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Working with Section Breaks

= Use when making a page-formatting
change that does not apply to the entire
document

= Examples:

= Newsletter columns
Headers and footers
Page orientation
Page numbering
Paper size



Working with Section Breaks

One column
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Click Show/Hide Bl to view nonprinting
characters, such as section breaks.



Using WordArt
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Formatting WordArt

Customize WordArt with a variety of
tools on the contextual Format tab

Home Insert Page Layout References Mailings
Jiy
=T Art rdg
Werdivt wordA"™ wordar, -
Edit  Spacing wﬂ — 3-D Position

) Shadow 3 e ..+ )
Edit S ;L Effacts €] Text Wrapping - Sl

- Farber Investment Group

Resize WordArt by dragging a handle é/zl
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Formatting WordArt

Perspective Shadow

l

Theme Colors
3-D

H EHEN Effects

Ilﬁjlllll
Standard | Dark Blue, Text 2, Darker 25% Add shadow effects
Add fill color




Using Clip Art

* My Collections
» Office Collections

* Web Collections

 Clip Art
* Photographs
* Movies

* Sounds

Search for images in the
Clip Art task pane

Clip Art
Search For;
charts
Search in:
All callections

Results should be:

All media file tyvpes




Using Clip Art

® Sizing and rotating

The mouse pointer as it appears

) . The mouse pointer as it appears
on a clip art sizing handle

on the clip art rotate handle
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Using Clip Art
= Applying picture styles

T'PA Use Live Preview to experiment with Picture Styles.



Setting Up Columns

®" Choose from pre-designed options on the
Ribbon menu

Find more options in the
Columns dialog box
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Setting Up Columns

Several commonly \
used column layouts
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wiidth and spacing

Col #:  Width: Spacing:
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1: 3 - | 0.5

Customize column styles

\ Equal calurnn width

apply to: | Whole document

Cancel
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Working with Column Breaks

® Push headings to tops of columns
= Balance columns

cause anoverall: Stock-Holdingsq|
decrease-in-stock-prices It-is- our-opinion-that-
of-around-10-percent.- technolo gy-will- continue:-
Even-with-rising interest: to-be-the-driving: force-in-

rates, our-Balanced: the-T.S.-economy.-Even-

Portfolio-has-recorded- thoueh-technolo ey-

an-impressive: gain.g| stocks-tend-to-reactive-
Column Break.. ..ot ne gati‘.r e 1},1-- tﬂ . iIltEI'E St'

- TIP

Inserting a column break here A

ensures that the next section Click Show/Hide

begins at the top of the next column to view non-printing characters

like column breaks
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Using Building Blocks

" Insert pre-designed content
= Cover pages, headers and footers, blocks of text

Cubicles
Centered title block with pattern of overlapping blocks at the
bottom

A building block from the Cover Page gallery

13



Using Building Blocks

= Creating custom Building Blocks

'j j j A | 2| Quick Parts =| 2 Signature Line TC Equ
1]

L—}::I Document Property

Header Footer Page Text
Mumber Box =l | Field...

& ¢ Building Blocks Crganizer...
Earberlnvestment Grou p tg | Get More on Office Online...
123 Cherry Blossom Lane
Wooster, OH 44691

\ "

Save custom building block
in Quick Parts gallery,

Save Selection to Quick Part Gallery... sy

Create New Building Block

Marme: Farber Irvestment Group

o iGallery: Headers

assign it to a different gallery
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Using Building Blocks
® Deleting Custom Building Blocks

Building Blocks Organizer

Building Blocks Manager:

Categary Template #*

Flain Mumber

Flain Mumber
Lo Flain Mumber
Double Table 1 ables Built-In
DRAFT 1 w=ent Disclairmers
DRAFT 2

Built-In Building Bl
Built-In Building Bl
Buile-In
Buile-In Buildirg Ela
Built-In Building Bl
Built-In

Fourier Series 5 Built-In
Large 1 Page Mumb,..  Plain Mumber Buildirg Ela

Use the Building Block Organizer
to delete and sort building blocks

15



Applying Themes

= Add color and visual variety

*y Orientation F__: Breaks

[ Size 9 Line Nun

== Columns be~ Hyphena

Use Live Preview to display theme
'J“ﬂ' effects before applying a theme

Farber Investment Group

Farber Investment Group
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Working with Views

-

Print | Full Screen Web  Outline Draft
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Choose a view from the Ribbon

or

use the View buttons at the bottom-
right side of the Word window

Each view is optimized
for specific types of
work

Views change how
documents appear on
screen but have no
Impact on printed
documents




Using Zoom Controls

® Change the magnification

= Control the number of pages you see
on the screen

=] Page Width

i -— i . | _I i -i- |

Zoom controls are e B

Zoom in and out with _ _
controls at the bottom-right available on the Ribbon "

corner of the Word window yzz
AaBbCcDdEeXxY

vZZ
AaBbCcDdEeXxY

See many pages at once
via the Zoom dialog box
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