I.C. Adnan Menderes University Faculty of Engineering

CSE111 Introduction to Computer Applications

Lecture 5
Introduction to MS Word 2010 - Part 2

Prepared by Asst. Prof. Dr. Mohamed KURDI
Revised and presented by Asst. Prof. Dr. Samsun M. BASARICI



Summary of The Last Lecture

- Editing Documents
- Entering & Inserting Text
. Selecting & Deleting Text
- Copying & Moving Text
- Formatting Text
- Changing the Font, the Font Size, and the Font Color.
- Highlighting Text.
- Bolding Text &Underlining Text.
. Strikethroughing Text.
- Adding Text Effects.
. Subscripting and Superscripting Text.
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. Copying & Clearing Text Format.



Learning Objectives

Apply the following skills:
- Aligning Paragraphs
- Changing Line and Paragraph Spacing
. Indenting Paragraphs
. Setting Tab Stops
. Creating Bulleted and Numbered Lists
. Adding Borders and Shading
- Applying, Modifying, and Creating Styles
- Applying Headings

- Previewing Documents
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- Printing Documents



Outlines

- Formatting Paragraphs

- Aligning Paragraphs

- Changing Line and Paragraph Spacing

- Indenting Paragraphs

. Setting Tab Stops

- Creating Bulleted and Numbered Lists

- Adding Borders and Shading

- Applying Styles

- Creating Headings
- Previewing and Printing Documents

- Previewing Documents
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Objective
Method

Skill 1- Aligning Paragraphs

Faculty of Engineering
About The Faculty

Faculty of Engineering was established in 2008 and consists of the Mechanical, Food,
Electronics, Computer and Civil Engineering Departments. Education and training
facilities in specified section of Engineering Faculty is currently under construction.

Faculty of Engineering
About The Faculty

Faculty of Engineering was established in 2008 and consists of the Mechanical, Food,
Electronics, Computer and Civil Engineering Departments. Education and training
facilities in specified section of Engineering Faculty is currently under construction.
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Skill 1- Aligning Paragraphs

1- Select the text.
2- On the Home tab, in the Paragraph group, click on:

diting Paragrapk

Review View MathType Acrobat

=== 1= & -

Paragraph

Align Text Left

Objective
Method
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Skill 1- Aligning Paragraphs

1- Select the text.
2- On the Home tab, in the Paragraph group, click on:

diting Paragrapk
Review View MathType Acrobat
== uEe = alw b9
=EE== = &
I Paragraph
Align Text Left Center

Objective
Method
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Skill 1- Aligning Paragraphs

1- Select the text.
2- On the Home tab, in the Paragraph group, click on:

diting Paragrapk
Review View MathType Acrobat
=RE =RedR 2 Al LIRETAN |
=== = | &y~ -
I Paragraph
Align Text Left Center  Align Text Right

Objective
Method
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Objective
Method

Skill 1- Aligning Paragraphs

1- Select the text.
2- On the Home tab, in the Paragraph group, click on:

diting Paragrapk
Review View MathType Acrobat
=Re SRG AR - 4l LR TN
=== (= | & &~
I Paragraph
Align Text Left Center  Align Text Right Justity
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Objective
Method

Skill 1- Aligning Paragraphs

1- Select the text.
2- On the Home tab, in the Paragraph group, click on:

diting Paragrapt

Review View MathType Acrobat

Paragraph

Align Text Left Center  Align Text Right Justify

Or click on the Paragraph dialog box launcher, then select the desired Alignment
option in the General section on the Indents and Spacing tab

Paragraph &lﬂ

Indents and Spacing | Line and Pade Breaks |

General

Algrment; [T |
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Objective
Method

Skill 2- Changing Line Spacing

Faculty of Engineering
About The Faculty

Faculty of Engineering was established in 2008 and consists of the Mechanical, Food,
Electronics, Computer and Civil Engineering Departments. Education and training
facilities in specified section of Engineering Faculty is currently under construction.

Faculty of Engineering
About The Faculty

Faculty of Engineering was established in 2008 and consists of the Mechanical, Food,
Electronics, Computer and Civil Engineering Departments. Education and training

facilities in specified section of Engineering Faculty is currently under construction.
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Objective

Method
Skill 2- Changing Line Spacing
1- Select the text. = m"\‘"‘" ZEhy i
2- On the Home tab, in the Paragraph = s
group, click on Line and Paragraph 15
Spacing select the desired line spacing \ 20
option. jj

Line Spacing Options...

Add Space Before Paragraph

= =

Remove Space After Paragraph
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Objective
Method

Skill 2- Changing Line Spacing

1- Select the text.
2- On the Home tab, in the Paragraph

group, click on Line and Paragraph
Spacing select the desired line spacing \

option.

Or click on the Paragraph dialog box
launcher, then on the Indents and
Spacing tab, in the Spacing section,
either select the desired option from the
Line spacing list

Sy~ il Th

3.0

Line Spacing Options...

é Add Space Before Paragraph
% Remove Space After Paragraph
Spacing
Before: opt = Line spacing: At:
= Multiple =
Don't add space beltmssagaragrag Single

Preview

1.5 lines

At least
Exactly

Multiple
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Objective

Method
Skill 2- Changing Line Spacing
1- Select the text. = m"\‘"‘" ZEhy i
2- On the Home tab, in the Paragraph = s
group, click on Line and Paragraph 15
Spacing select the desired line spacing \ 20
option. jj

Line Spacing Options...

& Add Space Before Paragraph

= Remove Space After Paragraph
Or click on the Paragraph dialog box
launcher, then on the Indents and
Spacing tab, in the Spacing section,
either select the desired option from the ™™ oo
Line spacing list, or enter the desired = o 5
value in the At box, then click OK Dor't add spage Deesagaragrag SN0

1.5 lines

At least
Exactly

Multiple
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Objective
Method

Skill 3- Paragraph Spacing

Vision

We believe that the purpose of our faculty is education, research-practice, producing and
extending science and service to the society.

We have the knowledge and the responsibility to be worthy of our Country, Association and our

Faculty.

We believe that the purpose of our faculty is education, research-practice, producing and
extending science and service to the society.

Vision

We have the knowledge and the responsibility to be worthy of our Country. Association and our
Faculty.
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Skill 3- Paragraph Spacing

1- Select the text.

2- On the Home tab, in the Paragraph
group, click and then click Add Spac
Before Paragraph or Add Space
After Paragraph

il

3.0
Line Spacing Options...
Add Space Before Paragraph

Add Space After Paraaraph
| Add Space B

Objective
Method
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Objective

Method
Skill 3- Paragraph Spacing
—
= o 1 £
1- Select the text. 10 -
2- On the Home tab, in the Paragraph if D
group, click and then click Add Spac 2 ==
Before Paragraph or Add Space 25 §_
After Paragraph 30 @
Line Spacing Options... i
2 Add Space Before Paragraph E"z
= Add Space After Paraarach ﬁ
| Add Space B 1%
Or click on the Paragraph dialog box
launcher, then on the Indents and Spacing ﬂnT
Spacing tab, in the Spacing section, Before:[126t 5 Lige spacing: At ,
enter the desired value in the Before or = 12t = wite _|m] (108 2 9.
After box, and then click the OK button 1 oesistesnpaesspmsetfeseneshie 8
R
E-



Objective
Method

Skill 4- Paragraphs Indenting

R SR RS S S
=r T T

Faculty of Engineering
About The Faculty
Faculty of Engineering was established in 2008 and consists of the Mechanical, Food,
Electronics, Computer and Civil Engineering Departments. Education and training facilities in

specified section of Engineering Faculty is currently under construction.

Vision

We believe that the purpose of our faculty is education, research-practice, producing and
extending science and service to the society.

‘We have the knowledge and the responsibility to be worthy of our Country, Association and our
Faculty.

Faculty of Engineering

About The Faculty

Faculty of Engineering was established in 2008 and consists of the Mechanical, Food, Electronics, Computer and
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Civil Engineering Departments. Education and training facilities in specified section of Engineering Faculty is

currently under construction.

Vision

Buriaawmb

We believe that the purpose of our faculty is education. research-practice, producing and extending science and
service to the society.

We have the knowledge and the responsibility to be worthy of our Country, Association and our
Faculty.



Objective
Method

Skill 4- Paragraphs Indenting
1-Using the Ruler

» To change the left indent of the entire paragraph, Select it, then drag the Left Indent marker
to the position where you want the text to start.

— .
Left Indent Marker
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Objective
Method

Skill 4- Paragraphs Indenting
1-Using the Ruler

» To change the left indent of the entire paragraph, Select it, then drag the Left Indent marker
to the position where you want the text to start.

— .
Left Indent Marker
 To change the right indent of the entire paragraph, Select it, then drag the Right Indent

marker the position where you want the text to end. Right Indent Marker
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Objective
Method

Skill 4- Paragraphs Indenting
1-Using the Ruler

» To change the left indent of the entire paragraph, Select it, then drag the Left Indent marker
to the position where you want the text to start.

— .
Left Indent Marker
 To change the right indent of the entire paragraph, Select it, then drag the Right Indent

marker the position where you want the text to end. Right Indent Marker

e B G

* To create a first line indent, drag the First Line Indent marker to the position where
you want the first line to start

First Line Indent Marker
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Objective
Method

Skill 4- Paragraphs Indenting
1-Using the Ruler

» To change the left indent of the entire paragraph, Select it, then drag the Left Indent marker
to the position where you want the text to start.

— .
Left Indent Marker
 To change the right indent of the entire paragraph, Select it, then drag the Right Indent

marker the position where you want the text to end. Right Indent Marker

e B G

* To create a first line indent, drag the First Line Indent marker to the position where
you want the first line to start

First Line Indent Marker

» To create a hanging indent, drag the Hanging Indent marker to the position where
you want all lines except the first line to start.

— < Hanging IndentMarker | . B
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Objective
Method

Skill 4- Paragraphs Indenting
2-Using the Ribon

Select the paragraph that you want to indent, then on the Home tab, in the Paragraph
group, do one of the following:
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Objective
Method

Skill 4- Paragraphs Indenting
2-Using the Ribon

Select the paragraph that you want to indent, then on the Home tab, in the Paragraph
group, do one of the following:

||I LR
Wi

Paragraph

To decrease the left indent
of the paragraph in half-
inch increments, click the
Decrease Indent button
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Objective
Method

Skill 4- Paragraphs Indenting
2-Using the Ribon

Select the paragraph that you want to indent, then on the Home tab, in the Paragraph
group, do one of the following:

||I LR
Wi

AR B

Paragraph

To decrease the left indent To increase the left indent
of the paragraph in half- of the paragraph in half-
inch increments, click the Inch increments, click the
Decrease Indent button Increase Indent button.
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Objective
Method

Skill 4- Paragraphs Indenting

3-Using the the Paragraph Dialog Box.

Select the paragraph that you want to indent , then click the dialog box launcher in
the Paragraph group to open the Paragraph dialog box. On the Indents and Spacing
tab, in the Indentation section

To change the left

Indentation
indent of the entire Before text: |05, |2 Specil -
paragraph,  enter /’Fm o) [o]
the desired value
at Before Text
box, then click
OK.

Mirror indents
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Objective
Method

Skill 4- Paragraphs Indenting

3-Using the the Paragraph Dialog Box.

Select the paragraph that you want to indent , then click the dialog box launcher in
the Paragraph group to open the Paragraph dialog box. On the Indents and Spacing
tab, in the Indentation section

To change the left

Indentation
indent of the entire Before text: [0y, |2 Specil -
paragraph,  enter /’Fm o) [o]
the desired value
at Before Text
box, then click
OK.

Mirror inden

To change the right
indent of the entire
paragraph, enter the
desired value at
After Text box,
then click OK.
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Objective
Method

Skill 4- Paragraphs Indenting

3-Using the the Paragraph Dialog Box.

Select the paragraph that you want to indent , then click the dialog box launcher in
the Paragraph group to open the Paragraph dialog box. On the Indents and Spacing
tab, in the Indentation section

To change the left

Indentation

indent of the entire w} . . .
paragraph, enter ——— Me=e g = (none)

the desired value
at Before Text
box, then click

(nane
First line
Hangin

Mirror inden

To change the First line indent

OK. To change the right or the Hanging indent :
indent of the entire 1-Select First Line or Hanging
paragraph, enter the from the Special list box.

desired value at
After Text box,
then click OK.
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Objective
Method

Skill 4- Paragraphs Indenting

3-Using the the Paragraph Dialog Box.

Select the paragraph that you want to indent , then click the dialog box launcher in
the Paragraph group to open the Paragraph dialog box. On the Indents and Spacing
tab, in the Indentation section

To change the left

Indentation

indent of the entire w} . . .
paragraph, enter ——— Me=e g = (none)

the desired value
at Before Text
box, then click

(nane
First line
Hangin

Mirror inden

To change the First line indent

OK. To change the right or the Hanging indent :
indent of the entire 1-Select First Line or Hanging
paragraph, enter the from the Special list box.

desired value at 2-Enter the desireed value at

After  Text  box, By box,then click OK.
then click OK.
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Objective
Method

Skill 4- Paragraphs Indenting

3-Using the the Paragraph Dialog Box.

Select the paragraph that you want to indent , then click the dialog box launcher in
the Paragraph group to open the Paragraph dialog box. On the Indents and Spacing
tab, in the Indentation section

To change the left

Indentation

indent of the entire w} . . .
paragraph, enter ——— M==e 0 g = (none)

the desired value @t
at Before Text e
box, then click

(nane
First line
Hangin

To change the First line indent

OK. To change the right or the Hanging indent :
indent of the entire 1-Select First Line or Hanging
paragraph, enter the from the Special list box.

desired value at 2-Enter the desireed value at
After  Text  box, By box,then click OK.
then click OK.
Note:When you choose this, Left and Right become Inside and Outside. This is for book
style printing.
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Skill 5- Setting Tab Stops

* You can align lines of text in different locations across the page by using tab stops.
By default, Word 2010 sets left-aligned tab stops every half inch from the left margin.
* It is possible to set custom tab stops exactly where you need them.

» The easiest way to set tab stops is to use the horizontal ruler.

=

N S R S B B B SR - S . S

/ |
Left Tab: Aligns thes‘ab; dryws a Center Tab: Aligns Right Tab: Aligns

left end of the text vertical line Xt the the center of the text the center of the text
with the tab stop. position of th tab with the tab stop.  with the tab stop.

stop.

Decimal Tab: Aligns
the decimal point in

the text with the tab

stop.
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Skill 5- Setting Tab Stops

To set a custom tab stop:

1. Click the tab selector on the left side of the horizontal ruler until it displays the
desired tab stop.

|! |I2I1I2III4IEI5)’~.,'I
= T T T T T T T T T T T T T
Right Tab
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Skill 5- Setting Tab Stops

To set a custom tab stop:

1. Click the tab selector on the left side of the horizontal ruler until it displays the
desired tab stop.

J |"'""2"'""1"'""2"""'3"""'4"'""5"'""5-"'r‘]‘-."':"""
= T T T T T T T T T T T T T
Right Tab

2. Click the bottom edge of the horizontal ru&er where you want to set the tab stop.
@'ll-' ------ 5 ------- 1+ 1 '-.-z--. ----- J|4|=|=.,J\?|
-
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Skill 5- Setting Tab Stops

To set a custom tab stop:

1. Click the tab selector on the left side of the horizontal ruler until it displays the
desired tab stop.

|! |"'""2"'""1"'""2"""'3"""'4"'""5"'""5-"'r‘]‘-."':"""
= T T T T T T T T T T T T T
Right Tab

2. Click the bottom edge of the horizontal ruler where you want to set the tab stop.
@I ------ ﬁ ------- T ERS I f.;l..y\;.
[]

3. Press the Tab key to move to the tab stop.
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Skill 5- Setting Tab Stops

To set a custom tab stop:

1. Click the tab selector on the left side of the horizontal ruler until it displays the
desired tab stop.

|! |"'""2"'""1"'""2"""'3"""'4"'""5"'""5-"'r‘]‘-."':"""
= T T T T T T T T T T T T T
Right Tab

2. Click the bottom edge of the horizontal ruler where you want to set the tab stop.
@I ------ ﬁ ------- T ERS I f.;l..y\;.
[]

3. Press the Tab key to move to the tab stop.

Note: to delete a tab stop, drag it drag it off the horizontal ruler.
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Objective
Method

Skill 6 - Creating Bulleted Lists

Vision

We believe that the purpose of our faculty is education, research-practice, producing and extending science and
service to the society.

We have the knowledge and the responsibility to be worthy of our Country, Association and our
Faculty.

v

Vision

¥ Webelieve that the purpose of our faculty 1s education, research-practice, producing and extending science
and service to the society.
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» Wehave the knowledge and the responsibility to be worthy of our Country, Association and our Faculty.

Values

»  We place students at the core of our educational mission.

=  We strive for excellence in research.

Buriaawmb



Objective
Method

Skill 6 - Creating Bulleted Lists

Vision

We believe that the purpose of our faculty is education, research-practice, producing and extending science and
service to the society.

We have the knowledge and the responsibility to be worthy of our Country, Association and our
Faculty.

Creating a bulleted
list from written text

v

Vision

¥ Webelieve that the purpose of our faculty 1s education, research-practice, producing and extending science
and service to the society.

» Wehave the knowledge and the responsibility to be worthy of our Country, Association and our Faculty.

Values
»  We place students at the core of our educational mission.

=  We strive for excellence in research.
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Objective
Method

Skill 6 - Creating Bulleted Lists

Vision

We believe that the purpose of our faculty is education, research-practice, producing and extending science and
service to the society.

We have the knowledge and the responsibility to be worthy of our Country, Association and our
Faculty.

Creating a bulleted
list from written text

v

Vision

¥ Webelieve that the purpose of our faculty 1s education, research-practice, producing and extending science
and service to the society.

» Wehave the knowledge and the responsibility to be worthy of our Country, Association and our Faculty.

Values
»  We place students at the core of our educational mission. Creatlng a bulleted llst
»  We strive for excellence in research. Whlle ertlng the teXt
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Objective
Method

Skill 6 - Creating Bulleted Lists

To create a bulleted list from written N Editing Paragraphdr

teXt: Review View MathType Acrobat
imlv|i= oy | EEEE (e | 2] | O
1. Select the text. /_j e ’
S ===- 1= -
2. On the Home tab, in the Paragraph -

group, click the Bullets button. Bullets re—

Start a bulleted list.

Click the arrow to choose different
bullet styles.
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Objective
Method

Skill 6 - Creating Bulleted Lists

To create a bulleted list from written diting Paragraphdr
teXt' Review View MathType Acrobat

1. Select the text. /_EEE_' = = [ w AN |

2. On the Home tab, in the Paragraph -
group, click the Bullets button. Bullets re—

Start a bulleted list.

3. If you want to choose a different
4 Click the arrow to choose different
bullet style, click the arrow bullet styles.

A= E = w81

Al
Recently Used Bullets
® | ’-’
Bullet Library
&+
None ® @) [ | o+ "
» v

Document Bullets

e » =

<= Change List Level

Define Mew Bullet...
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Objective
Method

Skill 6 - Creating Bulleted Lists

To create a bulleted list from written diting Paragraphdr

Review View MathType Acrobat

text:

1. Select the text. /_; E:E E_ :E;E ; w A

2. On the Home tab, in the Paragraph — o Pa,:g,.aph r
group, click the Bullets button. Bullets R

3. If you Want tO Choose a different Start a bulleted list.
Click the arrow to choose different

bullet style, click the arrow bullet styles.

g To create a bulleted list while writing the text:

Al
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e 1. Click in the document where you want to add the
* || ®* |~ list.
e | @ | O W e 2. On the Home tab, in the Paragraph group, click
o v the Bullets button .
»~
Peocument Bulets 3. Type the text for the first list item.
o »~ =
Py — : 4. Press the Enter key to add the next list item.

Define Mew Bullet...

5. To end the list, press the Enter key twice.



Objective
Method

Skill 7 - Creating Numbered Lists

DEPARTMENTS

The faculty has five departments:
Civil Engineering

Computer engineering

Electrical & Electronic Engmeering
Food Engineering

Mechanical Engineering|

DEPARTMENTS
The facultyhas five departments:

1. Civil Engineering

]

Computer engineering

Electrical & Electronic Engineering

¥ N W]

Food Engineering

LA
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Objective
Method

Skill 7 - Creating Numbered Lists

diting Paragraphdri

To create a numbered list from written | |
Review View MathType Acrobat

text: _
= v|i=|eltizr | EEEE (| 4] 9@
1. Select the text. TS e
2. On the Home tab, in the Paragraph Paragraph
group, click the Numbering button. -~ Numbering L

Start a numbered list.

Click the arrow to choose different
numbering formats.
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Objective
Method

Skill 7 - Creating Numbered Lists

diting Paragraphdri

To create a numbered list from written
text:

1. Select the text.

2. On the Home tab, in the Paragraph
group, click the Numbering button. | Numbering I

Start a numbered list.

Review View MathType Acrobat

4 —

== a4 |

- | =~ > B o
= {b‘ i

Il
1
arae
4

‘ \,n

Paragraph

3. If you want to choose a different
Numbering style, click the arrow

Click the arrow to choose different
numbering formats.

SN EE o T
Recently Used Number Formats
1

2
3
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None 2 )
3 3)
1. A a)
Il B. b)
1. C. )
a. I &
b ii
[ iii.
i
Document Number Formats !
1
2
3

<= Change List Level
Define Mew Mumber Format...
;g Set Numbering Value...



Objective
Method

Skill 7 - Creating Numbered Lists

diting Paragraphdri

To create a numbered list from written
text:

Review View MathType Acrobat

=-[E['w (== el 49
1. Select the text. ====- 1= | &~ -
2. On the Home tab, in the Paragraph Paragraph

Numbering |

group, click the Numbering button.

Start a numbered list.

3. If you want to choose a different
Numbering style, click the arrow

Click the arrow to choose different
numbering formats.
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' h To create a numbered list while writing the text:

| 1. Click in the document where you want to add the
R (1 list.

—|[r—][» | 2. On the Home tab, in the Paragraph group, click

| | | the Numbering button .

: 3. Type the text for the first list item.

: | 4. Press the Enter key to add the next list item.

| st et ’ 5. To end the list, press the Enter key twice.



Objective
Method

Skill 8 - Creating Multilevel Lists

Faculty of Engineering Faculty of Engineering

About The Faculty 1. About TheFaculty
a. Faculty of Engineering was established in 2008 and consists of the
Faculty of Engineenng was established in 2008 and consists of the Mechanical, Food,

Mechanical, Food, Electronics, Computer and Civil Engineering
Electronics, Computer and Civil Engmeenng Departments. Education and traming

o _ ) _ _ _ ) Depa.rtments. Education and training facilities in specified section of
facilities in specified section of Engmeenng Faculty 1s currently under construction.

Engineering Faculty is currently under construction.
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Vision
» We believe that the purpose ofour faculty is education research-practice, 2. Vision
producing and extending science and service to the society. a. We believe that the purpose of our faculty is education, research-practice,
» We have the knowledge and the responsibility to be worthy of our Country, > producing and extending science and service tothe society.
Aszzociation and owr Faculty. b. Wehave the kmowledge and the responsibilitv to be worthy of our
Country, Association and our Faculty.
DEPARTMENTS
The faculty has five departments: 3. DEPARTMENTS
1. Civil Engineerning a. The faculty has five departments:
2. Computer engmeenng b. Civil Engineering
3. Electrical & Electronic Engineering c. Computer engineering
4. FoodEngineering d. Electrical & Electronic Engineering
3. Mecharnical Engineenng e. Food Engineering )

-
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o
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f. Mechanical Engineering



Objective
Method

Skill 8 - Creating Multilevel Lists

g=|| FEE e | 8] | @

AaBbCclh
To create a Multilevel list from written text: Current List
1.
1. Select the text. -
2. On the Home tab, in the Paragraph group, click the List Library
Multilevel List button, and select the desired style ) " b
from the gallery. ) 111,
3. To change the list level, do one of the following: * Artice | Head | 1 Heading
= Section 1.01 H | 1.1 Heading 2

(a) Heading ¥ | 1.1.1 Heading |

* Press the Tab key or the Increase Indent button to
demote the list level. | Heading 1 || Chapter 1 Hea

A Heading ] | Heading 2
1. Headin| | Heading 3

* Press Shift+Tab or Decrease Indent to promote the list
level.

Lists in Current Documents

o
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Define Mew Multilevel List...

Define Mew List Style...



Objective
Method

Skill 8 - Creating Multilevel Lists

See| | FEEE e | 8] W
To create a Multilevel list while writing the text: —
1. Click in the document where you want to add the list. b
2. On the Home tab, in the Paragraph group, click the m;

Multilevel List button . , §
MNone a) 11
3. Type the text for the first list item. ) 441
4. Do one of the following : : Autice | Hoad | 1 Heading 1
Section 1.01 H | 1.1 Heading 2

(a) Heading ¥ | 1.1.1 Heading |

a. Press the Enter key to add the next item in the same
level. . Heading 1 Chapter 1 Hea|

A Heading ] | Heading 2
1. Headin| | Heading 3

b. Press the Enter, then Tab or the Increase Indent
button to demote the list level.

Lists in Current Documents

o

c. Press Shift+Tab or Decrease Indent to promote the
list level. -

Define Mew Multilevel List...

5. To end the list, press the Enter, and then press the Define New List Style..
Delete key.

AaBbCclh
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Objective
Method

Skill 9 - Adding Borders

2. Vision
a. We believe that the purpose of our faculty 1s education, research-practice,
producing and extending science and service to the society.
b. We have the kmowledge and the responsibility to be worthy of our
Country, Association and our Faculty.

2. Vision

a. We believe that the purpose of our faculty is education, research-practice,
producing and extending science and service to the society.

b. We have the kmowledge and the responsibility to be worthy of our
Country, Association and our Faculty.
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Objective
Method

Skill 9 - Adding Borders

To add borders:
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1. Select the text that you want to add borders to.
Paragraph

2. On the Home tab, in the Paragraph group, click
the Borders button to apply the most recently
used border style.
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Objective
Method

Skill 9 - Adding Borders

To add borders:
1. Select the text that you want to add borders to. == ==-

Paragraph

2. On the Home tab, in the Paragraph group, click
the Borders button to apply the most recently
used border style. T T aagocepe A

T Marmal Ll

i+ Bottom Border

3. Click the Borders arrow if you would like to
select a different border style from the menu

Top Border

- Left Border
Right Border

4 Mo Border

E AnEBorders
Outside Borders

: Inside Borders

= Inside Horizontal Border

f Inside Vertical Border
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7= Horizontal Line

_Jf Draw Table
I

View Gridlines

J Eorders and Shading...



Objective
Method

Skill 10 - Adding Shading

Faculty of Engineering

1. About The Faculty

a. Faculty of Engineering was established in 2008 and consists of the
Mechanical, Food, Electronics, Computer and Civil Engineering
Departments. Education and training facilities in specified section of

Engineering Faculty is currently under construction.

Faculty of Engineering

1. About The Faculty
a. Faculty of Engineering was established in 2008 and consists of the

Mechanical, Food, Electronics, Computer and Civil Engineering
Departments. Education and training facilities in specified section of

Engineering Faculty is currently under construction.
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Objective
Method

Skill 10 - Adding Shading

To add Shading:
1. Select the text that you want to add Shading to.

2. On the Home tab, in the Paragraph group, click
the Shading button to apply the most recently
used Shading style.

Paragraph
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Objective
Method

Skill 10 - Adding Shading

To add Shading:
1. Select the text that you want to add Shading to.

2. On the Home tab, in the Paragraph group, click
the Shading button to apply the most recently
used Shading style.

Paragraph

3. Click the Shading arrow if you would like to
select a different Shading style from the menu

[ 2| o5 - T Marn

{ Theme Colors

illllll.ll

Standard Colors
HNE EEEEN

Mo Color

:8)  More Colors..,



Objective
Method

Skill 11 - Applying Styles

* Instead of using direct
formatting, you can use
styles to apply consistent
formatting to a document.
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Objective
Method

Skill 11 - Applying Styles

* Instead of using direct
formatting, you can use
styles to apply consistent
formatting to a document.

* A style is a set of
formatting characteristics
such as font, font size, font
color, and paragraph
alignment and spacing.
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Objective
Method

Skill 11 - Applying Styles

ESTING FICIgIENSE © METSIAT

* Instead of using direct o @11
formatting, you can use S

Styles tO apply ConSiStent We blsli&:al.tlh the purpose of our faculty is education, research-practice, producingand
formatting to a document.

AaBbCeD: | AsBbCeDe AaBbCr Aabl AuBL Aab 4 4aBHCED: A D AMBBCCDN ASBBCiDn A

Tpiomal | THoSpao. Meadngl HesSingl edngd Messingd Titte Sebtfle  Sebtie (m.  [mphash  Infensel..  SAon g Guate inberiie

ECIting Faragrapn.docx = MICrosort

* A style is a set of
formatting characteristics
such as font, font size, fon
color, and paragraph ipg€oence and serice o the socery
alignment and spacin

Acrobat

ALY | .

= z AaBbCcDt bCeDc | AaBbCt AaBbCc AaBbCcC AaBbCcL /—\a B‘ A0BbCcl AoBbCcDi AaBbCcDt AaBbCcDi AaBbCeDe AaBbCcDi AaBbCcDi
= B T Normal o Spaci..| Headingl Heading2 Heading3  Heading 4 Title Subtitle  SubtleEm.. Emphasis IntenseE..  Strong Quote  Intense Q.. -
aragraph Styles

O S S S P S 2

=

diting Paragraph.deck ™ Micrasoft Wort

MathType  Acrobat

EEICILOE TR |

AaBbCcDt AaBbCcDt AaBbCt AaBbCec AaBbcerC AaBbCeL /—\a B‘ A0 B b Ol it
= o fiNormal T No Spaci..

 Word includes several
predefined styles
can use such as:

AaBbCcDt AaBbCeDt  AaBbCcDt AaBbCcDi |

Headingl Heading2  Heading 3 Subtitle  Subtle Em...

Emphasis Intense E... Strong Quote Intense Qu. |-
Paragraph
you o————
- )
2. Vision
We believe that the purpose of our faculty is education, research-practice, producing and

Styles

extending science and service to the society.

We have the knowledge and the responsibility to be worthy of our Country, Assaciation and our
Fm:u!ty.}
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“diting Paragraph.dac™
MathType Acrobat

Buriaawmb

= A

SRR Dt CCDE | AABBCCDE  AaBbCCDE
= B o Subtle Ref... | Intense R.. | Book Title 1 List Para... -
ragraph = Styles
(- [ F S S Y - S N, S BN A

T L O - T

2. Vision

WE BELIEVE THAT THE PURPOSE OF OUR FACULTY IS EDUCATION, RESEARCH-PRACTICE, PRODUCING AND
EXTENDING SCIENCE AND SERVICE TO THE SOCIETY.

WE HAVE THE KNOWLEDGE AND THE RESPONSIBILITY TO BE WORTHY OF OUR COUNTRY, ASSOCIATION
AND OUR FACULTY.




Objective
Method

Skill 11 - Applying Styles

ESTING FICIgIENSE © METSIAT

AaBbCeD: | AsBbCeDe AaBbCr Aabl AuBL Aab 4 Agf@bCED: A D AMBBCCDN ASBBCiDn A

Tpiomal | THoSpanl. Meadngl MesSing? Meongd  Messingd Titte Sesttle  Sebtie [m.  [mphash  Intense Wong

* Instead of using direct . el v
formatting, you can use it

Styles tO apply ConSiStent We blsli&:al.tlh the purpose of our faculty is education, research-practice, producingand
formatting to a document.

EdIting Faragraph.dock = MICFosort

= 2
E IR TR e beeDc | AaBbCi AaBbCe Aasbcer aasbeer AQB| 4085¢cl AcBbccD. AaBbEcD. MaBbEcD( MaBbCCDC A@BBCCD( AaBbCcD: .
- v 3. 1 Normal o Spaci...| Headingl Heading2 Heading3  Heading 4 Title Subtitle  SubtleEm.. Emphasis IntenseE..  Strong Quote  Intense Qu. -
3 Styles
4
X

R S R S R S S S N, W S SR 2

* A style is a set of
formatting characteristics
such as font, font size, fon
color, and paragraph ipg€oence and serice o the socery
alignment and spacin

diting Paragraph.doci = Microsoft Wor
MathType  Acrobat

[rnlwe 8} @

AaBbCcDt AaBbCcDt AaBbCt AaBbCec AaBbcerC AaBbCeL /—\a B‘ AaBbCol g
$a-oisi- THormal 1 No Spaci..

 Word includes several
predefined styles
can use such as:

AaBbCcDt AaBbCeDt  AaBbCcDt AaBbCcDi |

Headingl Heading2  Heading 3 Subtitle  Subtle Em.. | Emphasis | IntenseE..  Strong Quote  Intense Qu. -

Styles

Z. Vision
We believe that the purpose of our faculty is education, research-practice, producing and
extending science and service to the society.

We have the knowledge and the responsibility to be worthy of our Country, Assaciation and our
Fm:u!ty.}
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* If you do not like the

Lo |
appearance of a built-in S —————— =
style, you can modify it or 7. T L T , =

ragraph 3 Styles =

L

create a custom style to 5
WE BELIEVE THAT THE PURPOSE OF OUR FACULTY IS EDUCATION, RESEARCH-PRACTICE, PRODUCING AND

Suit your needs. EXTENDING SCIENCE AND SERVICE TO THE SOCIETY.

WE HAVE THE KNOWLEDGE AND THE RESPONSIBILITY TO BE WORTHY OF OUR COUNTRY, ASSOCIATION
AND OUR FACULTY.
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Method

Skill 11 - Applying Styles

To apply a style using the Quick Styles gallery:
1. Select the text that you want to apply a style to.

2. On the Home tab, in the Styles group, select the desired style from the Quick Styles
gallery.

T E diting Paragraph.dook -

1 |
AaBbCcDe | AaBbCeDe AaBbC¢ AaBbCc AaBbccC AaBbccL Aa B| AaBbCcl AsBbCeDt AaBbCcDi AaBbCcDit AaBbCeDd AaBbCeDt AaBbCcDi | %
TMormal | 1Mo Spaci.. Headingl Heading 2 Heading 3 Heading 4 Title Subtitle Subtle Em..  Emphasis Intense E... Strong Cuote Intense Q.. ;Ery?”ge
es
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Objective
Method

Skill 11 - Applying Styles

To apply a style using the Quick Styles gallery:
1. Select the text that you want to apply a style to.

2. On the Home tab, in the Styles group, select the desired style from the Quick Styles
gallery.

diting Paragraph.docx - Microsoft Wor

AaBbCcDe | AaBbCeDe AaBbC¢ AaBbCc AaBbccC AaBbccL Aa B | AaBbCcl AsBbCeDt AaBbCcDi AaBbCcDit AaBbCeDd AaBbCeDt AaBbCcDi | %
TMormal | 1Mo Spaci.. Headingl Heading 2 Heading 3 Heading 4 Title Subtitle Subtle Em..  Emphasis Intense E... Strong Cuote Intense Q.. ?yzlmge
es

NOTE: To display the entire Quick Styles gallery, click the More button in the lower-
right corner of the gallery to expand it.
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Objective
Method

Skill 11 - Applying Styles

To apply a style using the Quick Styles gallery:
1. Select the text that you want to apply a style to.
2. On the Home tab, in the Styles group, select the desired style from the Quick Styles

AaBbCcDe | AaBbCeDe AaBbC¢ AaBbCc AaBbccC AaBbccL Aa B | AaBbCcl AsBbCeDt AaBbCcDi AaBbCcDit AaBbCeDd AaBbCeDt AaBbCcDi | %
TMormal | 1Mo Spaci.. Headingl Heading 2 Heading 3 Heading 4 Title Subtitle Subtle Em..  Emphasis Intense E... Strong Cuote Intense Q.. ?;l‘”ge
es

NOTE: To display the entire Quick Styles gallery, click the More button in the lower-
right corner of the gallery to expand it.

|

AaBbCeDe AaBbceDe AaBbCi AaBbCc AaBbCcC AaBbCecL AaBbCcDc AaBbCcDe Aa B | AgBbCcl AoBbCcD: AgBbCcDt AoBbCcli  AaBbCcDd
TMormal T Mo Spaci.. Headingl Heading 2 Heading 3 Heading 4 Heading 5 Heading & Title Subtitle Subtle Em.. Emphasis Intense E... Strong C
AaBbCcD:¢ AaBbCcD: ARBECCOC AABECCDL AABBCCDL AaBbCcDe &

Quote Intense (... Subtle Ref... Intense R... BookTitle T List Para...

Buiaambug jo Aynaey Aussanwy) sasapuajy weupy 7|

Save Selection as a Mew Quick Style... f
=, Clear Formatting
T Apply Styles.. a
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Method

Skill 11 - Applying Styles

To apply a style using the Styles pane:
1. On the Home tab, in the Styles group, click the dialog box launcher.

T E diting Paragraph.dood = Microsoft Wor

e |
AaBbCcDc | AaBbCcDe AaBbCt AaBbCc AaBbCcC AaBbCcL Aa B| AagBbCcl ApBbCcDt AaBbCcDt AnBbCcDit AaBbCcDc AgBbCcD:
T Mormal | T Mo Spaci.. Headingl Heading 2 Heading 3 Heading 4 Title Subtitle Subtle Em... Emphasis Intense E... Strong Quote Intense Q... |-

AaBbONR_ .

Styles
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Skill 11 - Applying Styles

To apply a style using the Styles pane:

1. On the Home tab, in the Styles group, click the dialog box launcher.
T E diting Paragraph.dood = Microsoft Wor

)
AaBbCcDc | AaBbCcDe AaBbCt AaBbCc AaBbCcC AaBbCcL Aa B| AagBbCcl ApBbCcDt AaBbCcDt AnBbCcDit AaBbCcDc AgBbCcD:

T Mormal | T Mo Spaci.. Headingl Heading 2 Heading 3 Heading 4 Title Subtitle Subtle Em... Emphasis Intense E... Strong Quote Intense Q... =

AaBbLDS

Styles

Styles v X

The Styles pane opens on the right side of the program window =

apple-converted-space

Mormal

Mo Spacding
Heading 1
Heading 2
Heading 3
Heading 4

Title

Subtitle

Subtle Emphasis

m

Emphasis
Intense Emphasis
Strong

Quote

Intense Quote
Subtle Reference

Intense Reference
Book Title
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Skill 11 - Applying Styles

To apply a style using the Styles pane:

1. On the Home tab, in the Styles group, click the dialog box launcher.
T E diting Paragraph.dood = Microsoft Wor

AaBbCcDc | AaBbCcDe AaBbCt AaBbCc AaBbCcC AaBbCcL Aa B| AaBbCcl AaBbCcDi AaBbCcDi AaBbCcDi AaBbCcDe AaBbCcDi AcBbIN
T Mormal | T Mo Spaci.. Headingl Heading 2 Heading 3 Heading 4 Title Subtitle Subtle Em... Emphasis Intense E... Strong Quote Intense Q... |-
Styles
- - - Styles * X
The Styles pane opens on the right side of the program window .
apple-converted-space
2. Select the text that you want to apply a style to.
3. In the Styles pane, click the desired style. i
Heading 3
:szingfl |
Subtitle

Subtle Emphasis
Emphasis
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Skill 11 - Applying Styles

To modify an existing style:
1. In Quick Styles gallery, right-click the style, and then click Modify on the shortcut menu.

faBb( ~ T e .
pdate Mormal to Match Selection

T Mor
S

dodify...
Select All: (Mo Data)

B
— Eename...

. Remove from Quick Style Gallery
1gIne:
Add Gallery to Quick Access Toolbar
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Skill 11 - Applying Styles

To modify an existing style:
1. In Quick Styles gallery, right-click the style, and then click Modify on the shortcut menu.

f-\aBb("L" - Aele s ne

pdate Mormal to Match Selection
T Maon
pol

dodify...
Select All: (Mo Data)

Eename...
. Remove from Quick Style Gallery

1gIne:

Add Gallery to Quick Access Toolbar

Or In the Styles pane, right-click the style, and then click Modify on the shortcut menu.

fao S
| I Heading 1 E"
Update Heading 1 to Match Selection

%4 Modify...

Select All: (Mo Data)
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Remowve All: (Mo Data)
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Skill 11 - Applying Styles

To modify an existing style:
1. In Quick Styles gallery, right-click the style, and then click Modify on the shortcut menu.

f-\aBb("L" - Aele s ne

pdate Mormal to Match Selection
T Maon
pol

dodify...
Select All: (Mo Data)

Eename...
. Remove from Quick Style Gallery

1gIne:

Add Gallery to Quick Access Toolbar

Or In the Styles pane, right-click the style, and then click Modify on the shortcut menu.

| Tae e g

I Heading 1 E"
Update Heading 1 to Match Selection
%4 Modify...

Select All: (Mo Data)

m

Remowve All: (Mo Data)

Remove from Quick Style Gallery

2. In the Modify Style dialog box, make the desired changes, and then click the OK button.
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Skill 11 - Applying Styles

To modify an existing style:
1. In Quick Styles gallery, right-click the style, and then click Modify on the shortcut menu.

,ﬁaBb('_ - P R - sl l.l_‘lt_‘
pdate Mormal to Match Selection

T Mor
S

dodify...

Select All: (Mo Data)
— Rename...
. Remove from Quick Style Gallery

1gIne:
Add Gallery to Quick Access Toolbar

Or In the Styles pane, right-click the style, and then click Modify on the shortcut menu.

| I Heading 1 E"
Update Heading 1 to Match Selection

%4 Modify...

Select All: (Mo Data)

Remowve All: (Mo Data)

Remove from Quick Style Gallery
¥ J

2. In the Modify Style dialog box, make the desired changes, and then click the OK button.
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NOTE: When you modify a style, all text formatted with that particular style will be
updated automatically.
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Skill 11 — Creating New Styles

Quote Ta

To create a new style: Bbersse Quote 1
Subtle Reference

d
1. In the Styles pane, click the New Style button Intense Reference a
d

Book Title

Show Preview
Disable Linked Styles

l@ @ Options...
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Objective
Method

Skill 11 — Creating New Styles

To create a new style:
1. In the Styles pane, click the New Style button

2. In the Create New Style from Formatting dialog
box, type a name for the new style in the Name box,
select the desired options, and then click the OK
button.

Quote

Intense Quote
Subte Reference
Intense Reference

Book Title

o ow ool R

[ show Preview
|| Disable Linked Styles

a4 [B) @)

Options...

Mloise Sl

Properties
Mame: Stylel
Style type: Paragraph
Style based on: ¥ List Paragraph
Style for following paragraph: | 7 Stylel
Formatting
Calibri (Body) |Z| 11 |Z| B 7 U Automatic |Z| Latin
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in specified section of Engineering Faculty is currently under construction.

a. Faculty of Engineering was establizhed in 2008 and consists of the Mecha

Electronics, Computer and Civil Engineering Departments. Education and training facilities

nical, Food,

Indent:
Before: 0.75"
Hanging: 0.25%, Left-to-right, Justified

Add to Quick Style list  [] Automatically update

@ Only in this document  (7) New documents based on this template
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Objective

Skill 12 - Applying Headings

Mavigation
Search Document

a =l

g
oo | =l

To create navigation tabs, create headings
in your document by applying Heading
Styles.

This document does not contain headings.

Method
Mavigation - X
Search Document 2 -
oo = -

oo | =l

4 Faculty of Engineering

About The Faculty

Wision
4 DEPARTMEMNTS
Civil Engineering
Computer engineering
Electrical & Electronic Engineering
Food Engineering

Mechanical Engineering

» Headings are used to organize information into a logical structure.

» The best way to create headings in a Word document is to apply heading styles.

« If you use the built-in heading styles (Heading 1 through Heading 9), Word can

generate a table of contents automatically.
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Objective
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Skill 12 - Applying Headings

To apply a heading style:
1. Select the text that you want to apply a heading style to.
2. Do one of the following:
» On the Home tab, in the Styles group, select the desired heading style from the
Quick Styles gallery.
* In the Styles pane, click the desired heading style.
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Skill 13 - Previewing Documents

To preview a document, click the File tab, and then click Print. Or, press Ctrl+P.
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Skill 13 - Previewing Documents

To preview a document, click the File tab, and then click Print. Or, press Ctrl+P.
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Skill 13 - Previewing Documents

To preview a document, click the File tab, and then click Print. Or, press Ctrl+P.
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Skill 14 - Printing Documents

To print a document:
1. Click the File tab, and then click Print. Or, press Ctri+P.
NOTE: You can skip step 2 if you do not want to change any of the print settings.

2. Change print settings
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= California State University, Los Angelos, Information Technology
Services, Microsoft Word 2010 Part 1: Introduction to Word.
https://www.calstatela.edu/its/training/pdf/word2010p1.pdf

= Microsoft Word 2010 Help.
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Next Lecture

Introduction to Microsoft Word 2010-Part 3
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