Step-By-Step

0 Open the data file Fonts.
docx. Save as: Fonts-[your

first initial and last name]1.

e Select the word Typeface.
Change the Font to
Times New Roman.

Select the word Style.
Click Italic.

Select the word Size.
Change the Font Size
to 20.

Select the word Color.
Change the Font Color to
Red. Deselect the text.

@CHECK) Your screen
should look like Figure 2.41.

Select the four words you

just formatted. Click .

Select the word
superscript. On the
Home tab, click [_’_‘_j

Select the word
highlighter. Click .

€)CHECK) Your screen
should look like Figure 2.42.
Save and close the file.
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1. Format Fonts "we

Follow the steps to complete the activity.

FIGURE 2.41 Modify fonts

VL‘;;« d9-0 s Fonts-sbryantl.docx - Microsoft Word - m X
—i‘/ Home Insert Page Layout References Mailings Review View @
T e e g ) A AFind-
 canbn oy s A W[ 1E S 3 (2] | asbcenc| asebccoe AaBbCi AaBbCe A B epiace
K 1 b Nac
Paste ) B I U ~abex, ' Aa-|[®~ A~ [EEE B B=-| O~ @~ | TNomal [TNoSpac.. Headingl Heading2 (S:/T:xg: Iy Select
Clipboard & Font E Paragraph ] Styles ~ Editing
&
a
Formatting:Fontsq|
1
You-can-use-the-Font-dialog:- box-to-format-a-font’s:9
Typefacef] .
Styteq
i
Sizeq
C olml‘l
You-can-also-apply-character-effects-such-as-superscript.q
Using:the: highlighter- can-help- make-words-or-phrases-stand-out-on-a-page.{ e
N
o
.
S o e T o b Ui

FIGURE 2.42 Format a bulleted list

O HY-0 * Fonts-sbryantldocx - Microsoft Word - = X
— Home Insert Page Layout References Mailings Review View L2
3 - A AT PR NE X A (Find~
‘ Soibe oy e A ()] =02 - Tl oy lAth(:n:Dr{AaBth:D( AaBbC: AaBbCc % 2 Replace
) ; | K &
Paste g |I[Brd s abe x, X' As~|¥- A |EE E Bz D0 TNormal | ¥NoSpaci.. Headingl Heading2 - L):;:?E R Select
Clipboard & Font o Paragraph ~ Styles ] Editing
]
g
Formatting:Fonts9|
1
You-can-use-the:-Font-dialog: box-to-format-a-font’s:{
o + Typefaceq| V
- Sty,eﬂ
e-Sizeq
e - Colorq
You-can-also-apply-character-effects:such-as-***¢*"™ q|
Usina~the-highlighter-can~help-make'wordsor-phrases-stand»out-on-a-pageh
~
+
o
*
” 1
S [ 3 & Ol o
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mStep-By-Stép B

o Open the data file

Paragraphs.docx. Save

as: Paragraphs-[your first
initial and last name]2.

Center align the second
paragraph.

Right align the third
paragraph.

Justify the fourth
paragraph.

¢DCHEC K) Your screen
should look like Figure 2.43.

© 0000

Select the title Formatting
Paragraphs. Apply Quick
Styles Heading 2.
Change the color to a
shade of Red.

Change the document’s
Line Spacing to 1.5.
Deselect the text.

Select the words Align left
and click Highlight.

Double-click .

Select the words Center,
Align Right, and Justify.
Click Format Painter.

© 0 0 ©

€DCHECK) Your screen
should look like Figure 2.44.
Save and close the file.
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"Practice It Activities

Format Paragraphs

Follow the steps to complete the activity.

FIGURE 2.43 Formatted paragraphs

(I
)

Faste

Hdw-0 s Paragraphs-sbryant2.docx - Microsoft Word
Home | Inset  Pagelayout  References  Mailings  Review  View

Calibri (Body) MY W LI A Rk R PN IAA] aaBbCeDc| 4aBbCcD: AaBbCi AaBbCc :%3

g B 7 U-ahex x Ac-|¥- A-| [BFE B B[I=-|| O S5-) | tNomal ¥NoSpac.. Headingl Heading2 - E:;"Qt
o5 -

Clipboard & Font ~ Paragraph = Styles

Formatting-Paragraphs
1

Align-left- starts-each- line-of-text- at-the-left- margin.-Text-is-usually-left-aligned- automatically- when-you-
enter-it-on-a-page.q

Center-aligns-each-line- of-text-between: the-left-and-right-margins.-Titles,- for-example,- are-often- centered-
in-the-middle- of-a-page.q

Align-right-starts-each-line- of-text- at-the- right-margin.-Right-aligned- text-is-not-as-common-as-left-aligned-
text.q

Justify- positions- text- so- that- every- line- in- a- paragraph- has- the- same- left- margin- and- the- same-right-
margin.-Most:published-books,-magazines,-and-newspapers-justify-their-text..-The-text-in- the-professional -
memo-template- is~also-justiﬁed]1|

A Find ~
3, Replace
ig Select~

Editing

« O »

FIGURE 2.44 Paragraphs with copied formats

£}

© 5 B I U-dex % A (¥-A- EE S

vidory s Paragraphs-sbryant2.docx - Microsoft Word

Home | Insert  Pagelayout  References  Mailings  Review  View
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[|&r~ B ~| | "Normal |¥NoSpaci.. Headingl Heading2 - g:/?nee
s~

Clipboard & Font & Faragraph = Styles

*FormattingParagraphsf|
1
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Align-right-starts-each:-line- of-text- at-the- right-margin.-Right-aligned- text-is-not-as-common-as-left-aligned-

text.q

Justify- positions: text: so- that- every: line- in- a- paragraph- has: the- same- left: margin- and- the- same- right-
margin.-Most-published-books,-magazines,-and-newspapers-justify-their-text..-The-text-in-the-professional-

memo-template- is-also-justiﬁedh]

FRFind ~
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ig Select~
Editing
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Practice It Activities

— 3 -
3. Format a Memo t

Follow the steps to complete the activity.

Step-By-Step
FIGURE 2.45 Formatted memo

o Open the data file

Pl_Memo.docx. Save as:

Memo-[your first initial
ind last name]3. Choose

Page Layout>Page MEMORANDUM
Setup>Dialog Box
Launcher. Set the Top
margin to 2”. Set the Left T0: Product Development Team
and Right margins at 1", FROM:  Jan Tompkins
Click OK. cc: Marketing Team
9 Select the five lines under OATE:  ALZISLE, 2003
MEMORANDUM. Launch SUBJECT:  ProductReslilts
the Paragraph diak)g box. | just received word from the marketing team that our new product is a big hit! The marketing team
leader said:

Select Tabs. Under Tab
People love this new product! It has all of the features

St°p pOSItIOn, key: 75, missing in previous versions. You and your team should

Click Set. Click OK. be congratulated for your tremendous work. | know it
was difficult, but the results show that your time and
energy were well spent!

6 Click before Product
Team Development.

Key: TO:. Press I i e Balance budget

Here is an outline of tasks that still need to be done:

Repeat to create the guide ® Hire two new people
words: FROM:, CC:, e Train people
DATE:, SUBJECT: (see e Finalize schedule
Figure 2.45). Bold all five RC—
words.

o Select the second para-
graph in the memo body.
Set the First Line Indent,
Hanging Indent, and Left
Indent to 1”. Set the Right
Indent to 4.5".

6 EDCHECK) Your screen
should look like Figure 2.45.
Save and close the file.

Lesson 2: Practice It Activities




0 Open the data file

Volunteers.docx. Save

6
W

8/

Lesson 2: You Try It Activities

as: Volunteers-[your first
initial and last namel4.

Set the memo’s margins as
shown in Figure 2.46.

Format the heading as
shown. Use a 1" tab stop.
Add the guide words and
format them bold.

Select the list of fall events.
Create a numbered list as
shown.

Format the first three lines
in the memo’s form as
shown. (The form starts
with Name: and ends with
Friday Saturday.)

Use a 2" Left aligned tab
stop to format the days of
the week as shown.

Select the entire form. Set
the Right Indent to 2.75",
Add a border and shading
as shown.

@CHECK) Your memo

should look like Figure 2.46.

Save and close your file.

) You Try It Activities

4. Create and Format a Memo

File

As
fall approaches, you decide to create a memo to help coordinate the Center’s many

You are a member of your local Community Center’s event planning committee.

volunteers.

FIGURE 2.46 Community Center memo

o
MEMO TO: Community Center Volunteers
FROM: Event Planning Committee
DATE: July 5,2010

SUBJECT: Fall Schedule

Here are the events that we have scheduled for this fall:

1. Park cleanup

2. Charity walk

3. Fall dance

4. Canned food drive
5. Gift drive

6. Community play

We need volunteers to help us coordinate all of these events. In the form below, please note the
1,, > number of the event(s) in which you would like to participate. Also indicate which days of the week you
will be available to help organize the event.

Name:

Event(s) | want to participate in:

Circle the days you are available:

Monday Tuesday

Wednesday Thursday Blue 3 pt border
4_—{ 5 .

Friday Saturday

Please submit your completed form to the Community Center Office.

Thank you!

Word 60
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5. Apply Styles to a Flyer

File
You are a member of your school’s yearbook committee. Your job is to send a

flyer to the sophomore class telling them when and where they will have their
pictures taken.

o Open the data file FIGURE 2.47 Yearbook flyer
Yearbook.docx. Save as:

Yearbook-[your first initial
and last name]5.

| o
6 Click Change Styles.
Set the Style Set to
Manuscript. Set the v
. : Calibri
Colors to Module. It’s Time for Pictures!~— %™
6 Format Where?, When?, —>WHERE?

and What If | Miss the

Date? as shown.
» The School Auditorium

0 Format the text under
Where?, When?, What If

I Miss the Date? as = IWHEN?
shown. Add bullets. Calibri
g?)lﬁt' » Last Names A-M: Tuesday, October 25

6 Format It’s Time for

Pictures! and See you » Last Names N-7: Wednesday, October 26

there! in Title style.
0 Select It's Time for “—>WHAT IF | MISS THE DATE?

Pictures! Center align the

text. Change the Font

» Make-up dates will be scheduled. Talk to Mrs. Allen for details.
Color to Red, Accent 6.

Center align the text. Small caps
Change the Font Color to
Red, Accent 6. In the
Font dialog box, select
Small caps.

e OCHECK) Your flyer
should look like Figure 2.47.
Save and close your file.

e Select See you there! SEE YOU THERE’ Cambria 30 pt. L
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