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Borders | Page Border I Shading I
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MICrosoft word

Ilses:

e

Type in text and hit
enter one time
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MICrosoft word

|lses:

Letters

Fapers
Fecipes
Flyers

Any document
Business
Fersonal

Type in text and hit
enter one time.
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MICrosoft word

: Highlight Text

**be sure to only highlight to
end of last word
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Tabs...
Drop Cap...
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- Change Case...
i @ Background »
N [ Theme...
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- Insert Text Box
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: Click on check bullets
: Then click on OK
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Create Table C

&l Document3 - Microsoft Word

° File Edit VYiew Insert Format Tools Table Window Help
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3% 5Table

Microsoft word

ses:
¥ Letters ¥ ANy document
 Papers +  Business
+ Recipes »  Persaonal
¥ Flyers
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Microsoft Word
Type text into table —
Uses: ok
v Letters use tab to move from cell
v Papers to cell
+  Recipes
v Flyers V
Feriod Monday Tuesday Thursday Saturday
Chris 4-6 p.m. 1-3 a.m.
Tammy 4-5 p.m. 6-11 am.
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© File Edit view Insert Format Tools Table Window Help Type a guestion for help = X
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E ¥ 44 Normal + Arial - 12 ~
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MICrosoft word

Letters +  Any document
Z Papers v Business
Recipes +  Personal
Flyers

Period Monday Tuesday Thursday Saturday
Chris 4-6 p.m. 1-3am.
Tammy 4-5 p.m. G-11am.

: Put cursor over column line
separating the period and
Monday columns

‘ Then drag the line to the left
to make the period column
: smaller.
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Inserting & moving pictures Y
=l sample word layout - Microsoft Word
© Fle Edit Wiew | Insert | Format Tools Table Window Help Type a question for help |+ [
DEeEay bk S o-o- QBEOB @B T 5% -0,
- Final Showing Markup Page Numbers... |% 2 A Normal ~ Arial v 12 "| B 7 U ‘E =EEE- ==& £§| S A
Date and Tme... —
[c] T T TR SR R SRR z
AutcText r : : : : : : : : : : : ‘ 1
Field...
Symbal. ..
ﬁ Comment
Reference 3 -
: B st comrent Microsoft word
Picture |

.

Qi Art... |
2°% Diagram... From File. ..
ad = ¥ Any document

25| TextBox From Scanner or Camera. .. ¥ Business

b € B bl

: + Personal
- File... sz Organization Chart
o Object... i
&3 ew Drawing Tuesday Thursday Saturday
- Bookmark... 4+ AutoShapes 4-6pm. 1-3am.
: % Hyperlink. . ‘ T G-11 am.
" ﬂ Chart

H oo oW
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© Fle Edit View Insert Format Tools Table Window Help Type a question for help |~ X
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* Final Showing Markup ~ ~ Show~ | & &% ¥ ~ B 7 - 4 MNormal + Arial ~12 - B F U EEE I=- 22 EE - # A
E| S I R e I I S I AN BRI SRR e =| @  InsertClip Art v X
Search For
Search text:
™ |agri-::|_|l1ure |
|Search | ‘ Restore |
- Search in: \
- i |Selected collections | - |
- ses: Hlt SearCh Results should be:
' v Letters Al media file s -
z ¥ Papers | e | |
: v Recipes —— oo
: ¥ Flyers
: FPeriod Monday Tuesday Thursday Saturday
B Chris 4-5 p.m. 1-3a.m.
: Tammy | 4-5 p.m. g-11 am.
+
- See also
e Clip Qrganizer. ..
- & Clips Online
@ Tips for Finding Clips
EnE =4
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File Edit WView Insert Format Tools Table Window Help

hedan SRV

B o-c- @QBOSIE@RT = -0,

i Clip Organizer. ..

Final Showing Markup =~ Show = | 4ap o & - B 2 - 24 Normal ~ Arial -12 - B I U E E=EI=E- T EE O A,
L 1---|---E---|---1---|---1---|---3---|---4---|---5---|---5---(_\|---?-- | Insert Clip Art * X
. | Results:
_ MIcrosoft word
':" zes:
: © Paper . & Select a picture — any
¥ Recipes v Py .

j v Flyers pICtUI’e
: Feriod Monday Tuesday TH
_ Chris 4-6 p.m. . .
: Tammy_[45p.m. 5 *if agriculture does not
T work — pick something
: else
: *Close the insert clip
: art box by the x in the
: upper right corner i,

See also

j ........

B(E]= 4|

@ @ Clips Online
& @ Tips for Finding Clips

|+
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2l sample word layout - Microsoft Word

© File Edit view Insert Format Tools Table Window Help Type a guestion for help = X
DEEHSY SGRAY $BRY o-« QPEODR=[@ BT = -3,

E ¥ 44 Normal + Arial - 12 ~

& & O -

E Final Showing Markup * Show -

[x]

MiIcrosoft word

| ses:
¥ Letters ¥ Any document
z v Papers ¥ Business
¥ Recipes ¥ Personal
¥ Flyers

Feriod Monday Tuesday Thursday Saturday
Zhris 4-6 p.m. 1-3 a.m.
G-11am.

Click one
time on the

picture
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© Fle Edit View Insert Format Tools Table Window Help Type a question forhelp = (%
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Final Showing Markup + Show ~

v

Microsoft word

ses: ‘

+  Letters ¥ Any document
z ¥ Papers ¥ Business
» Recipes +  Personal
¥ Flyers

Period Monday Tuesday Thursday Saturday
Chris 4-6 p.m. 1-3 a.m.
Tammy | 4-5 p.m. G-11 am.

Note: Picture

; Copy

v %N - toolbar may

- by - Edit Picture already be

: =7 e R showing —if so
- Borders and Shading... E E

: . skip this step.
L:D Format Picture, ..

Hyperlink. .. 7
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2l sample word layout - Microsoft Word

© Fle Edit View [nsert Format Tools Table Window Help Type & guestion for help = X

DEEHSY SGRAY $BRY o-« QPEODR=[@ BT = -3,
 Final Showing Markup = Show~ 4 w3 & » E * 44 Normal - Arial ~-12 - B I U E = E =~ i= 1= £ i '!'é'v
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This option of text wrapping with the Wword

3 picture makes pictures much easier to

1 Any docurment
: handle in Word. o
: Personal
} Thursday Saturday
B [T ERSIEE 1-3am.
Tammy | 4-5 p.m. G-11am.

OO otol #F o= EEY =

Text Wrapping
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© Fle Edit View Insert Format Tools Table Window Help
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MICI(

Once you have selected through — the
lines and corner markers around the

Uses: picture will change.

¥ Letters
Z v Papers

¥ Recipes
Z ¥ Flyers
} Period Manday Tuesday Thursday Saturday
B Chris 4-6 p.m. 1-3am.

Tammy | 4-5 p.m. G-11am.
: i OF @ ot ol | 4= B
-+
i In Line With Text
N | Square
n ] Tight
: E Behind Text
- E In Front of Text
: [#] Top and Bottom .
- & oo f
@

- [w] Edit Wrap Points .
= ElEEK 3
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2l sample word layout - Microsoft Word

- Fle Edit WView Insert Format Tools Table Window  Help Type & question for help = %
DEESY SGRAY (ERY o« QEODR=[@ BT = -3,

 Final Showing Markup = Show~ 4 w3 & » E * 44 Normal ~ Arial -12 - B 50 E =EEE-|IEEEE H-SA
L NN TR

: MICIOS( Once you have selected the through
; option — you should be able to grab
" Leters the picture and move it anywhere on

Z v Papers

v Recipes the page without it snapping to a grid.

¥ Flyers

Period Manday Tues
Chris 4-6 p.m.
Tammy | 4-5 p.m.
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Resume Basics
+ Keep it brief
* Provide important information
+ Keep it easy to read

* Free of mistakes
* Make it look sharp

4@‘
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