Here’s Where to Find Some Fun Stuff in Word
File

· Page Setup – Use this to change your margins, page orientation (portrait or landscape), and add page borders.   To add a border to your page, select the Layout tab and click on the Borders button on the button of the page.  There are lots of fun borders under Art – just click on the down arrow.   You can change the vertical alignment to center.
Edit
· Find – Use the Find option to locate words or phrases in your document.  
· Replace – This can be used to make changes.  For example if you have referred to Mrs. Smith throughout your document only to find out she prefers Ms. Smith.  Use Replace to find “Mrs. Smith” and replace with “Ms. Smith”
View

You can select the way that you want your page to appear on the screen and the toolbars that are available to you.

· Print – This is the view that we normally use. 
· Toolbars – Select the toolbars that you want to have available on the screen.
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Header and Footer – Use this to add a header or footer to your page.  When you click, it automatically goes to header and the toolbar pops up.  Type the information in that you want or insert AutoText such as page number.
· Zoom – Lets you change the magnification of the page.  Page Width will show the whole page at one time.

Insert

· Symbol – Use this to locate those symbols that you sometimes need.☺
· Picture – See separate handout on inserting pictures.  To use clip, select Clip Art.  You can search for a topic.  If you don’t find clips that you want, try Clips Online at the bottom of the page. 
· Text box – This allows you to create a box that you can then move anywhere on the page.  I used a textbook in the illustration on headers and footers.  Just select and then click and draw to make the text box.  Click inside the box to type. You can double-click on the border of the box to make changes – like getting rid of the border so you can’t tell it’s a text box.

· Hyperlink – Highlight the text that you want to hyperlink, click this button, and then type in the url.   Visit my web page for more information.

Format

Many of the options under format are also found on the toolbar. 

· Font – Change the size and color of the font

· Paragraph – Change the line spaces, i.e. double-spacing

· Bullets and Numbering – Lets you change the look of the bullets. 

· Borders and Shading – 



- Borders – Changes the borders around a selected area like a paragraph.



- Page borders – Changes the border around the page or just a paragraph.



- Shading – Lets you add color or shading to a selected area.

· Tabs – Lets you select different kind of tabs.  

- You can use this to create leaders:

Like this
It works!

- Or line up decimals:





35.49





120.88





1000.00

Tools
· Spelling and Grammar – Spell checker
· Language – Thesaurus
· Letters and Mailing – Use this for making labels and envelopes

TO CREATE LABELS


- Envelopes and Labels, Labels tab


- To make a page of the same label – Type in the name and address, click Full Page of the Same Label; click on Options and select the printer and label information, OK; click on New Document to preview labels; Print


- To make a page of different labels – click on Options and select the printer and label information, OK; click on New Document; type in address; Print

· AutoCorrect Options – Use this to set options for auto-correct and auto-formatting
Table


TO CREATE A TABLE:

· Insert, Table

· Select number of rows and columns

	To add shading to a cell
	Highlight cells; right-click and select Borders and shading; select Shading tab; pick desired color

	Change the size of the rows and columns
	Right-click on table; select Table Properties;  select row or column and type in desired size

	To adjust the size of the columns
	Move cursor on border between two cells until you see the adjust arrow, then click and drag

	To change the text alignment
	Right-click on cell, select Text Alignment, then select the desired alignment

	To move to a different cell
	Tab


Click here to change to footer





Did you know this?








