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Summary of The Last Lecture

 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

 Printing Documents



Learning Objectives

Apply the following skills:

• Inserting Tables 

• Navigating Tables

• Selecting Table Parts

• Adding Borders

• Adding Shading

• Aligning Table Text

• Inserting Rows and Columns

• Resizing Rows and Columns

• Merging and Splitting Cells 

• Sorting Table Data

• Deleting Rows and Columns

• Deleting Tables

• Inserting Images

• Resizing Images

• Rotating Images

• Cropping Images

• Positioning Images

• Inserting Equations

• Inserting Headers and Footers

• Inserting Page Numbers

• Changing the Page Margins

• Changing the Page Orientation

• Changing the Number of Columns

• Inserting Page Breaks

• Inserting Section Breaks

• Inserting a Table of Contents



Outlines

 Working with Tables.

• Introduction

• Inserting Tables 

• Navigating & Selecting Tables

• Adding Borders & Shading

• Aligning Table Text

• Inserting & Resizing Rows and Columns

• Merging and Splitting Cells 

• Sorting Table Data

• Deleting Rows, Columns, and Tables

 Working With Images

• Inserting & Resizing Images

• Rotating & Cropping Images

• Positioning Images.

 Inserting Equatiobns

 Working with Page Layout.

• Inserting Headers and Footers

• Inserting Page Numbers

• Changing the Page Margins

• Changing the Page Orientation

• Changing the Number of Columns

• Inserting Page Breaks

• Inserting Section Breaks

• Inserting a Table of Contents



Introduction

• Tables are commonly used to present information in an organized way. 

• A table is built up of horizontal rows and vertical columns.

• The box at the intersection of a row and a column is called a cell .

• Each row and column can be identified by a heading, although some tables have only

column headings or only row headings. 

• Each cell can contain any kind of information such as text, numbers, images, etc.



Objective

Method

Skill 1- Inserting Tables



Objective

Method

Skill 1- Inserting Tables

• To insert a table:

1. Click in the document where you want to insert the table.

2. On the Insert tab, in the Tables group, click the Table button, 

drag across the grid until you select the desired numbers of 

rows and columns, and then release the mouse button.



Objective

Method

Skill 1- Inserting Tables

• To insert a table:

1. Click in the document where you want to insert the table.

2. On the Insert tab, in the Tables group, click the Table button, 

drag across the grid until you select the desired numbers of 

rows and columns, and then release the mouse button.

• If you want to insert a table with 

more than 8 rows or 10 column:

1.Click the Table button, click 

Insert Table to open the Insert 

Table dialog box.

2.Enter the desired numbers of 

rows and columns, and then 

click the OK button



Skill 2 - Navigating & Filling Tables

Objective

Method



Skill 2 - Navigating & Filling Tables

• To fill a cell, just click in it and start typing.

• To navigate a table, use the mouse, press the Tab key to move forward 

one cell at a time (or Shift+Tab to move backward one cell at a time), or 

use the arrows keys.

NOTE: If you press the Tab key when the cursor is in the last cell of the 

table, a new row will be inserted at the bottom of the table

Objective

Method



Skill 3 - Selecting Table Parts

Objective

Method



Skill 3 - Selecting Table Parts

To select parts of a table:

1. Click anywhere in the table, cell, row, or column that you want to select.

2. Under Table Tools, on the Layout tab, in the Table group, click the Select button, and then 

select the desired part.

Objective

Method



Skill 3 - Selecting Table Parts

To select parts of a table:

1. Click anywhere in the table, cell, row, or column that you want to select.

2. Under Table Tools, on the Layout tab, in the Table group, click the Select button, and then 

select the desired part.

Or, you can use the mouse, just press and drag.

NOTE 1: To select one cell, triple-click anywhere in it.

NOTE 2: To deselect any selected part of a table, just click anywhere outside the selected area.

Objective

Method



Skill 4 - Adding Borders

Objective

Method



Skill 4 - Adding Borders

To add borders:

1. Select the table or cells that you want to add borders to.

2. Under Table Tools, on the Design tab, in the Table Styles 

group, click the Borders arrow and select the desired option.

Objective

Method



Skill 5 - Adding Shading

Objective

Method



Skill 5 - Adding Shading

To add shading:

1. Select the table or cells that you want to add shading to.

2. Under Table Tools, on the Design tab, in the Table Styles group, click the Shading arrow 

and select the desired color.

Objective

Method



Skill 6 - Aligning Table Text

Objective

Method



Skill 6 - Aligning Table Text

To align text in a table:

1. Select the cells that contains the text that you want to align.

2. Under Table Tools, on the Layout tab, in the Alignment group, click the desired alignment 

button.

Objective

Method



Skill 6 - Aligning Table Text

To align text in a table:

1. Select the cells that contains the text that you want to align.

2. Under Table Tools, on the Layout tab, in the Alignment group, click the desired alignment 

button.

Or, right-click on the selection, 

then click Cell alignment.

Objective

Method



Skill 7- Inserting Rows
Objective

Method



Skill 7- Inserting Rows

To insert a row:

1. Put the cursor inside any cell belongs to the row above or below the one you want to insert.

2. Under Table Tools, on the Layout tab, in the Rows & Columns group, do one of the

following:

•Click the Insert Above 

button to insert a new 

row directly above the 

selected row.

• Click the Insert Below 

button to insert a new 

row directly below the 

selected row.

Objective

Method



Skill 7- Inserting Rows

To insert a row:

1. Put the cursor inside any cell belongs to the row above or below the one you want to insert.

2. Under Table Tools, on the Layout tab, in the Rows & Columns group, do one of the

following:

•Click the Insert Above 

button to insert a new 

row directly above the 

selected row.

• Click the Insert Below 

button to insert a new 

row directly below the 

selected row.

Or, right-click, in any of 

these cells, then  click 

Insert, then click the 

desired option.

Objective

Method



Objective

MethodSkill 8 - Inserting Columns



Skill 8 - Inserting Columns

following:

•Click the Insert Left 

button to insert a new 

column directly to the left 

of the column contain 

that cell.

• Click the Insert Right 

button to insert a new 

column directly to the 

right of the column 

contain that cell.

To insert a column:

1. Put the cursor inside any cell belongs to the column next to the one you want to insert.

2. Under Table Tools, on the Layout tab, in the Rows & Columns group, do one of the

Objective

Method



Skill 8 - Inserting Columns

following:

•Click the Insert Left 

button to insert a new 

column directly to the left 

of the column contain 

that cell.

• Click the Insert Right 

button to insert a new 

column directly to the 

right of the column 

contain that cell.

Or, right-click, in any of 

these cells, then  click 

Insert, then clcik the 

desired option.

To insert a column:

1. Put the cursor inside any cell belongs to the column next to the one you want to insert.

2. Under Table Tools, on the Layout tab, in the Rows & Columns group, do one of the

Objective

Method



Skill 9 - Resizing Rows and Columns

Objective

Method



Skill 9 - Resizing Rows and Columns

Objective

Method

To resize rows or columns:

1. Select the rows or columns that you want to resize.

2. Under Table Tools, on the Layout tab, in the Cell Size 

group, enter the desired value in the Height or Width 

box.



Skill 9 - Resizing Rows and Columns

Objective

Method

To resize rows or columns:

1. Select the rows or columns that you want to resize.

2. Under Table Tools, on the Layout tab, in the Cell Size 

group, enter the desired value in the Height or Width 

box.

To automatically resize a table:

1. Click anywhere in the table.

2. Under Table Tools, on the Layout tab, in the Cell Size group, do one of the following:

• To resize the table to fit its contents, click the AutoFit button, and then click AutoFit Contents.

• To resize the table to fit the page, click the AutoFit button, and then click AutoFit Window.

NOTE1: If you want to turn off AutoFit, click the AutoFit button, and then click Fixed

Column Width.



Skill 9 - Resizing Rows and Columns

Objective

Method

To resize rows or columns:

1. Select the rows or columns that you want to resize.

2. Under Table Tools, on the Layout tab, in the Cell Size 

group, enter the desired value in the Height or Width 

box.

To automatically resize a table:

1. Click anywhere in the table.

2. Under Table Tools, on the Layout tab, in the Cell Size group, do one of the following:

• To resize the table to fit its contents, click the AutoFit button, and then click AutoFit Contents.

• To resize the table to fit the page, click the AutoFit button, and then click AutoFit Window.

NOTE1: If you want to turn off AutoFit, click the AutoFit button, and then click Fixed

Column Width.

NOTE2: you can  adjust the columns width using the move table column slider button on the ruler. 

NOTE3: you can almost do all the previous tasks using the right-click shortcut menu.



Skill 10 - Merging and Splitting Cells

Objective

Method



Skill 10 - Merging and Splitting Cells

Objective

Method

To split a cell:

1. Click in the cell that you want to split.

2. Under Table Tools, on the Layout tab, in the Merge group, 

click the Split Cells button.



Skill 10 - Merging and Splitting Cells

Objective

Method

To split a cell:

1. Click in the cell that you want to split.

2. Under Table Tools, on the Layout tab, in the Merge group, 

click the Split Cells button.

3. In the Split Cells dialog box, enter the number of columns and 

rows that you want to split the selected cell into, and then click 

the OK button.



Skill 10 - Merging and Splitting Cells

Objective

Method

To split a cell:

1. Click in the cell that you want to split.

2. Under Table Tools, on the Layout tab, in the Merge group, 

click the Split Cells button.

3. In the Split Cells dialog box, enter the number of columns and 

rows that you want to split the selected cell into, and then click 

the OK button.

Note: you can reach the Split Cells dialog box by right click  

insede the cell, then a click on Split Cells.



Skill 10 - Merging and Splitting Cells

Objective

Method

To split a cell:

1. Click in the cell that you want to split.

2. Under Table Tools, on the Layout tab, in the Merge group, 

click the Split Cells button.

3. In the Split Cells dialog box, enter the number of columns and 

rows that you want to split the selected cell into, and then click 

the OK button.

Note: you can reach the Split Cells dialog box by right click  

insede the cell, then a click on Split Cells.

To split a table:

1. Click in the row that you want to be the first row of the second 

table.

2. Under Table Tools, on the Layout tab, in the Merge group, click 

the Split Table button



Skill 10 - Merging and Splitting Cells

Objective

Method

To merge cells:

1. Select the cells that you want to merge.

2. Under Table Tools, on the Layout tab, in the Merge group, click the Merge Cells button.

Or right-click, then click Merge Cells.



Skill 11 - Sorting Table Data

Objective

Method



Skill 11 - Sorting Table Data

Objective

Method

4. In the Sort by section, select the column by which you want to sort from the Sort by list,

select the type of data stored in the column from the Type list, and then select the

Ascending or Descending option.

5. If you want to sort by additional columns, repeat step 4 in the first and second Then by

sections.

6. Click the OK button.

To sort table data:

1. Click anywhere in the table.

2. Under Table Tools, on the Layout tab, in the Data 

group, click the Sort button. The Sort dialog box 

opens.

3. If the table has a header row, under My list has, select 

the Header row option.

NOTE: Selecting the Header row option prevents the 

header row from being sorted, and provides labels in the 

Sort by and Then by lists.



Skill 12 - Deleting Rows and Columns

Objective

Method



Objective

Method

Skill 12 - Deleting Rows and Columns

To delete a row or column:

1. Select the row or column that you want to delete.

2. Under Table Tools, on the Layout tab, in the Rows & Columns 

group, click the Delete button, and then click Delete Columns or 

Delete Rows.



Objective

Method

Skill 12 - Deleting Rows and Columns

To delete a row or column:

1. Select the row or column that you want to delete.

2. Under Table Tools, on the Layout tab, in the Rows & Columns 

group, click the Delete button, and then click Delete Columns or 

Delete Rows.

Or, 

1. Right-click inside any cell of the row or the colmum.



Objective

Method

Skill 12 - Deleting Rows and Columns

To delete a row or column:

1. Select the row or column that you want to delete.

2. Under Table Tools, on the Layout tab, in the Rows & Columns 

group, click the Delete button, and then click Delete Columns or 

Delete Rows.

Or, 

1. Right-click inside any cell of the row or the colmum.

2. Select Delete Cells.



Objective

Method

Skill 12 - Deleting Rows and Columns

To delete a row or column:

1. Select the row or column that you want to delete.

2. Under Table Tools, on the Layout tab, in the Rows & Columns 

group, click the Delete button, and then click Delete Columns or 

Delete Rows.

Or, 

1. Right-click inside any cell of the row or the colmum.

2. Select Delete Cells.

3. Select the desired option buton, then click OK. 



Skill 13 - Deleting Tables

1. Click anywhere in the table.

2. Under Table Tools, on the Layout tab, in the Rows & Columns group, 

click the Delete button, and then click Delete Table.

NOTE: If you want to delete the contents of a table without deleting the table itself, 

select the table, and then press the Delete key.



Skill 14 - Inserting Images

Objective

Method



Skill 14 - Inserting Images

To insert an image:

1. Click in the document where you want to insert the image.

2. On the Insert tab, in the Illustrations group, click the Picture button.

Objective

Method



Skill 14 - Inserting Images

To insert an image:

1. Click in the document where you want to insert the image.

2. On the Insert tab, in the Illustrations group, click the Picture button.

3. In the Insert Picture dialog box, locate and select the image that you 

want to insert, and then click the Insert button.

Objective

Method



Skill 15 - Resizing Images

Objective

Method



Skill 15 - Resizing Images

To resize an image:

1.Select the image that you want to resize. 

Objective

Method



Skill 15 - Resizing Images

To resize an image:

1.Select the image that you want to resize. Sizing handles appear at 

the corners and on the sides of the image.

Objective

Method



Skill 15 - Resizing Images

To resize an image:

1.Select the image that you want to resize. Sizing handles appear at 

the corners and on the sides of the image.

2. Drag any of the sizing handles toward the center of the image to 

make it smaller, or away from the center to enlarge it.

Objective

Method



Skill 15 - Resizing Images

To resize an image:

1.Select the image that you want to resize. Sizing handles appear at 

the corners and on the sides of the image.

2. Drag any of the sizing handles toward the center of the image to 

make it smaller, or away from the center to enlarge it.

NOTE: The sizing handles at the corners adjust both the height and 

the width of the image to keep them in the same proportion (called 

the aspect ratio), but the sizing handles on the sides affect only the 

height or the width.

Objective

Method



Skill 15 - Resizing Images

To resize an image:

1.Select the image that you want to resize. Sizing handles appear at 

the corners and on the sides of the image.

2. Drag any of the sizing handles toward the center of the image to 

make it smaller, or away from the center to enlarge it.

NOTE: The sizing handles at the corners adjust both the height and 

the width of the image to keep them in the same proportion (called 

the aspect ratio), but the sizing handles on the sides affect only the 

height or the width.

Objective

Method

If you want to be so precise:

1. Select the image that you want to resize.

2. Under Picture Tools, on the Format tab, in the Size group, enter the desired measurements 

(in inches) in the Height and Width boxes.



Skill 16 - Rotating Images

Objective

Method



Skill 16 - Rotating Images

Objective

Method

To rotate an image:

1. Select the image that you want to resize,



Skill 16 - Rotating Images

Objective

Method

To rotate an image:

1. Select the image that you want to resize, the rotation handle

appears above the image.



Skill 16 - Rotating Images

Objective

Method

To rotate an image:

1. Select the image that you want to resize, the rotation handle

appears above the image.

2. Drag the rotation handle in the direction that you want the 

image to rotate.



Skill 16 - Rotating Images

Objective

Method

To rotate an image:

1. Select the image that you want to resize, the rotation handle

appears above the image.

2. Drag the rotation handle in the direction that you want the 

image to rotate.

Or, Under Picture Tools, on the Format tab, in the Arrange

group, click the Rotate button, and then select the desired 

option.



Skill 17 - Cropping Images

Objective

Method



Skill 17 - Cropping Images

Objective

Method

To crop an image:

1. Select the image that you want to crop.

2. Under Picture Tools, on the Format tab, in the Size group, 

click the Crop button. Cropping handles appear at the 

corners and on the sides of the image



Skill 17 - Cropping Images

Objective

Method

To crop an image:

1. Select the image that you want to crop.

2. Under Picture Tools, on the Format tab, in the Size group, 

click the Crop button. Cropping handles appear at the 

corners and on the sides of the image

3. Drag any of the cropping handles toward the center of the 

image. The parts that will be removed are shaded.

• To crop equally on two sides at once, hold down the Ctrl 

key while you drag the

• center cropping handle on either side inward.

• To crop equally on all four sides at once, hold down the 

Ctrl key while you drag a corner cropping handle inward.



Skill 17 - Cropping Images

Objective

Method

To crop an image:

1. Select the image that you want to crop.

2. Under Picture Tools, on the Format tab, in the Size group, 

click the Crop button. Cropping handles appear at the 

corners and on the sides of the image

3. Drag any of the cropping handles toward the center of the 

image. The parts that will be removed are shaded.

• To crop equally on two sides at once, hold down the Ctrl 

key while you drag the

• center cropping handle on either side inward.

• To crop equally on all four sides at once, hold down the 

Ctrl key while you drag a corner cropping handle inward.

4. When you are finished, click outside the image or press the 

Esc key.



Skill 18 - Positioning Images

Objective

Method



Skill 18 - Positioning Images

Objective

Method

To position an image:

1. Select the image that you want to position.

2. Under Picture Tools, on the Format tab, in the Arrange group, 

click the Position button, and then select the desired option under 

With Text Wrapping.



Skill 18 - Positioning Images

Objective

Method

To position an image:

1. Select the image that you want to position.

2. Under Picture Tools, on the Format tab, in the Arrange group, 

click the Position button, and then select the desired option under 

With Text Wrapping.

To wrap text around an image:

1. Select the image that you want to wrap text 

around.

2. Under Picture Tools, on the Format tab, in the 

Arrange group, click the Wrap Text button, 

and then select the desired option.



Skill 19 – Inserting Equations
Objective

Method



Skill 19 – Inserting Equations
1- Built-in Equation

Objective

Method

To insert a built-in equation:

1. Click in the document where you want to insert the  equation.

2. On the Insert tab, in the Symbols group, click on the arrow 

under Equation button.



Skill 19 – Inserting Equations
1- Built-in Equation

Objective

Method

To insert a built-in equation:

1. Click in the document where you want to insert the  equation.

2. On the Insert tab, in the Symbols group, click on the arrow 

under Equation button.

3. Select an equation from the gallery.



Skill 19 – Inserting Equations
1- Built-in Equation

Objective

Method

To insert a built-in equation:

1. Click in the document where you want to insert the  equation.

2. On the Insert tab, in the Symbols group, click on the arrow 

under Equation button.

3. Select an equation from the gallery.

4. The Equation Editor box will appear containing the equation.



Skill 19 – Inserting Equations
1- Built-in Equation

Objective

Method

To insert a built-in equation:

1. Click in the document where you want to insert the  equation.

2. On the Insert tab, in the Symbols group, click on the arrow 

under Equation button.

3. Select an equation from the gallery.

4. The Equation Editor box will appear containing the equation.

5. To Change the equation layout, click on the arrow in the 

Equations Editor box, then select the layout that fits you.



Skill 19 – Inserting Equations
1- Built-in Equation

Objective

Method

To insert a built-in equation:

1. Click in the document where you want to insert the  equation.

2. On the Insert tab, in the Symbols group, click on the arrow 

under Equation button.

3. Select an equation from the gallery.

4. The Equation Editor box will appear containing the equation.

5. To Change the equation layout, click on the arrow in the 

Equations Editor box, then select the layout that fits you.



Skill 19 – Inserting Equations
2-New Equation Using the Equation Tools Tab

Objective

Method

To insert a new equation from scratch:

1. Click in the document where you want to insert the  equation.

2. On the Insert tab, in the Symbols group, click on the Equation button.



Skill 19 – Inserting Equations
2-New Equation Using the Equation Tools Tab

Objective

Method

To insert a new equation from scratch:

1. Click in the document where you want to insert the  equation.

2. On the Insert tab, in the Symbols group, click on the Equation button.

3. An empty Equation Editor box  will appear  to allow you to start typing 

your equation.



Skill 19 – Inserting Equations
2-New Equation Using the Equation Tools Tab

Objective

Method

To insert a new equation from scratch:

1. Click in the document where you want to insert the  equation.

2. On the Insert tab, in the Symbols group, click on the Equation button.

3. An empty Equation Editor box  will appear  to allow you to start typing 

your equation.

4. To insert a symbol, click on the 

desired one from the Symbols

group in the Design tab.



Skill 19 – Inserting Equations
2-New Equation Using the Equation Tools Tab

Objective

Method

To insert a new equation from scratch:

1. Click in the document where you want to insert the  equation.

2. On the Insert tab, in the Symbols group, click on the Equation button.

3. An empty Equation Editor box  will appear  to allow you to start typing 

your equation.

4. To insert a symbol, click on the 

desired one from the Symbols

group in the Design tab.

4. To insert a structure, click on the desired one from the Structures group in the Design tab.



Skill 19 – Inserting Equations
3-New Equation using MathType

Objective

Method

To insert a new equation from scratch as an object:

1. Click in the document where you want to insert the  equation.

2. On the Insert tab, in the Text group, click on the Insert 

Object button.



Skill 19 – Inserting Equations
3-New Equation using MathType

Objective

Method

To insert a new equation from scratch as an object:

1. Click in the document where you want to insert the  equation.

2. On the Insert tab, in the Text group, click on the Insert 

Object button.

3. From the object dialog box select the Microsoft Equation 

3.0, then click Ok.



Skill 19 – Inserting Equations
3-New Equation using MathType

Objective

Method

To insert a new equation from scratch as an object:

1. Click in the document where you want to insert the  equation.

2. On the Insert tab, in the Text group, click on the Insert 

Object button.

3. From the object dialog box select the Microsoft Equation 

3.0, then click Ok.

4. An Equation Editor window will appear  to allow 

you to start typing your equation.



Skill 19 – Inserting Equations
3-New Equation using MathType

Objective

Method

To insert a new equation from scratch as an object:

1. Click in the document where you want to insert the  equation.

2. On the Insert tab, in the Text group, click on the Insert 

Object button.

3. From the object dialog box select the Microsoft Equation 

3.0, then click Ok.

4. An Equation Editor window will appear  to allow 

you to start typing your equation.

Note: The Equation Editor included with Word and is a 

watered down version of the full MathType editor by 

Design Science, you may consider purchasing the full 

version of it.



Skill 20 – Inserting Headers and Footers

Objective

Method

Header

Footer



Skill 20 – Inserting Headers and Footers

Objective

Method

To insert a header or footer:

1. On the Insert tab, in the Header & Footer group, click the Header or Footer 

button to open the corresponding menu, and then select the desired option. 



Skill 20 – Inserting Headers and Footers

Objective

Method

To insert a header or footer:

1. On the Insert tab, in the Header & Footer group, click the Header or Footer 

button to open the corresponding menu, and then select the desired option. 

Word 2010 displays dotted borders to indicate the header and footer areas.



Skill 20 – Inserting Headers and Footers

Objective

Method

To insert a header or footer:

1. On the Insert tab, in the Header & Footer group, click the Header or Footer 

button to open the corresponding menu, and then select the desired option. 

Word 2010 displays dotted borders to indicate the header and footer areas.

2. Replace any placeholder text with your own text, or  you may delete it and add a 

page numbers, the document title, the time and date, the author’s name, or a logo.

3. When you are finished, double-click anywhere in the document area to return to 

the main document.



Skill 20 – Inserting Headers and Footers

Objective

Method

To insert a header or footer:

1. On the Insert tab, in the Header & Footer group, click the Header or Footer 

button to open the corresponding menu, and then select the desired option. 

Word 2010 displays dotted borders to indicate the header and footer areas.

2. Replace any placeholder text with your own text, or  you may delete it and add a 

page numbers, the document title, the time and date, the author’s name, or a logo.

3. When you are finished, double-click anywhere in the document area to return to 

the main document.

NOTE: 

• To edit a header or footer, double-click in the header or footer area and make the 

desired changes.

• To remove a header or footer, on the Insert tab, in the Header & Footer group, 

click the Header or Footer button to open the corresponding menu, and then click 

Remove Header or Remove Footer.



Skill 21 – Inserting Page Numbers

Objective

Method

Page Number



Skill 21 – Inserting Page Numbers

Objective

Method

To insert page numbers:

1. On the Insert tab, in the Header & Footer group, click 

the Page Number button, then click the desired option.

NOTE: The Page Number options include Page X of Y 

formats in which Y is the total number of pages in 

the document.



Skill 21 – Inserting Page Numbers

Objective

Method

To insert page numbers:

1. On the Insert tab, in the Header & Footer group, click 

the Page Number button, then click the desired option.

NOTE: The Page Number options include Page X of Y 

formats in which Y is the total number of pages in 

the document.

2. When you are finished, double-click anywhere in the 

document area to return to the main document.



Skill 21 – Inserting Page Numbers

Objective

Method

To format page numbers:

1. On the Insert tab, in the Header & Footer group, click the 

Page Number button, and then click Format Page Numbers.

To insert page numbers:

1. On the Insert tab, in the Header & Footer group, click 

the Page Number button, then click the desired option.

NOTE: The Page Number options include Page X of Y 

formats in which Y is the total number of pages in 

the document.

2. When you are finished, double-click anywhere in the 

document area to return to the main document.



Skill 21 – Inserting Page Numbers

Objective

Method

To format page numbers:

1. On the Insert tab, in the Header & Footer group, click the 

Page Number button, and then click Format Page Numbers.

2. In the Page Number Format dialog box, select the desired 

options, and then click the OK button.

To insert page numbers:

1. On the Insert tab, in the Header & Footer group, click 

the Page Number button, then click the desired option.

NOTE: The Page Number options include Page X of Y 

formats in which Y is the total number of pages in 

the document.

2. When you are finished, double-click anywhere in the 

document area to return to the main document.
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Skill 22 – Changing the Page Margins

Objective

Method

To change the page margins:

1. On the Page Layout tab, in the Page Setup group, click the Margins 

button, and then select the desired margin setting



Skill 22 – Changing the Page Margins

Objective

Method

To change the page margins:

1. On the Page Layout tab, in the Page Setup group, click the Margins 

button, and then select the desired margin setting

To set custom margins:

1. On the Page Layout tab, in the Page Setup group, click the Margins 

button, and then click Custom Margins at the bottom of the Margins 

menu.



Skill 22 – Changing the Page Margins

Objective

Method

To change the page margins:

1. On the Page Layout tab, in the Page Setup group, click the Margins 

button, and then select the desired margin setting

2. In the Page Setup dialog box, on 

the Margins tab, in the Margins 

section, enter the desired values 

in the Top, Bottom, Left, and 

Right boxes.

3. Click the OK button.

To set custom margins:

1. On the Page Layout tab, in the Page Setup group, click the Margins 

button, and then click Custom Margins at the bottom of the Margins 

menu.
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Method



Skill 23 – Changing the Page Orientation

Objective

Method

To change the page orientation:

1. On the Page Layout tab, in the Page Setup group, click the Orientation 

button, and then click Portrait or Landscape.
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Method



Skill 24 – Changing the Page Size

Objective

Method

To change the page size:

1. On the Page Layout tab, in the Page Setup group, click the Size 

button, and then select the desired page size.
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Method



Skill 25 – Changing the Number of Columns

Objective

Method

To change the number of columns:

1. Select the text or graphics that you want to flow into columns.

2. On the Page Layout tab, in the Page Setup group, click the Columns button, and 

then select the desired layout. You can select one, two, or three columns of equal 

width, or two columns of unequal width.



Skill 25 – Changing the Number of Columns

Objective

Method

To change the number of columns:

1. Select the text or graphics that you want to flow into columns.

2. On the Page Layout tab, in the Page Setup group, click the Columns button, and 

then select the desired layout. You can select one, two, or three columns of equal 

width, or two columns of unequal width.

NOTE:

If you need to create custom columns, click More Columns at the bottom of the

Columns menu to open the Columns dialog box.



Skill 25 – Changing the Number of Columns

Objective

Method

To change the number of columns:

1. Select the text or graphics that you want to flow into columns.

2. On the Page Layout tab, in the Page Setup group, click the Columns button, and 

then select the desired layout. You can select one, two, or three columns of equal 

width, or two columns of unequal width.

NOTE:

If you need to create custom columns, click More Columns at the bottom of the

Columns menu to open the Columns dialog box. 

You can use the dialog box to specify the

number of columns, adjust the column 

width and spacing, and even add a vertical 

line between columns.
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Page Break



Skill 26 – Inserting Page Breaks

Objective

Method

To insert a page break:

1. Click in the document where you want to start a new page.

2. On the Insert tab, in the Pages group, click the Page Break button.

.Or, press Ctrl+Enter.

NOTE:

You can delete any page break that you insert manually by selecting 

the page break, and then pressing the Delete key.



Skill 27 – Inserting Section Breaks

Objective

Method

When you create a new document, there are no section breaks because the entire document consists 

of one section. You can insert section breaks to divide the document into multiple sections. This will 

allow you to set specific page layout and formatting options (such as page orientation, margins, 

number of columns, page number, or headers and footers) for different parts of the document.

Page Breaks



Skill 27 – Inserting Section Breaks

Objective

Method

To insert a section break:

1. Click in the document where you want to start a new section.

2. On the Page Layout tab, in the Page Setup group, click the 

Breaks button, and then select the desired section break



Skill 27 – Inserting Section Breaks

Objective

Method

To insert a section break:

1. Click in the document where you want to start a new section.

2. On the Page Layout tab, in the Page Setup group, click the 

Breaks button, and then select the desired section break

Note:

• A Next Page section break starts the new section on the next page.

• A Continuous section break starts the new section on the same 

page.

• An Even Page section break starts the new section on the next 

even-numbered page. 

• An Odd Page section break starts the new section on the next odd-

numbered page



Skill 28 – Inserting a Table of Contents

Objective

Method

To create a table of contents:

1. Click in the document where you want to insert the table of 

contents.

2. On the References tab, in the Table of Contents group, click the 

Table of Contents button, and then select the desired option.

NOTE: 

If you want to specify more options (e.g., how many heading levels 

to show), click the Table of Contents button, and then click Insert 

Table of Contents to open the Table of Contents dialog box.
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Skill 28 – Inserting a Table of Contents

Objective

Method

To create a table of contents:

1. Click in the document where you want to insert the table of 

contents.

2. On the References tab, in the Table of Contents group, click the 

Table of Contents button, and then select the desired option.

NOTE: 

If you want to specify more options (e.g., how many heading levels 

to show), click the Table of Contents button, and then click Insert 

Table of Contents to open the Table of Contents dialog box.



Skill 28 – Inserting a Table of Contents

Objective

Method

To create a table of contents:

1. Click in the document where you want to insert the table of 

contents.

2. On the References tab, in the Table of Contents group, click the 

Table of Contents button, and then select the desired option.

NOTE: 

If you want to specify more options (e.g., how many heading levels 

to show), click the Table of Contents button, and then click Insert 

Table of Contents to open the Table of Contents dialog box.

To update a table of contents:

1. On the References tab, in the Table of Contents group, click the 

Update Table button . Or, right-click anywhere in the table of 

contents, and then click Update Field on the shortcut menu.

2. In the Update Table of Contents dialog box, select the Update 

page numbers only or Update entire table option, and then 

click the OK button
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