically updates all paragraphs formatted

with that style thf JughcZ > document. New styles are commonly based on the Normal style. If you change
this style, all€ ‘lesd ased on it will also reflect that change.

To modify a style; v one of the following methods:

e 4. ntt :Home tab, in the Styles group, click the Styles dialog box launcher to display the Styles pane.
it at wie style you want to change, click the arrow for the style and then click Modify to open the
Moc Ty Style dialog box; or
. 1 the Home tab, in the Styles group, click More in the Quick Styles gallery and then click Apply Styles
to open the Apply Styles window; or
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Lesson 1 Using Advanced Design Elements

In the Apply Styles window, display the Style Name drop-down list and
select the name of the style you want to modify, then click Modify to

Apply Styles - %

Style Name:
Bullet 1 -/ open the Modify Style dialog box.
Reapply | | Modify.. | |4 Hint: You can also press CTRL+SHIFT+S to display this window.

+| AutoComplete style names

Maodify Style ? ®
Properties

Hame: Heading 2

Style type: Linked [paragraph and character)

Style based on: T Mormal w

Style for following paragraph: T Normal ~
Farmatting

Calibri Light [Heac~ | (13 |+ || B I U | NN -

= = = = = = = t= U= | = 3=

B = = = =5 82 = = 1= | EE 2=

Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sam pl
Text Sample Text

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample ‘

Font: (Default) +Headings (Calibri Light), 13 pt, Font color: Accent 30 nace ~
Before: 2 pt
After: 0 pt, Keep with next, Keep lines together, Level 2, Style: Lin. 4, A1y Lused,

Show in the Styles gallery, Priority: 10 b

Add to the Styles gallery [ Automatically update
@ Only in this document O Mew documents based this temp

Format = QK | Cancel

When the Modify Style dialog bc aps s, you can make the required changes and then click OK to save

the changes to the style!

e select and format te, \in ti. . document to which a style has been applied, then in the Styles pane, click
the arrow for tiv- e nd ciick Update [Style Name] to Match Selection to automatically update the

style; or
Houding 1 =
| Aeading 2 []
‘Wi Heading 2 to Match Selection
Modify...

welect All: (Mo Data)

Remove All: (Mo Data)

Remove from Style Gallery

e select and format text in the document to which a style has been applied, then in the Quick Styles gallery,
right-click the style and click Update [Style Name] to Match Selection.
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Using Advanced Design Elements Lesson 1

AaB| AaBb( aaBbCc asebcoare  assn

Heading : k

Update Heading 2 to Match Selection
A Modify...

Select All: (No Data)

Rename...

Remowve from 5Style Gallery

Add Gallery to Quick Access Toolbar

Styles, Structure, and Navigation

Aside from helping to maintain consistency throughout a document, the application of sty. \.C 7 » show
the hierarchy of topics in a document. For instance, using headings helps the reas” ... Jatii, ithe level of
detail in the document.

Applying heading styles also allows Word to capture and identify hierarchy lgels in the'.Gvigation Pane and
when you generate a table of contents.

To open the navigation pane, click the View tab, then in the Sks
group, click the check box for Navigation Pane. Nawigation X

. . . . Search docu t -
The Navigation pane shows a hierarchy of text in the dact »eni » . 2

which heading styles have been applied. You can moif to diti »ant  Headings  Pages  Results
sections of the document by clicking on a heading, a subi._ading, or =

. . . . F . 1 1
lower-level subheadings in the Navigation pane. Lesson 1: Using Advanced Design EL...

4 Customizing Templates

If you change the theme in a document in < aich I € ding styles have Sharing Template Tools

been applied, the formatting of the heading si =s \ Ml adjust per the 4 Working with Styles

theme, but the styles will remain applied. Ev_a if y¢ 1 change a style manually in a document, the style remains
applied to the selected text and oy the formatting changes.

I Learn to create( il niodify styles

In this exercise you will aj hly, ¢ ate, and modify styles.

1 Open the P{sentu.  Tips document from the student files folder and save as Presentation Tips
(styles) - S# dent. Click in the Presentation Tips text at the top of the document if necessary, then
click Headi. 31 i< (he Quick Styles gallery to apply this style to the title.

2 < opi the Heading 2 style to all the subheadings that end with an ellipsis, such as Make sure ...

2 ¢« anywhere in the first paragraph below the document title. Then on the Home tab, in the Styles
rot. , click the Styles dialog box launcher.

4 < lick the New Style button at the bottom of the Styles pane.
5 Type: Body2 as the new style name.
Ensure that the Style type setting is set to Paragraph.

Ensure that the Style based on setting is set to Normal.

0 N o

Click the Style for following paragraph arrow, and click Normal.
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Lesson 1 Using Advanced Design Elements

9 In the Formatting area, click the Increase Indent button.

10 Click the Format button, click Paragraph and change the Left indentation to ©.3” (8.8 cm). Click OK
twice to exit the dialog boxes.

Word has now applied this new style to the paragraph of text.
11 Click in the next paragraph that is not a heading, and click Body2 in the Styles pane.
Now try modifying some styles.
12 Point at the Heading 1 style in the Styles pane and click the arrow, then click Modify.
13 Click the Format button and then click Font to open the Font dialog box.
14 Change the Font color to Green, Accent 6, Darker 50%. Change the Size to 227 .
15 Click OK to exit the Font dialog box.
16 Click the Format button and then click Paragraph to open the Paragrap. dialog box.
17 In the Spacing section, change the Before setting to 6 pt and the Av_ rsc yto 12 pt.
18 Click OK twice to exit all dialog boxes.
19 Select the Make sure heading.

20 On the Layout tab, in the Paragraph group, changs < » Spacii »Before to 6 pt, and the Spacing After
to 12 pt.

21 Click the Home tab, in the Font group, click th \lns 32 Font Size button twice to change the font size
to 16 pt.

22 In the Styles gallery, right-click the R »ding | style and click Update Heading 2 to Match Selection.
Try adding a shortcut key to a styi
23 Point at the Body2 style® the Sty. © pane and click the arrow, then click Modify.

24 Click the Format b¢ on a < (nen click Shortcut key to open the Customize Keyboard dialog box.

14 3261-1v1.00 © CCI Learning Solutions Inc.



Using Advanced Design Elements Lesson 1

Customize Keyboard ? *

Specify a command

Categories Commands:

Styles Body2 ]

Specify keyboard sequence

Current keys: Press new shortcut key:
Save changes in: | Mormal ~
Description

Indent:
Left: .37, Style: Show in the Styles gallery
Based on: Mormal
Following style: Maormal

Close

25 Click in the Press new shortcut key field if necessary, and th 1 press ALT+1.

Note: If you see a message indicating that the shortcut k¢ /is ali" »dy assigned to another feature, try using
another number with the ALT key until you find one that is© aassigned.

26 Click Assign and then click Close.

27 Click OK to exit the Modify Style dialog‘« .

28 Select the three paragraphs below ti. "Make’ ‘ire heading that are not indented, and then press ALT+1.
The Body?2 style is applied to< \ese paragraphs.

29 Use the shortcut key to ¢!y this' = to the remaining paragraphs in the document.

30 Save and close the ¢ hcun' o',

Customizing Themes and Style Sets

A theme is a sev_f uf .iied design elements, such as colors, fonts, and graphics, which provide a consistent
look 7% 'l pages in a document. Word includes a live preview of each theme and its options so you can
eal 1 ds tmmrhether the theme is appropriate for the message in the document.

ust. mizing Themes
oL, e 4.2.3

To apply a theme to a document, on the Design tab, in the Document Formatting group, click Themes to
display the Themes gallery, then click a theme. Use the options to the right of the Style Sets gallery to
customize a theme to your preferences.
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A E‘f Paragraph Spacing =
[©] Effects ~
Colors Fonts
- ~ @ Setas Default

Although you cannot create your own theme from scratch, you can make changes to an existing theme an
save it with a new name. Once you make changes to a theme, save it by clicking Themes on the Design.tab,
then clicking Save Current Theme. When you save a theme with a new theme name, it appears in the Custo
section at the top of the Themes gallery.

Customizing Color Sets

Objective 4.2.1

You can change a theme's color scheme by using a color scheme from another the an create your

own color scheme to include colors of your choice, such as those used in your comg ,go. To choose a

different color scheme, click the Colors drop-down menu in the Document F
b.

tting group on the Design

—+
Q

_E‘DJ Paragraph Spacing -

(D] Effects ~
Colors Fonts W
. . & Set as Default

[+]

Office

Office 2007 - 2010
Grayscale

Blue Warm

Blue

Bluell

Blue Green

Green

Green Yellow

Yellow
Yellow Orange

Orange

i iiiiiiiiiiiiii@g

Paper
Marquee -

ze Colors...

;ﬁ!

at a color scheme to preview the colors in the document. If you want to alter the color scheme, click
omize Colors.
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Create Mew Theme Colors ? *

Theme colars Sample

Text/Background - Dark 1
Text

Text/Background - Light 1 ‘ l
Text/Background - Dark 2 ° >

Text/Background - Light 2

Al

Accent 1 X
Hyperlink

Accent 2 Hyperlink

Accent 3

Accent 4

Accent 5

Accent &

Hyperlink

-
[k
-
[wE
[~
[~
[~
(B~
-
[~
-
-~

Followed Hyperlink

on your document.

Hame: | Custom 1 |
Reset | Save | | Cancel | Q
When choosing specific theme colors, the sample on the ri x w the altered selection will appear
eleme

To change the color of a specific element, clic color drop-down menu. For example, the

~

%

following figure shows the color specification for

Theme colaors Sample
Text/Background - Dark 1
Text/Background - Light 1
Text/Background - Dark 2

Text/Background -

Accent 1
Accent 2
EMEETEEEE
Accent 3
Accent 4
et TR T
Standard Colors
HE fEEEEER
ﬂ.ﬂ More Colors...

ol Hyperlink (| -

t a new color in the palette, or click More Colors to create a new color.

If you know the exact values for the desired color, select the color model you want to use (RGB or HSL) and
enter the values for the appropriate fields. Once you click OK, the new color will be applied to the selected
item.

3261-1v1.00 © CCI Learning Solutions Inc. 1 7



Lesson 1

Using Advanced Design Elements

Colors

Standard

Colors:

Colar model:
Red:
Greemn:
Blue:

? X

Mew

Current

Customizing Font Sets

Objective 4.2.2

In some instances, you may want to change the fonts for a th
down menu in the Document Formatting group on the D

_En‘ Paragraph Spacing = D
(D] Effects -
Fonts Watermai
- 0 Set as Default o
Office
Office
Calibri Light
Aa Calibri
Office 2007 - 2010
Cambria
Aa Calibri
Calibri
Calibri
Aa Calibri
Arial
Arial
Aa | L
Corb
Corbe
AEI Corbel

ranklin Gothic M...
Franklin Gothic Book

Customize Fonts...

QY

me the font, click the Fonts drop-

You can select a pre-defined font set, or you can fine-tune your font settings for particular document

elements. To set specific fonts for the headings and body fonts, click Customize Fonts.

18
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Create Mew Theme Fonts ? X
Heading font: Sample

Calibri Light W Heading

Body font: Body text body text body text.

Calibri Body text body text.

Mame: |Custom 1

Save Cancel

Make the appropriate selections and enter a name for the customized font set, then click Save. The new

theme font set will appear in the Fonts drop-down menu.

When any customized item is no longer needed, it can be deleted from the appropriate" ey "right-
clicking the item and then selecting Delete.

Customizing Style Sets

Objective 4.2.4

Document style sets are a collection or group of styles that may«#maop nd to a document to give it a
professional appearance. The document style sets built into Wor( nave & 2n compiled by Microsoft to save
you time when you need to ensure there is consistent formai ag ' woss/ e entire document.

Document styles sets can be selected from the Documef Sormat hg gallery on the Design tab.

This Document

Title:

Title '

TITLE 1 Title: v the
HEADING 1 I -

Reset to the DefaultdS e Set

Save as a Mew Z0F Set.,

As you point to ec % .tyle set in the gallery, you can preview how your document will look when the style set
is an’ iec

Vou ' change any of the styles for a document style set as if you were changing styles in any other
doc mei . Use the options below the gallery to revert to the default style set, or to save any changes as a
new, le set.

Style sets are designed to be applied to selected pieces of text, whereas themes are designed with formatting
options that can be applied throughout the entire document.
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Managing Multiple Font Options

Objective 4.3.3

The fonts that correspond with the built-in styles in Word are set by the document’s theme. The theme's
fonts also determine the fonts used in the style sets. As you have seen, themes, styles, and style sets allow.
you to apply and change document formatting with a few clicks. This is ability is made possible through the
+Body and +Heading fonts.

Instead of specifying an individual font face, the +Body and +Heading fonts are generic refereit »s to the
current body and heading fonts determined by the applied theme. When the Office theme 1= »opi .4 or

example, the +Body font is Calibri; when the Facet theme is applied, the +Body font is Tref{ "t

Even though the +Body and +Heading fonts are generic, you can still define speci” _"iC natu »a for them.

For example, if you are certain that you want all body text to appear in purple, y¢  can fc nat the +Body

style appropriately, and then no matter which theme you apply, the body text will be",

To view or modify the +Body or +Heading fonts for a document, click tha,Hon. tab and, in the Font group,
click the Font dialog box launcher.

Font ? x
Font Advanced
Font: Font style: Size:
+Body Regular 9.5 ’
[Reguizr_ PNEY :
+Headings Italic 9 |
2Dumb Bold 1a
IDumh Bold Italic N :
AcadEref v 12 V_I
Font color: Underline style: Underli® alor:
Automatic b [none) b Auton®
Effects
[ strikethrough [ eand s
] pouble strikethrough 1AL ups
|:| Superscript L .idden
D Subscript
Preview
Oy
This is the body '« ront, T° ocurrent document theme defines which
fant will be used.
T s Def Text Effects... Cancel

You san' pply formatting (style, size, color settings, and so on) to one of these generic fonts just as you can

to a, amed font.

Notice the Set As Default button at the bottom of the Font dialog box. You can select any font in the Font
dialog box (including the +Body font) and then click Set As Default to view options for specifying a default
font.

20
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Microsoft Word ? X

Do you want to set the default font to Segoe U, 9.5 pt for:
@Ihis document only?

O All documents based on the Mormal template?

Cancel

The options in this dialog box allow you to choose whether the changes should be applied to the cugm=at
document or all documents based on the same template.

You can also set default values for the +Body and +Heading styles using the Manage Styles dialog hox. O
the Home tab, in the Styles group, click the Styles dialog box launcher, then click the Manaae St, 'as b .on
(third from the left) at the bottom of the Styles pane to open the Manage Styles dialog L. % C...0_he Set
Defaults tab.

Manage Styles ? X

Edit Recommend  Restricc  5et Defaults

Font: Size:

+Body 1

" 8 A
+Headings 9

2Dumb 10

3Dumb v
AcadEref v 12

Font colon

Paragraph Position

Left: o =) Special By:
Right: 0 | | (none) w -
Alignment: Left o
Paragraph Spacing
Eefaore: 0pt % Line spacing. At
After: 8 pt M utiple | =

@ Cnly in this document O Mew  oacume.  sased on this template

Import/Export... OK Cancel

Notice you ai_ > hat = the option here to save the changes for the current document or for all new documents
based on the cu. anfd i« Normal template.

I Lefrp to customize themes, colors, fonts, and style sets

In"v_s ex rcise you will work with themes and styles to customize colors and fonts.

1 ‘pen the Trade Show Brochure Draft document from the student files folder and save as Trade Show
Brochure Draft - Student. In the Design tab, in the Document Formatting group, click Themes, then
click Facet.

The document should now have green colored headings.

2 Click anywhere in the New Tour Offering title, and select Heading 1 from the Styles gallery on the
Home tab.
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3 On the Design tab, in the Document Formatting group, click Shaded to apply the style set.
The headings in the document now include green colored bars.
4 On the Design tab, click Colors, scroll through the list of color schemes, then click Green.

5 Assume none of the pre-defined color schemes match what you would like to use; click Colors, then
click Customize Colors.

6 In the Create New Theme Colors dialog box, click the Accent 1 arrow and then click Green, Accent 1,
Darker 25%.

Suppose this color still isn't quite what you want.
7 Click the Accent 1 arrow and then click More Colors.

8 Click the Custom tab if necessary, and drag the gradient arrow up, or selel . a gree  color of your
preference in this gradient bar. Click OK.

9 C(lick the Accent 2 arrow and then click Dark Teal, Accent 4, Darke=.25%.

10 Click in the Name box, delete the existing text, then type: TA Rammhurc has the name for the new color
scheme, and then click Save.

11 Scroll to page 2 to see that the headings here are nowsda. tec
You have successfully changed the colors for a thgl ie nd save 4 the theme with a different name.
Now try customizing the fonts for the theme.

12 On the Design tab, in the Document Foghattiri « oup, click Fonts and point at the various font sets in
the list to see how these affect the docume % Ti n click Customize Fonts.

13 Click the arrow for the Heading font ti._ 3 2 i click Forte.
14 Type: TA Brochures as the namic af theflustom theme font, and then click Save.

15 On the Design tab, in th U< mment Formatting group, move your cursor over some of the different
style sets to see hov, they' " ect your document. Then click Lines (Stylish).

. 177LE TITLE Titda [ Titta

HAADI NGy

16 Clig'athe Morc sutton on the gallery and then click Save as a New Style Set. Type: TA Brochures as the
iam¢ of the new style set and click Save.

‘s ay oy the new themes to another document.
17 | pen the Using the Public Drive document from the student files folder.

18 With the cursor at the beginning of the title, on the Design tab, in the Document Formatting group, click
Colors and click TA Brochures.

The title should now have the colors you specified for this style set.

19 Click Fonts and click TA Brochures.
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Notice how you can adjust the formatting for aspects of a document using style sets that were created
for another document. This is similar to choosing one of the style sets provided by Word.

20 Click Fonts and then click Office to change the fonts back to the default option.
21 In the Design tab, click Fonts.

Notice that the custom theme font appears at the top of the list as TA Brochures.

Custom -

TA Brochures

Forte
Aa Trebuchet WS
Office

Office

Calibri Light
Aa Calibri

Office 2007 - 2010
A Cambria
a calibri

Calibri
Calibri
Calibri

Aa

22 Right-click TA Brochures and click Delete. Click Yes in ti 2dic. a2 boi’ (o confirm that you want to delete
the theme font.

23 Click Colors, right-click TA Brochures and click Delete: 'ick Yes to confirm the deletion.

24 Click the More button for the Document Styl| se.. wiaht-click TA Brochures (in the Custom area), and
click Delete. Click Yes to confirm the de._uion.

25 Save and close the document.

Searching for.Spucitic Information

Word provides specializ{ fea. (. to assist you in searching for specific information. You can search for any
alphanumeric characters i_:ludi. 3y special characters and you can search for specific formatting features. You
can also utilize witdcarc s our searches.

The following st . wildcards can be included in every search to provide advanced results:

? — Logates any si. e character. You can enter additional question marks to alter the search. For instance,
ents ing) >d would find three-letter words such as had or hid, whereas entering h??d would find four-letter
worc. '~ Jch as head, heed, or hood.

* —_\cales a string of any number of characters. For instance, typing h*d would find words such as had, heed,

hear , heaved, or hesitated.

< — Locates characters at the start of a word. For instance, typing <(flo) would find words such as flour,
flower, florescent, flow, or floating.

> — Locates characters at the end of a word. For instance, typing (mon)> would result in found words such as
lemon, common, salmon or backgammon.

[ 1 - Locates one of the characters entered in the square brackets. For instance, typing p[ao]ts would find
results such as pats, or pots, but not pits or pets.

3261-1v1.00 © CCl Learning Solutions Inc. 23



Lesson 1 Using Advanced Design Elements

[n-n] - Locates any single character that exists within the range specified. For instance, typing [r-t]ight
would find results such as right, sight, or tight. Note the range must be listed in ascending order.

[In-n] — Locates any single character except the characters in the range you specified. For example,
typing b1[!a-1] would find words such as blot, blur, or bloom.

{n} — Locates the specified number of instances of the previous character or expression. For instance, fe{2}«
would result in a word such as feed, but not fed.

{n,} — Locates at least the specified number of instances of the previous character entered in the search
criteria. For example, typing fe{1, }d would result in words such as fed and feed.

@ - Locates one or more occurrences of the preceding character. For example, lo@t will find lo ar 1o

Searching with Wildcards

Objective 2.1.1
To further assist in narrowing the search criteria, wildcards can be combin€& hto help tind specific text. For
example, ful@> will find “full” and the appropriate part of “willful”, but ¥ mat i d “willfully”.
To activate the Use wildcards option in a search, use one of the fol'@ .. s i thods:

e on the View tab, click Navigation Pane, then in the Navigatic \ pane, ick the arrow for the search field,
click Options, click Use wildcards and then click OK; ar

Find Options : X
] [] match prefix

|:| Find whole words only |:| Match suffix

[ Use wildeards [] 1gnore punctuatian chare =r=

|:| Sounds like (English] |:| Ignore white-spa. “harac

|:| Find all word forms [English)
Highlight all
Incremental find

Set As Default Cancel

e in the Navigatian pai . clic sthe arrow for the search field, click Advanced Find, click More and then
click Use wi ‘caruc

Search Optic .
Search: |All w
[ *atch case |:| Match prefix
_ | B dwhaole words only |:| Match suffix
|__' Wards
Sounds like [English) |:| lgnare punctuation characters
|—_| d all word forms (English] |:| lgnore white-space characters

Thi« Jearch feature can be used in conjunction with other search items such as finding specific formatting
applied to text or looking for special characters.
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I Learn to use wildcards in searches

In this exercise you will find specific text using various wildcard options.

1

Open the AM Will document from the student files folder and save as AM Will - Student. Press CTRL+F to
activate the Find command and the Navigation pane.

Click the arrow at the right of the search field in the Navigation pane and click Options.

In the Find Options dialog box, select Use wildcards, then click OK.

Click in the search field in the Navigation pane, type: tr*es and press ENTER.

The search results should be similar to the following:

I, Andrew lain McSweeney, a resident of Seattle in the state of Washington, make and publish this my
Last Will and Testament, and | revoke all Wills and other testamentary instruments previously made by
me.

Article 1 - Identification

| am not currently married and have no children.

Article 2 - Payment of Debts, Expenses and Taxes

Except as otherwise provided by this Will, | direct that my legally enforceable dabts, ' tillnessz |
funeral expenses, expenses of the administration of my estate, and all my lezal aforc. w0 Leral
and state, estate, inheritance, succession and other death taxes, includind .iterest. H penalties
thereon, imposed upon my estate or any beneficiary thereof by rease® . w death, 1. uding the

portion of any such tax as is attributable to the proceeds of policies ¢ insur. = on my life or other
property not constituting a part of my probate estate, be paid out of my residc. s estate, without

reimbursement from any person.

The above direction with respect to payment of debts ghall not' \cs .trucd to require the payment of

any debt before it is due, and my Executor is specificali, enth. ght to renew and extend, in any

form that he deems best, any debt existing at the,time of \ deati  ncluding any mortgage on my

home. Similarly, my Executor shall have the pow. aincurir.  btedness and to borrow meoney for the

purpose of paying any or all of such debts and expe.
Notice Word found all items ste. ing with tr and ending with es, regardless of the length of the result. In
an instance such as this; will we < to narrow the search criteria, especially if you are looking for just

a specific word or agtariat_\nd 1 .at word.

In the search fig'd in 1 = Na .gation pane, type: tr????es as the new search criterion and press ENTER.

Article £/ “roy ions Relating to Trustees

The Trustees I| Trud created in this Will shall have all of the powers and rights granted or permitted
to trustees by th - of Washington. It is my intent to grant to my Trustees the maximum and
.~ st powers available to trustees under the laws of Washington.

Ng 2! be required of any Trustee.

~_'cle 7 - Provisions Relating to Executor

| hereby name, constitute and appoint Frazier and Donna McSweeney of Aberdeen, Scotland as
Independent Executor of my Will and Estate.

Notice how Word has narrowed the search to look for words that include only four characters between
the beginning and end characters you specified in the search field.

Press CTRL+HOME to move to the beginning of the document.

Click the arrow for the search field and click Advanced Find to open the Find and Replace dialog box.
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8 Ensure that Use wildcards displays below the search box, then click More and click the Special button.
9 Click Page/Section Break.

Word inserts the “m code in the search box.
10 Click Find Next.

Word finds and selects the first page/section break it discovers in the document.

11 Click Find Next once again.

Microsoft Word s

o We're finished searching the document.

12 Click OK to close the message box.
13 Close the Find and Replace dialog box and the Navigation Pane.

14 Save and close the document.

Finding and Replacing Formatting

Objective 2.1.2
You can use the Find and Replace feature to locase specific i dmatting in your document, and (optionally)
replace it with other formatting or with specific te;
To replace an item:
e on the Home tab, in the Editing grou; slick | :place; or
e press CTRL+H; or
e if the Find and Replace dialog bo: s« pven, click the Replace tab.

Find and Replace ? X
Find
Find what: N
Replace with: N
Cancel
| =ch Options
Seurch; | All e

[1 Match case

D Find whole words anly

|:| Use wildcards

[ sounds like {Enalishj

|:| Find all word forms [English)

Replace

Format = Special *

[ mateh prefix
[ Match suffic

|:| Ignore punctuation characters
|:| lgnore white-space characters

26
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Format — Click this button to find text with particular formatting attributes applied to it. For example,
you could search for bold text or text that is colored blue. You can specify font, paragraph, tab, language,
frame, style and highlight attributes.

Font...
Paragraph...
Tabs...
Language...
Frame...
Style..
Highlight

Special - Click this button to search for special characters such as paragraph ma e aks, or tab

characters. If you have activated the Use wildcard option, the wildcards will a
reference.

Paragraph Mark
Tab Character

Any Character Any Character
Any Digit Character in Range [ -
Any Letter Beginning of Werd
Caret Character End of Word
§ Section Character Expression

Mot

T Paragraph Character

Colurmn Break MNum Occurrences

Em Dash Previous 1 or More
En Dash
Endnote Mark
Field
Footnote Mark

Graphic

Manual Line Break

hif
Manual Line Break

Manual Page Break

Nonbreaking Hyphen
Page / Section Break 1

Nonbreaking Spgce

Monbreaking Hyphen
Monbreaking Space
Optional Hyphen

| | Format = | | Special ~ |

@ matting — Clear any formatting options previously specified.

to find and replace formatting

is exercise you will find and replace formatted text and styles.

1 Open the Song document from the student files folder and save as Song - Student. Press CTRL+H to
open the Find and Replace dialog box.

You will use the Find and Replace feature to change the key of the song in this document from the key of C
to the key of D.
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2 If necessary, delete any text in the Find what field, then in the Search Options section, click Use wildcards
to turn this option off.

3 Click in the Find what field and type: C.

4 Click the Format button, then click Font.

5 Display the Font color drop-down list, then click Red in the Standard Colors at the bottom of the palette.
6 Click OK. You have specified to search for instances of the letter C that display in red text.

7 Click in the Replace with field and type: D.

8 Click the Format button, then click Font.
9

Display the Font color drop-down list, then click Purple in the Standard Colof "ac' e L stom of the
palette.

10 Click OK. You have specified to replace instances of the red letter C with®a purpleiccer D.
11 Click Replace All. Word makes 7 replacements.
12 Click OK to close the message box.
13 Select the text in the Find what field, then type: G.
Notice that the formatting specification remains inta
14 Press TAB to select the text in the Replace with field, the. tvpe: A.
You are specifying to replace instances of a re_\let  S,with a purple letter A.
15 Click Replace All.
Word makes 5 replacements.
16 Click OK to close the message" »x.
Now try replacing various chi ‘u. mthe song.
17 Replace all instances f a r_ « letter A with a purple letter B.
Word should®maxc ast slacements.
18 Replace \ind ances of a red letter D with a purple letter E.
Ward should™ e 4 replacements.
18¢ 2ep" ~apnllinstances of a red letter F with a purple letter G.

\Wc Y should make 1 replacement. The chords have all been transposed. Do not worry about the 7's or
e minor (m) chords.

wow try replacing formatting features.

20 Delete the value in the Find what field.

21 Click the Format button, then click Font.

22 Display the Font color drop-down list, click Purple, then click OK.

23 Delete the value in the Replace with field.
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24
25

26
27
28

29

30
31
32
33
34
35

36

Click the Format button, then click Font.

Display the Font color drop-down list, click Red, then click OK. You are specifying to replace all instances
of purple letters with red letters.

Click Replace All. Word makes 20 replacements.
Click OK to close the message box.

Click in the Find what field, then click No Formatting to remove any formatting specifications for the
field.

Click in the Replace with field, then click No Formatting to remove any formatting.sonecit. atior. ror
the field.

Click in the Find what field, click Format, then click Style.

Scroll in the Find Style dialog box, click Heading 2, then click OK.
Click in the Replace with field, click Format, then click Style.
Scroll in the Find Style dialog box, click Heading 3, then click ©*7
Click Replace All. Word makes one replacement.

Click OK to close the message box, then close the Fing‘.nd". »nlacc dialog box so that you can view your

transposed song.

Save and close the document.

Controlling the Text Vilcw

When working with a large amoupt of text ir\

~ocument, you need to consider how the text will flow from

one page to the next, keeping in mii_*busi« :ss or company standards. For instance, be mindful of widow or

orphan paragraphs — a widd
rest of the paragraph hpea.
paragraph appears on the next

2 nara_ aph whose first line appears at the bottom of one page while the
</ u.e next page; an orphan is the reverse wherein the last line of the
age.

Text Flow /Upoions

Objective 2.1.5

Text{ ow, ptions are also called pagination controls;
thes
pe view the pagination controls for a
docu hent, click the Home tab and, in the Paragraph

-l

ie how the text flows from page to

w.p, click the Paragraph Settings dialog box
launcher. Then click the Line and Page Breaks tab.

Paragraph ? X

Indents and Spacing

Pagination

Widow/Orphan contraol

D Keep with next

D EKeep lines together

[1 Page break befare
Formatting exceptions

|:| Suppress line numbers

[] pon't hyphenate
Textbox options

Tight wrap:

Mone
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Pagination — These settings affect how particular lines and paragraphs will flow between pages.

- Widow/Orphan control — Controls widows and orphans by preventing single lines of text at the
start or end of a page.

- Keep with next — Prevents a heading or paragraph from standing alone on a page.
- Keep lines together — Keeps lines of text together on a single page.

- Page break before - Specify that a page break will be associated with a line of text (usually th€""
line of a paragraph) so that Word forces the paragraph to begin on a new page.

Formatting exceptions — Turn automatic hyphenation on or off. This setting affects how Wordavill v ap te>
from one line to the next. You can also suppress line numbering for selected paragraphs.

Textbox options — This option controls how paragraph text flows around a text box.

Using Hyphenation

Objective 2.1.3

If you use full justification with text paragraphs, you may see lines of tex. .c )ar to have more spacing
between the words than other lines in the paragraph. With the wed " w0 1 hture, you are able to continue
typing without worrying whether there is enough text to fill the [ e. The' ignment choice you apply to the

paragraph determines how much spacing Word will place bé: =eit 2224 Urds that fit on a line.

You can choose to have Word apply hyphens to split w s by s; able when the word appears at the right
margin. To apply hyphenation, click the Layout tab, and in v » Page Setup group, click Hyphenation.
b Hyphenation= =& Right:
v MNone
Automatic

Manual

bl Hyphenation Options...

Note that you can choose hoy.the hy =p¢ ion will be handled; either allow Word to perform it automatically
or you can select the Manual, ou. o aetermine which words should be hyphenated.

When you select the Man_al op. on, Word will open the Manual Hyphenation dialog box and display possible
words to hyphenate e ord at a time. Hyphens appear between each syllable. You can specify where you
want to positie’ . thashypher. — that is, you can specify which syllables appear before and after the hyphen.

Manual Hyphenatic. Snef a (United States) ? d

Hyp! .ate |broad-est |

Yes Mo Cancel

= -

You | in click No to specify that you do not want to hyphenate the word displayed in the dialog box.

ru manage how hyphenation works, click Hyphenation Options.
Hyphenaticn ? x

You can specify whether to hyphenate words that consist of uppercase | ismaiicaiiy wphansis dacument
letters, and you can limit the number of consecutive lines that contain Hyphenate words in CAPS

hyphens. Hyphenation zone

Limit consecutive hyphens to: |No limit

Manual... Cancel

EILANIE N

30 3261-1v1.00 © CCI Learning Solutions Inc.



Using Advanced Design Elements Lesson 1

To turn the hyphenation off, go to the Home tab and in the Paragraph group, click the Paragraph Settings
dialog box launcher, select the Line and Page Breaks tab, then click Don’t hyphenate.

Formatting exceptions
|:| Suppress line numbers
[J pon't hyphenate

Using Line Numbers

Objective 2.1.3
Line numbers can be useful in legal documents, scripts, and pages of programming code. If you' v sh t¢ vty
line numbers in a document, you can turn this feature on in Word to have line numbers apg. 2™ wmargin.
The options shown for restarting the line numbers are similar to the options for reset ™ nthe uimbering of
lists.
To apply line numbering to selected text, click the Layout tab, and in the Page = wad jroup, click Line

Numbers. You can choose from one of the following:

:[Line Numbers= 2= Left 0"
v Mone
Continuous
Restart Each Page
Restart Each Section
Suppress for Current Paragraph

Line Mumbering Opticns...
e Continuous — Numbers text sequentially throi 1he " ve document.
e Restart Each Page — After each page brec line xumbering begins with number 1.
e Restart Each Section — After each sec on br ik, line numbering begins with number 1.
e Suppress for Current Parag:{ nh — Removes line numbering from selected text.

e Line Numbering Optiors,— Set t_»2¢ vanced line numbering options, including numbering at different
intervals.

To set advanced line nun_ \ering options, click Line Numbering Options at the bottom of the Line Numbers
menu to open the“ " 2.S. up dialog box. Click the Layout tab in the dialog box, and then click the Line
Numbers butt{ i to,open . e Line Numbers dialog box.

Line Numbers : >

'
=
=
Ak [4r[[1r

LIt
MESbering
Restart each page
Restart each section

Continuous

When you select the Add line numbering check box, the other options become available.
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Lesson 1 Using Advanced Design Elements

To turn line numbering off for specific paragraphs of text in a document, select the text, then on the Home
tab and in the Paragraph group, click the Paragraph Settings dialog box launcher, click the Line and Page
Breaks tab, and select Suppress line numbers.

Paragraph ? X

Indents and 5pacing
Pagination
Widow/Qrphan contral
|:| Keep with next
D EKeep lines together
[1 Page break befare
Formatting exceptions
|:| Suppress line numbers
[ pDon't hyphenate

I Learn to customize templates

In this exercise you will adjust the flow of text in a document.

1 Open the Using the Public Drive document and save as Using® che v »1il ®rive - Student. Then scroll
to the bottom of page 1.

2  Select the line for step 5 and the paragraph on the ns . pag

Click the Home tab and in the Paragraph group, ciick ti yParagraph Settings dialog box launcher.

H W

Click the Line and Page Breaks tab.
5 Click Keep with next and then click Keej. “‘nes. agether.

6 Click OK. Word moves the line for Ste, 25 to f 2 next page.

5. Click your department folder = then yor - folder name.
Everyone at Tolano k “alder of name. You can choose to save the file in the main folder
are for your departme  or wour own folder. We recommend your own folder so you can
access this file . ckly i 4 of searching the file in the main area.

6. Type the pame y& want' apply to your new file and then click Save (or press ENTER).

The fi)is now e your folder.
Notice ho. ' iis agf 'on enhances the continuity of the text flow when the two paragraphs are together
atthe top of | e 2.
7 < avs ailclose the document.
ive_atry dding hyphenation to a document.
8 pen the Will template document from the student files folder and save as Will template - Student.
9 Click the Layout tab and then in the Page Setup group, click Hyphenation.
10 Click Automatic.

Notice Word has applied hyphens to the text as required.
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11 Scroll through the document to see how many hyphens were applied and to which text. Stop when you

12
13
14

15
16

Try using line numbers to see how this may affect' 1e ¢

17 Click the Layout tab in the Ribbon, if nece

18

can see the text for Article 9.

For the purpose of this Will, no person shall be deemed to have survived me if such person shall die sim-

ultaneously with me or within 60 days after my death.

This Will is not being executed pursuant to or as a part of any contract, and | am free to revoke or
change this Will at any time.

As used in this Will, the words 'child,' 'children,' 'descendant,' 'descendants' and other words of like im-

port shall include both natural children and descendants and those legally adopted into the line of de-

scent.

All references to "Internal Revenue Code" shall be to the Internal Revenue Code of 1986, as amended
from time to time.

This is an example of when you might not want Word to apply hyphens auton’ itically s tiere are too

many within a short span of paragraphs.

On the Quick Access Toolbar, click Undo to reverse the automatic hyphe  ation feature.

On the Layout tab, in the Page Setup group, click Hyphenation and

SRS

Manual.

When the fu-ner-al option appears in the Manual Hyphenati¢ i dialc_ box, click the second hyphen and

then click Yes.

Continue with the suggested words to decide whera® ou ma; want the hyphen to appear.

When hyphenation is complete, click OK, then scroll thrc ah the document to see the changes.

select Continuous.

1

s~ ow

8

J
10

13
14

Last Will and Te stament of Andrew lain
McSweeney

I, Andrew lain McSwee v, a res ¢ of Seattle in the state of Washington, make and publish this my
Last Will and Testament;, ad Irev. = all Wills and other testamentary instruments previously made by
me.

Article® - Identifica. .
lami. s’ itly masried and have no children.

Article 2° 2 aent of Debts, Expenses and Taxes

xcept as otherwise provided by this Will, | direct that my legally enforceable debts, last illness and
uneral expenses, expenses of the administration of my estate, and all my legally enforceable federal
@i e, estate, inheritance, succession and other death taxes, including interest and penalties
thereon, imposed upon my estate or any beneficiary thereof by reason of my death, including the
»ortion of any such tax as is attributable to the proceeds of paolicies of insurance on my life or other
property not constituting a part of my probate estate, be paid out of my residuary estate, without

9y in the document.

ary,. 2en in the Page Setup group, click Line Numbers and

Notice how easy this makes it to read the document and to specify any particular line that needs to be

addressed, simply by stating the line number.

Select the two lines for the title (Lines 1 and 2), then on the Layout tab, click Line Numbers and click

Suppress for Current Paragraph.

Word turns off the numbering for the selected paragraph and renumbers the remaining lines in the

document.
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19 Scroll through the document until you locate the blank line near line 70, then delete the blank line.
20 Save and close the document.
Now look at different ways you can change the text flow.

21 Open the Courseware Mapping for Word 2016 Core file from the student files location, and scroll through
the pages to see how the text in the table flows.

Suppose your company requires you to keep the rows together at the #.# level. The first action you want
to perform is to repeat header rows throughout the table, so you can see how that may ¢ nge the
layout.

22 Return to the top of the document once more, and then click in the title line of the table," \atis, = jective
Domain.

23 Under Table Tools, on the Layout tab, in the Data group, click Repeat Header i »ws.

24 Scroll to the bottom of page 1.

25 Select the 1.5 Configure document row through to the 1.5.6 Inspec. 2 auc..nent row.

26 On the Home tab and in the Paragraph group, click the Para’ raph 8 ttings dialog box launcher.

27 On the Line and Page Breaks tab, click Keep with nextar. the . Keep lines together. Click OK.
These rows should now start at the top of the tab!¢ 0. nage 2.

28 Scroll to the bottom of page 2, then click in ! first cell oithe 3.2 Modify a table row.

29 On the Home tab, in the Paragraph grou®, clici. ‘= Paragraph Settings dialog box launcher.

30 On the Line and Page Breaks tab, cli s Page  rew« before. Click OK.

This row now moves to the next page.

31 Scroll to the bottom of page 3 ai._\n4 .ce that there is a shaded row representing a new domain group
for the exam objectives. 0. Walso that the sub-objectives for 5.1 are split between pages. You can
choose to insert a p._ie bri < before the start of the group, or choose to keep the rows together. In this
case, we will ugtythe ¢ ge b cak option.

32 Click in the iirstacell ot tie row for 5 Insert and Format Objects.

33 On the Hoi._ \takf in the Paragraph group, click the Paragraph Settings dialog box launcher. Then on
th® “ne and Fuge Breaks tab, click Page break before. Click OK.

“ L. oves to the next page.

34" ‘ave and close the document.

34
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Lesson Summary

Upon completion of this lesson, you should be able to:

M customize templates use wildcards in searches

M create and modify styles find and replace formatting

M manage multiple options for +Body and use hyphenation options

N 8 X

+Heading fonts use line numbering

Review Questions

1. Which statement describes the main benefit of modifying an existing template| ther th 1 creating your
own?
a. Templates contain pre-designed elements, such as fonts or stylas.that =lp save time.
b. Existing templates can be accessed more easily when sharinasdoct ments with others.
c. Elements within a template can be shared from one doc/ nent t¢ another document.

d. Templates can be previewed before creating your ov. 2dG. wmad .
2. When creating a style name which of the followingf 5 'OT tru

a. Style names cannot begin with a numbera« symbol.
b. Each style name within a single document_au< " "unique.
c. Style names are case sensitive.

d. You can use up to 253 characters' »rast e name.
3. Which statement describes the main adyantage of modifying styles in a document?

a. Style changes are at. . aficaliy upplied to all text formatted with that style.
b. Style changes & \ aut. « itically saved to the Normal template.
c.  You can ckimae t. 2 dei.ult language for the selected style.

d. The faf hatting o' e style remains the same when you change the document theme.
4. When cusitc_ uzind (nemes which of the following is NOT true?

3 yu can create your own theme from scratch.
Sa.. 'themes appear in the Custom section at the top of the Themes gallery.
ou can make changes to an existing theme.

To save a theme, click Themes on the Design tab, and then click Save Current Theme.
5. How can you preview customized color schemes before applying them to a document?

A sample will be displayed as a visual of how the colors will appear.

a
b. Click Preview in the Theme Colors dialog box.

s}

Click Save after changing individual theme colors.

d. Color schemes cannot be previewed.
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6. Where can newly-created theme font sets be found?
a. On the Design tab, in the Fonts drop-down menu.
b. On the Home tab, in the Font dialog box.
c.  On the Styles gallery, in the Home tab.
d. On the Design tab, in the Themes drop-down menu.
7. Which of the following is a benefit of using Word's built-in document style sets?
a. Saves you time when you must ensure you have consistent formatting throughout a docu. ant.
b. Style sets are designed with formatting options that can be applied throughout the,entire’ acui =nt.
c. Each modified style is automatically saved to the default style set.
d. Once applied, the built-in document style sets cannot be modified.
8.  When might you want to change a +Body or +Heading style name?
a. You want to change the default document style sets for a documant.
b. You want to change the default fonts and styles for all documants
¢.  You want to change options for creating style names.
d. You want everyone to only use the styles you use in“_ary. 'acu ent.
9.  Which find option allows you to use special characts’ - wich as® muestion mark, to narrow search criteria?
a. Use Wildcards c. Format
b. Special d. Incremg ita' .
10. Which Find and Replace feature is used to" sate :pecific formatting, such as text that is colored blue?
a. Format C. = v dcards
b. Special d. Match suffix
11. Pagination controls ___ )
a. Determine how' e te; will flow from page to page.
b. Suppress.liiic it ers.
c. Disak! = thatayphenation feature.
d. Alter tii_text(rapping options.
12. 20 ni¢  of the following would be the best option to view scripts or programming code?
o Apply Line numbering.
~pply Hyphenation.
Suppress for Current Paragraph.
d. Activate Pagination.
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