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Customizine bullets:

To increace or decreacse an indent level:

You can make adjustments to the organization of a multilevel list by increasing
or decreasing the indent levels. There are several ways to change the indent
level.

e To increase the indent by more than one level, place the insertion point at the
beginning of the line, then press the Tab key until the desired level is reached.

R B

e---l---l---]---l---4-
Agenda,

© Call to order
© New member introduction
© Treasurer’'s report

© News and events
o Announcement of Chair’'s retirement
[Farewell dinner
o Oak Park Dedication
O International Arborists Association
© Communications
© New TTI Facebook Page

O Community Service

Figure 1 : lists multilevel level increase
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e To decrease the indent level, place the insertion point at the beginning of

the line, then hold the Shift key and press the Tab key.
|------|-?-e---|---Z---|---3---|---4-

Agenda,
O Call to order

O New member introduction
O Treasurer’s report
O News and events
o Announcement of Chair’'s retirement
o [Farewell dinner
o Oak Park Dedication
o International Arborists Association
O Communications

© New TTI Facebook Fage

O Community Service

Figure 2 : lists multilevel level decrease

® You can also increase or decrease the levels of text by placing the insertion
point anywhere in the line and clicking the Increase Indent or Decrease

Indent commands.

r Paragraph Ta

Figure 3 : lists multilevel level commands
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Pace nrientation:

Word offers two-page orientation options: landscape and portrait. Compare
our example below to see how orientation can affect the appearance and
spacing of text and images.

e Landscape means the page is oriented horizontally.

e Portrait means the page is oriented vertically.

To chanoe nace orientation:

1. Select the Layout tab.
2. Click the Orientation command in the Page Setup group.
3. A drop-down menu will appear. Click either Portrait or Landscape to

change the page orientation.

File Home Insert Design Layout References Mailings Review View Desig

i GEE
i : : i [YLine Numbers~ 2=Left 0" : I: Before: |0 pt
Margins Orientation Size Columns .

= o o o bt Hyphenation= =% Right 0"

4 F 4K

*: After  Opt

up T Paragraph I

L--%Dbpmrait R I B I B SN B S A R
DLanclscapE

Figure 4 : layout orientation menu

4. The page orientation of the document will be changed.

Pace ci7e:

By default, the page size of a new document is 8.5 inches by 11 inches. Depending on
your project, you may need to adjust your document's

Page 4 of 38

{ } ¢ ’L ‘/} /‘@




page size. It's important to note that before modifying the default page size, you should
check to see which page sizes your printer can accommodate.

To chanege the nace size:

1. Select the Layout tab, then click the Size command.

2. A drop-down menu will appear. The current page size is
highlighted. Click the desired predefined page size.

File Home Insert Design Layout References Mailings Review View

3 — L . .
@ rlﬂ_hl ”j :,—| E.reaks Ii&nt E;F::cmg

] ) ) ; :[Jline Numbers~ 2= Left 0" - | 4= Before: Dpt -
Margins Orientation Size  Columns . e "
> = > > bt Hyphenation - =¢ Right: 0" - |¢= After O pt -
Letter Paragraph M

I:I 8.5"% 11" T L T

. o
|:| Legal
8.5"x 14" I}
I:I Executive
7.25" x 10.5"

Ad
I:I . . EASE JOIN US FOR GROVE PUBLICATIONS'
8.27" x11.60

-~ -

3. The page size of the document will be changed.

To use a custom page sjze:

Word also allows you to customize the page size in the Page Setup dialog box.

1. From the Layout tab, click Size. Select More Paper Sizes from the drop-

down menu.
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2. The Page Setup dialog box will appear.

Page 6 of 38

File Home

o 50 E

Margins Orientation

- -

L -

Insert

]

I T I O

Design

Size  Columns a
= bt Hyphenation =

Letter
25" x 11"

Legal
8.5" x 14"

Executive
7.25" x 10.5"

Ad
8.27" x 11.69"

A5
583" x 827"

B3 (JIS)
716" x 10,12

Envelope #10
412" x9.5"

Envelope DL
4.33" x 8.66"

Envelope C5
6.38" x 9.02"

Envelope BS
6.93" x 9.84"

L
v— Breaks =

i Line Mumbers -

Layout References Mailings

|ndent 4
3= Left: 0"

=% Right: 0"

4 k|4 F

- Paragr.
I R

3E JOIN U35 FOR €

ANN
JOLIDA

COCKTA

FoOD, DRINE, .
WILL BE |

Envelope Monarch

3.88" x 7.5"

Ab
413" x 5.83"

Double Japan Postcard Rotated |~

DECEME
5Pm -

CAPITAL CLU
1720 MADI

More Paper Sizes... h

Figure 6 : layout custom size menu
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3. Adjust the values for Width and Height, then click OK.

Page Setup

Margins  Paper Layout
Paper size:

Custom size v

4k

Width: |5
Height: |7]

4k

Paper source
First page:

Default tray [Automatical
Automatically Select
Printer auto select
Manual Feed Tray

Dther pages:
Default tra
Automatically Select

Printer auto select
Manual Feed Tray

Select

hutomatical

Select

Set As Default

Tray 1 Tray 1
Tray 2 Tray 2
Tray 3 Tray 3
Tray 4 Tray 4
Preview
Apply to: | Whole document |~ Print Options...

Cancel

Figure 7 : layout custom size page setup

4. The page size of the document will be changed.

Page margins:
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A margin is the space between the text and the edge of your document. By default,
a new document's margins are set to Normal, which means it has a one-inch space
between the text and each edge. Depending on your needs, Word allows you to
change your document's margin size.

If\ 'Fnlﬁ'mﬂ“ e latdal salel dadl o) ol

Word has a variety of predefined margin sizes to choose from.

1. Select the Layout tab, then click the Margins command.

2. A drop-down menu will appear. Click the predefined margin size you

want.
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File Home Insert Design Layout Refd

il EEIEN-
- . ) ) £[ Line Numbers ~
Margins Orientation Size Columns

- - - - b% Hyphenation ~
Last Custom Setting (F]
Top: 0.3" Bottom: 0.3" .
Left: 0.35" Right:  0.353"
Mormal
Top: 1" Bottom: 1"
Left: 1" Right: 1"
MNarrow
Top: 0.5" Bottom: 0.5" iT APPL]

Left: 0.5" l} Right: 0.5"

Moderate

Top: 1" Bottom: 1" VIATIOMN
Left: 0.75" Right:  0.73"

Wide

Top: 1" Bottom: 1"

Left: 2" Right: 2"

Mirrored

m Top: 1" Bottom: 1"
Inside:  1.253" Outside: 1"

Office 2003 Default
Top: 1" Bottom: 1"
Left: 1.25" Right:  1.23"

MEMNT

Inited States?

victed of a felon

Custom Margins

Custom Margins...

Figure 8 : layout margins menu

3. The margins of the document will be changed.

To use custom mareins:

Word also allows you to customize the size of your margins in the Page Setup dialog
box.

1. From the Layout tab, click Margins. Select Custom Margins from the

drop-down menu.

2. The Page Setup dialog box will appear.
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3. Adjust the values for each margin, then click OK.

Page Setup ? >
Margins Paper Layout
Margins
Top: 75 = Bottom: 75 =
Left: 75 = Right: 75 =
Gutter: o = Gutter position: Left ~
Crientation
Portrait Landscape
Pages
Multiple pages: MNormal e
Preview
Apply to: | Whole document |
Set As Default Cancel

Figure 9 : layout custom margins page setup

4. The margins of the document will be changed.

Haadarec and Enntarc:

The header is a section of the document that appears in the top margin, while the
footer is a section of the document that appears in the bottom margin. Headers and
footers generally contain additional information such as page numbers, dates, an
author's name, and
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footnotes, which can help keep longer documents organized and make them easier to
read. Text entered in the header or footer will appear on each page of the document.

1. Double-click anywhere on the top or bottom margin of your
document. In our example, we'll double-click the top margin.

2. The header or footer will open, and a Design tab will appear on the right
side of the Ribbon. The insertion point will appear in the header or footer.

3. Type the desired information into the header or footer.

4. When you're finished, click Close Header and Footer. You can also press the
Esc key.

5. The header or footer text will appear.

When your document's header and footer are unlocked, the Design tab will appear
on the right side of the Ribbon, giving you various editing options:

e Hide the first-page header and footer: For some documents, you may not
want the first page to show the header and footer, like if you have a cover
page and want to start the page numbering on the second page. If you want
to hide the first-page header and footer, check the box next to Different
First Page.
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ers_Practice - Word Header & Footer Tools

Mailings  Review  View i Q Tellm

H Ly Previous ifferent First Page

[Eip Next Different Odd & Even Pages
g
Goto Goto
dizsitap Erarir Link to Previous | |¥| Show Document Text
Mavigation Options

Figure 10 : header design first page

e Remove the header or footer: If you want to remove all information
contained in the header, click the Header command and select Remove
Header from the menu that appears. Similarly, you can remove a footer

using the Footer command.
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File Home Insert Design Layout References

- £ Quick Parts -
O
T B
@ I |__|Pictur5
Header Footer Page Date & Docurnent Go to
- ~  Mumber~ Time Info~ E‘ﬁ'D”"”EP'Ct“rE Header
Built-in -
Blank
[Typer huore]
Blank (Three Columns)
[Vpe bore] [Type heee] [Tper Berm] .
i
Austin
t
[T Y|
L
Banded
f
]
@ More Headers from Office.com bl
[ Edit Header l
& Bemove Header |>,
1

Figure 11 : header design remove header

e Page Number: You can automatically number each page with the Page
Number command. Review our Page Numbers lesson to learn more.

Page 13 of 38

( } :c ’c 4‘/} @



File Home Insert Design Lay

1 ] = E

Header Footer  Page Date & Document Cu

- * |Number® Time Infor  Par
Header & F [® Top of Page "
= [# Bottom of Page b
l£] Page Margins 2
@ Current Position 3

Erg Eormat Page Mumbers...
5 E;'.; Bernove Page Mumbers

Figure 12 : header design page number

e Additional options: With the commands available in the Insert group,
you can add the date and time, document info, pictures, and more to your
header or footer.

File Home Insert Design Layout References Mailings Review View

D D El}j [E_a |;| |__‘|;| r| EqF’Nr:tmus

Header Footer Page Date & Docurnent Quick Pictures Online || Goto Goto
= ~  Mumber~] Time Info~  Parts - Pictures ||Header Footer

Header & Footer Insert Mavigation

Link to Previous

Figure 13 : header design additional options

To insert the date or time into a header or footer:

Sometimes it's helpful to include the date or time in the header or footer. For
example, you may want your document to show the date when it was created.

( }a ’L “/} @
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On the other hand, you may want to show the date when it was printed, which you
can do by setting it to update automatically. This is useful if you frequently update
and print a document because you'll always be able to tell which version is the
most recent.

1. Double-click anywhere on the header or footer to unlock it. Place the
insertion point where you want the date or time to appear. In our example,

we'll place the insertion point on the line below the author's name.

2. The Design tab will appear. Click the Date & Time command.

2 Word2016_HeadersFooters_Practice - Word Header & Footer Tools

Eert Design Layout References Mailings Review View

E‘B' @ |;| E |_.—‘ r| [Ciq Previous Different First Pag
= - & _

Sl Mext Different Odd & E
Date & Document Quick Pictures Online Goto Goto

Timfl/\\s Info~  Parts~ Pictures Header Footer Link to Previous | |v] Show Document

Insert Mavigation Options

Figure 14 : header datetime command

3. The Date and Time dialog box will appear. Select the desired date or time
format.

4. Check the box next to Update automatically if you want the date to change
every time you open the document. If you don't want the date to change,
leave this option unchecked.

5. Click OK.
6. The date will appear in the header.
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Rreakc:

When you're working on a multi-page document, there may be times when you
want to have more control over how exactly the text flows. Breaks can be helpful
In these cases. There are many types of breaks to choose from depending on what
you need, including page breaks, section breaks, and column breaks.

Date and Time

Available formats: Language:

3162021

Sunday, May 16, 2021

May 16, 2021
5621
2021-05-16
16-May-21
5.16.2021
May. 16, 21
16 May 2021
May 21
May-21

G:40 PM
G:40:50 PM
21:40
27:40:50

5/M16/2021 9:40 PM
5/16/2027 9:40:50 PA

Calendar type:

Gregorian

English (United States) |

[+]\Update automatically!

Set As Default

Cancel

Figure 15 : header datetime dialog

To in<ert a nace hreak:

1. Place the insertion point where you want to create the page break.

2. On the Insert tab, click the Page Break command. You can also press

Ctrl+Enter on your keyboard.
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Design Layout References

B Cover Page~ D lj‘ l__"l_"] =) SmartArt
d lag &

[ Blank Page : _ 11 Chart

_ Table  Pictures Online Shapes

'— Page Break - Pictures - 4 ocreenshot -
Pages Tables llustrations

Figure 1 : break page command

3. The page break will be inserted into the document, and the text will move
to the next page.

*By default, breaks are invisible. If you want to see the breaks in your document, click

the Show/Hide command on the Home tab.
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Cartinn hraalc:-

Section breaks create a barrier between different parts of a document, allowing
you to format each section independently. For example, you may want one section
to have two columns without adding columns to the entire document. Word offers

several types of section breaks.

1. Next Page: This option inserts a section break and moves text after the

break to the next page of the document.

2. Continuous: This option inserts a section break and allows you to continue

working on the same page.

3. Even Page and Odd Page: These options add a section break and move the
text after the break to the next even or odd page. These options may be
useful when you need to begin a new section on an even or odd page (like

with a new chapter of a book).

o

Page 18 of 38

Section Breaks

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

-

[ ]

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

Even Page
Insert a section break and start the new
section on the next even-nurnbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

Figure 2 : break section intro
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To insert a section break:

In our example, we'll add a section break to separate a paragraph from a two-column
list.

1. Place the insertion point where you want to create the break. In our
example, we'll place it at the beginning of the paragraph we want to separate
from two-column formatting.

CLIENTS OVERVIEW

H m

The company added 13 new clients to its roster between December 2015 and

January 2016.
NEW CLIENTS
e Bancroft Preparatory e Peterson’s Precision
Academy Landscaping
e Candy Coaters and Shakes e Shepard, Smith, & Wolfe
Ice Cream Parlor e Tilie's Breakfast and Grill
e Firehouse Dalmatian Rescue o Wakanda Middle School

e Fly by Day Events
e General T. Sanders High
School

e Homes and Hope Charity

e Julia A. Clark Middle School busineses. Newicalagones ot
e Little Jumpers Equestrian business clients we serve include

squad landscaping, event planning, law

e MMason-Bowers Editing and firms, and-ediiing houses.
Proofreading

Tlof the list above, four of the clients
are schools, three are nonprofits,
and six are small fo medium-sized

Figure 3 : break section
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2. On the Page Layout tab, click the Breaks command, then select the desired
section break from the drop-down menu. In our example, we'll select

Continuous so our paragraph remains on the same page as the columns.

References Mailings Revig

D-‘l‘ s '#Breaks* Indent Spacing
O = B

. . . . Page Breaks
Margins Orientation Size Columns

- - - - Page
Mark the point at which one page ends
and the next page begins,

Page Setup

Column

Indicate that the text fellowing the column
break will begin in the next column,

I L

Text Wrapping
Separate text around chjects on web
pages, such as caption text from body text.

Section Breaks

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

-

i IS g W

Continuous

Insert a section break and start the new
section on the same page. I}
Even Page

Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

‘I.
]

Figure 4 : break section command

3. A section break will appear in the document.
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NEW CLIENTS

e Bancroft Preparatory e Peterson’'s Precision
Academy Landscaping

e Candy Coatfers and Shakes e Shepard, Smith, & Wolfe
lce Cream Parlor o Tillie's Breakfast and Grill

e Firehouse Dalmatian Rescue e \Wakanda Middle School

e Fly by Day Events

e General T. Sanders High
School

e Homes and Hope Charity
Julia A. Clark Middle School

e Little Jumpers Equestrian
Squad

¢ Iason-Bowers Editing and
Proofreading

Of the list above, four of the clients
are schools, three are nonprofits,
and six are small fo medium-sized
businesses. New categories of
business clients we serve include
landscaping, event planning, law
firms, and editing houses.

Figure 5 : break section added

4. The text before and after the section break can now be formatted separately.

In our example, we'll apply one-column formatting to the paragraph.
H - & -
File Home Insert Design Layout

E @ IE *— Breaks ~

. . i _ £ Line Mumbers -
Margins Orientation 5Size Columns

b2 Hyphenation -

Page S - M
One I}
Two
Three
Left
Right

== More Columns...
Figure 6 : break section column format

Page 21 of 38

k)
o ® (]

Mohammed Q. Al azzawi

Al Lo o) e
Zidiens
SRR




5. The formatting will be applied to the current section of the document. In
our example, the text above the section break uses two-column formatting,
while the paragraph below the break uses one-column formatting.

NEW CLIENTS
o Bancroft Preparatory o Peterson’s Precision
Academy Landscaping
o Candy Coaters and Shakes e Shepard, Smith, & Wolfe
lce Cream Parlor o Tillie's Breakfast and Grill
e Firehouse Dalmatian Rescue ¢ Wakanda Middle School

o Fly by Day Events

o GCeneral T. Sanders High
School

e Homes and Hope Charity

e Julia A. Clark Middle School

o Little Jumpers Equestrian
Squad

* MMason-Bowers Editing and
Proofreading

Of the list abowve, four of the clients are schools, three are nonprofits, and six are
small fo medium-sized businesses. New categories of business clients we serve
include landscaping, event planning, law firms, and editing houses.

Figure 7 : break section done

ODther tvnec<c of hreakce:

When you want to format the appearance of columns or modify text wrapping
around an image, Word offers additional break options that can help:

1. Column: When creating multiple columns, you can apply a column break to
balance the appearance of the columns. Any text following the column break
will begin in the next column. To learn more about how to create columns in

your document.
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2. Text wrapping: When text has been wrapped around an image or object,
you can use a text-wrapping break to end the wrapping and begin typing on
the line below the image.

T Aalatasa o ranls

By default, breaks are hidden. If you want to delete a break, you'll first need to
show the breaks in your document.

1. On the Home tab, click the Show/Hide command.

2. Locate the break you want to delete, then place the insertion point at
the beginning of the break.

3. Press the Delete key. The break will be deleted from the

document.

Pf\ll N aalalall

Sometimes the information you include in your document is best displayed in
columns. Columns can help improve readability, especially with certain types of
documents—Ilike newspaper articles, newsletters, and flyers. Word also allows you
to adjust your columns by adding column breaks.

TI'\ ﬂfll‘l I"«I'\IIIMI'\I" LT a e Aﬂﬂllml\'\*‘-

1. Select the text you want to format.
2. Select the Layout tab, then click the Columns command. A drop- down
menu will appear.

3. Select the number of columns you want to create.
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File Home Insert Design Layout
E % IE % W= Breaks - Indent

] ) ) ] f[line Numbers~ 2= Left D'
Margins Orientation Size Columns

> = S S bt Hyphenation= = =& Right: 0

Page 5| ] =
L | SR E One SRR B

Two

L3

N tant Co

_ ree

1do

- == Left
. — 2 321.555.17
) % Right trol: 321.555
_‘ o age: 321.555.

=2 More Columns...

Jererar. s 1.555.?266

Figure 8 : columns add menu

4. The text will format into columns.

To remove columnes:

To remove column formatting, place the insertion point anywhere in the columns,
then click the Columns command on the Layout tab.
Select One from the drop-down menu that appears.

Addine column breaks:

Once you've created columns, the text will automatically flow from one column to
the next. Sometimes, though, you may want to control exactly where each column
begins. You can do this by creating a column break.
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To add a column break:

1. Place the insertion point at the beginning of the text you want to move.

2. Select the Layout tab, then click the Breaks command. A drop- down

menu will appear.
3. Select Column from the menu.

4. The text will move to the beginning of the column. In our

example, it moved to the beginning of the next column.

To remove coluimn breaks:

1. click the Show/Hide command on the Home tab.
2. Place the insertion point to the left of the break you want to delete.

3. Press the delete key to remove the break.
Tables:

A table is a grid of cells arranged in rows and columns. Tables can be used to
organize any type of content, whether you're working with text or numerical data.
In Word, you can quickly insert a blank table or convert existing text to a table.
You can also customize your table using different styles and layouts.

To incert a hlank tahle:

1. Place the insertion point where you want the table to appear.
2. Navigate to the Insert tab, then click the Table command.

3. This will open a drop-down menu that contains a grid. Hover over the grid

to select the number of columns and rows you want.

Design Layout References Mailings Review View @ Tell me...

B D E Q QSI :-E: d m 2 E'Vj [ Header~ - -

2] Footer~ 4 - B

Pages  Table Pictures Online Shapes Add-  QOnline Links  Comment Text
Page 2! i T Pictures - @+7 ins™  Video - [#] Page Number~ = pox-
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4. Click the grid to confirm your selection, and a table will appear.
5. To enter text, place the insertion point in any cell, then begin typing.

e To navigate between cells, use the Tab key or arrow keys on your

keyboard. If the insertion point is in the last cell, pressing the Tab key
will automatically create a new row.

To ronvert aevictino tavt tn 2 +abla:

In this example each line of text contains part of a checklist, including chores and
days of the week. The items are separated by tabs. Word can convert this
information into a table, using the tabs to separate the data into columns.

Weekly Chore Schedule W

July 1—July5 # -
Monday Tuesday Wednesday Thursday
Homework X X School holiday

Feed fish X X X
Dishes X X X
Sweeping

Recycling X X

s

1. Select the text you want to convert to a table.
2. Go to the Insert tab, then click the Table command.

3. Select Convert Text to Table from the drop-down menu.
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Design Layout References Mailings

B o [ad [P0 ([ O |[&]| T |Breeer s
= = N " | 2 = [Z] Footer ~ 4 - B
Pages  Table Pictures Online Shapes Add- Online Links Comment Text 2 Sy
= - Pictures ~ @+~ ins~  Video = [£] Page Number ~ Box ~ ==
Insert Table Media Comments Header & Footer Text
(S =lE "7}‘1""‘{"'-|---2-‘-|---3--~|~--4‘--|---5-A-|---6--~|--b

I o “ —::*if,‘ore Schedule N

1] I [ N §7A
g \ il | B -
: E Insert Table...
b [ Drow Table Tuesday Wednesday Thursday
- — X School holiday
- =% Convert Text to Table... % X X
e C?g Excel Spreadsheet X
= BN Quick Tables >
- RRISAOS e X

P e Lspuv 1V . LlUUILIV VULLIVVVLI L 11IvILUu

4. A dialog box will appear. Choose one of the options under Separate text
at. This is how Word knows what to put into each column.

Conwvert Text to Table 7 ot
Table size
Mumber of columns: 5 =
Mumber of rows: 6 =

AutoFit behavior

@ Fixed column width: | Auto

LI

l::l AutoFit to contents

() AutoFit to window

Separate text at
l::l Paragraphs C} Commas

C} Other: |-

Figure 11 : table convert dialog

5. Click OK. The text will appear in a table.
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You can easily change the appearance of your table once you've added one to your
document. There are several options for customization, including adding rows or
columns and changing the table style.

TI‘\ "\AI‘I S VM\Y\AF rAr f‘-l“\IIIMhl

Hover outside the table where you want to add a row or column. Click the plus
sign that appears, a new row or column will be added to the table.

® You can also right-click the table, then hover over Insert to see various

row and column options.

Tﬂ I"l!'\ll'\+.f\ Al JdarYy Y al & I‘f‘\lllml"\l

1. Place the insertion point in the row or column you want to delete.
2. Right-click, then select Delete Cells from the menu.

3. A dialog box will appear. Choose Delete entire row or Delete entire
column, then click OK.

4. The row or column will be deleted.

T arnndvs A Fahla chvilas

Table styles let you change the look and feel of your table instantly. They
control several design elements, including color, borders, and fonts.

1. Click anywhere in your table to select it, then click the Design tab on the far
right of the Ribbon.
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2. Locate the Table Styles group, then click the More drop-down arrow to
see the full list of styles.

H ©-

File

+'| Header Row

Total Row

r

Banded Rows

(&} =

Home Insert Design
+| First Column
Last Column

Banded Columns

Tabile Style Options

.gg.

Layout

.&..

Word2016_Tables_Practice - Word

References

Mailings

Rewview  Wiew

Table Styles

Weekly Chore Schedule
July 1 —July 5 =

C= R -

More

Table Tools

1 p—
%Shading F

Layout

Border
Styles - z Pen Color =

Borders

Cuickly change the visual style of
your table,

Each style uses a unigque
combination of borders and

»

-

shading to change the appearance
of your table. Hover over a style in
the gallery to preview it in your

Wk

Borders Bo
= Pai
V.

document.
-+
| Monday Tuesday Wednesday Thursday Friday
Homework X kS School holiday
Feed fish X X X
Dishes X kS X
Recycling b *

3. Select the table style you want.

4. The table style will appear.
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July1—July5 &

Monday

| Homework B

| Feed fish B
| Dishes B
Recycling X

Tuesday
X

X
X
X

Wednesday

X
X

LK ]
L B
=t

Thursday

School holiday

Figure 13 : table style result

AT

Friday

Al Lo o) e

o sl 7

4

Kar

Mohammed Q. Al azzawi




To modify table stvle options:

Once you've chosen a table style, you can turn various options on or off to change
its appearance. There are six options: Header Row, Total Row, Banded Rows,
First Column, Last Column, and Banded Columns.

1. Click anywhere in your table, then navigate to the Design tab.

2. Locate the Table Style Options group, then check or uncheck the desired

options.

Review View

File Home Insert Design Layout References Mailings

v Header Row  |v| First Column B | m—— - .,..l’il_‘) v
| | Total Row Last Column s IEE=m= | ERERS ¥ e Yz pt v —
EZZZ |mmS== | m=c== [—|Shading | Border'—; Borders Bo
| | Banded Rows %Banded Columns b = Styles v LZ Pen Color ~ Yy Pai
Table Style Options Table Styles Borders
: B -a.: B 5. @K 6 0

= “ 1T Banded Columns

Display banded columns, in which
1 even columns are formatted
differently from odd columns.

W

nw>enw>

This banding can make tables easier

1 to read. -
3 e

p 8 15u1\.« 1T . ravilv 111\1\,111)’ UPLIULLO

w N -

i WwET
- T

3. The table style will be modified.

To applvy borders to a table:

1. Select the cells you want to apply a border to.
2. Use the commands on the Design tab to choose the desired Line Style,
Line Weight, and Pen Color.
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= Word2016_Tables_Practice - Word Table Tools

Insert Design Layout References Mailings Review View i Layout Q Tell me... Julia Fillory ,Q'_.Share
First Column e | —— é

= HEEEE HEEEE
Last Calumn =-=- |BB=E= | RE=E= |- Y pt e

Z--Z |BZzEz | B=Z=Z '~ Shading || Border orders Border
Banded Columns - o Styles - Epen Color = ~  Painter
Options Table Styles Eorders P -
# ... .. @ ... .38 ... 3. . 4. . @07 |

3. Click the drop-down arrow below the Borders command.

4. Choose a border type from the menu.

Word2016_Tables_Practice - Word able Tools - m| X

Insert Design Layout References Mailings Review View

First Column r—— N ["1‘/)
st Cohimn =-z- |BE=E: | BEcE- [L| 5T 1% pt
ZZZZ |BEZ2Z | BEZZI | Shading Border —;
Banded Columns b v Styles ¥ L# Pen Color ~
Options Table Styles Borders i
b W o2 o 3. o4 @ 5. W6

i Top Border
i Left Border
Right Border

#+  No Border
: All Borders
2kly Chore Schedule qy;a /%, e
—July 5 Qf% - - 2= Inside Borders
== |Inside Horizontal Border
Monda Tuesda Wednesda Thursda [CE £ Inside Vertical Border
X School holiday

bwork B
fish  [b¢ X
S < X X
ling  [B3 X

X

Horizontal Line

=

[ Draw Table

fE View Gridlines

[} Borders and Shading...

5. The border will be applied to the selected cells.

Flowchart

flowchart is a diagram that depicts a process, system or computer algorithm. They
are widely used in multiple fields to document, study, plan, improve and
communicate often complex processes in clear, easy- to-understand diagrams.
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Flowcharts, sometimes spelled as flow charts, use rectangles, ovals, diamonds and
potentially numerous other shapes to define the type of step, along with connecting
arrows to define flow and sequence.

L ¥

Nurse protocols on Home Patient
patient care at home Protocol

-

Use of biosafety equipment

-

-

COVID - 19 Disease
Monitoring v .

1
Treatment of COVID - 19 B4l
Disease

Final advice to the Patient
with COVID - 19

Medical Consultation
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Flowchart symbols

Here are some of the common flowchart symbols: -

; ; Terminator
Terminal/Terminator

Process

Process

Decision

Decision

Document

Document
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Data, or Input/Output

Stored Data

Flow Arrow

Comment or Annotation

Predefined process

Page 35 of 38

Data

Database

Note Note

Predefined
Process

Ao liwe gy Ao

Sottlsell

craWi— —
Mohammed Q. “IZAI zawi




How to make a Flowchart in Word

it’s possible to make a flowchart in Word directly and this helpful guide will
show you how.

1. Open a blank document in Word
2. Add shapes

To begin adding shapes to your flowchart in Word, you have two options. Begin by going
to the Insert tab within the Ribbon and choose SmartArt or Shapes.

File Home Design Layout References WETI Review
BDOH B [ dlds @ P g
4 Prasy i) -
[_| _g —%;‘ /l/ i IChan
Cover Blank Page Table Pictures Online Shapes Icons 3D S 5 S
Page ~ Page Break > Pictures’ = Models ~ @+ >Creens B
Pages Tables Recently Used Shapes

ENNOOCOA1LL=>LG
2\ { } %

Lines
RN N Ty % BRI %
Rectangles

e ) i

Basic Shapes
BEOANOINAOOOO®®
®Lo0Orky s0og
OO0O®ALHNOVYONE C 3™
O CJ3{}

Block Arrows

DE LTS EPRIS
CdunmmoDD[PLPdh
g egct

Equation Shapes

p= R e = A

Flowchart
Oo<sc/O0Udge0dyY
CUANKD X ¢ AVAD
Qe O
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3. Add text

add text by double-clicking the object and begin typing. To customize the font,
use the toolbox that pops up when a desired shape is selected.

4. Add lines

To draw lines between shapes, click Insert > Shapes and select a line style.
Then click and drag on the page to add a line.

5. Format shapes and lines

Primary Theme Colors A

s 2] CH ] -am

Wake up ’ | Get ready ?{E} [ ] ..
.. I . =
Il [y | Il .
Go torr:he ’ Go home Accent 1
il mml Tl T
CH ] - . =

-
A‘Q‘ . - a -~
%] Recolor Pictures in SmartArt Graphic
L]
2 I =

Style [ Color Layout

To edit text layout, click the Layout Options icon that appears when you right
-click a text box and pick your preferred layout. You can also view the rest of
the option when you click See More.

Move a shape or lines anywhere on the Word document by simply clicking and
dragging. If you’re trying to resize the image, just click and drag from a corner
or edge and use the handle icon to rotate the shape.

https:/www.lucidchart.com/pages/ <lakiall sLilY aga a8 sa
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https://www.lucidchart.com/pages/
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