Desktop Publishing with Microsoft Word

Skill Building Handout

How do I…

change margins?
1. Choose File—Page Setup.
2. Enter the desired margin size for Top, Bottom, Left, and Right.
You must have at least 0.5” on all sides.

3. Click OK.

change vertical/horizontal page orientation?
1. Choose File—Page Setup.

2. Click on Portrait to have your page print vertically or Landscape to have your page printed horizontally.
3. Click OK.

create a bulleted list?

1. Put your blinking cursor where you want to begin your bulleted list or highlight text that you would like to convert to a bulleted list.

2. Choose Format—Bullets and Numbering…

3. Be sure the Bulleted tab is selected.

4. Click on a bullet style.

5. Click OK.

6. To turn off the bullet feature, click on the Bullets button on the Formatting toolbar.

change the bullet symbol?

1. Highlight your bulleted list.

2. Choose Format—Bullets and Numbering…

3. Click on the Customize button.

4. Click on the Font button to change the size or color, the Character button to change the symbol, or the Picture button to use a graphic symbol.

5. Click OK twice.

create a numbered list?

1. Put your blinking cursor where you want to begin your numbered list or highlight text that you would like to convert to a numbered list.

2. Click on the Numbering button on the Formatting toolbar.

3. Right-click on your numbered list to access options such as Restart numbering or Increase Indent.

4. To end a numbered list, click on the Numbering button on the Formatting toolbar.

create a table?

1. Put your blinking cursor where you want your table to appear.

2. Choose Table—Insert—Table.

3. Enter the number of columns and rows you would like in your table.

4. If desired, click on Table style—AutoFormat… to choose from a list of styled tables.

5. Click OK.

add rows or columns to a table?

1. Put your blinking cursor above where you want the row to insert or to the left of where you want the column to insert.

2. Choose Table—Insert—Column or Row.

delete rows or columns from a table?

1. Select the rows, columns, or cells that you would like to delete.
If you don’t highlight anything with your mouse, you will delete the row or column that your blinking cursor is in.

2. Choose Table—Delete—Table, Columns, Rows, or Cells.

change the size of a table?

1. Move your mouse over the border of a row or column.
Your pointer will turn into double arrows for resizing.
Up and down arrows are for resizing rows.
Left and right arrows are for resizing column.

2. Click and drag the double arrows.

3. Left go of the mouse when you have reached the desires size.

remove the borders from a table?

1. Select the entire table by choosing Table—Select—Table.

2. Click on the arrow next to the Border button on the Formatting toolbar.

3. Click on No Border.
Click once on any border button to add the border, click again to remove it.

change the style or color of the borders?

1. Select your table, row, column, or cell.

2. Choose Format—Borders and Shading.

3. Choose a style, color, and/or width.

4. Click in the Preview box to add/remove top, bottom, left, right, and inside borders.

shade in the background?

1. Begin by selecting what you would like to shade in, i.e. a word, paragraph, cell, etc.

2. Choose Format—Borders and Shading.

3. Click on the Shading tab at the top of the dialog box.

4. Click on the color you want.

5. Click OK.

insert clip art?
1. Put your blinking cursor where you want the clip art to appear.
2. Choose Insert—Picture—Clip Art.

3. Type a term in the search box and hit Enter.

4. Click on the image you want and if it doesn’t appear in your document, you will need to select Insert.
5. Move and resize your graphic following the directions below.
insert a photo?
1. Put your blinking cursor where you want the photo to appear.

2. Choose Insert—Picture—From File.
3. Click on the drop-down menu next to Look In: to find your picture (Desktop, My Documents, My Pictures, Floppy, etc.).

4. Click on your picture and click Insert.

5. Move and resize your picture following the directions below.
change the size of a graphic?
1. Click once on an object to select it.
You will see handles on the corners and sides.

2. Move your mouse over any of these handles until your pointer has two arrows.
3. Click and drag any of these arrows to resize the object.
Drag towards the center to make the object smaller.
Drag away to make the object larger.
Drag the corner handles to resize proportionally.

move a graphic?
1. Click once on an object to select it.
You will see handles on the corners and sides.
2. Move your mouse over the object until your pointer has four arrows.

3. Click and drag the object to where you want it to go before letting go of the mouse.
find the drawing toolbar?

1. The Drawing toolbar is shown at the bottom of the screen.

2. If it is not there, choose View—Toolbars—Drawing.

draw a shape?
1. Click on the AutoShapes drop-down menu on the Drawing toolbar.
2. Select a shape from one of the submenus.

3. Your pointer will turn into a crosshair.

4. Click and hold down the mouse button where you want the shape to appear.
Drag the mouse to draw the shape.
Let go of the mouse button when it is the desired size.
Hold down the Shift key while drawing a shape to keep it proportional.

rotate an object?
1. Click once on an object to select it.
You will see handles on the corners and sides.

2. Click on the Draw drop-down menu on the Drawing toolbar.
3. Select one of the rotating options from the Rotate or Flip submenu.

4. To Free Rotate:

a. Put your mouse over the little green circle above the object until your pointer becomes a circular arrow.

b. Click and drag the mouse to rotate the object.
Drag to the right to rotate clockwise.
Drag to the left to rotate counterclockwise.

fill in the background of an object?
1. Click once on an object to select it.
You will see handles on the corners and sides.

2. Click on the arrow next to the paint bucket Fill Color button on the Drawing toolbar.
3. Choose a solid color, a Fill Effect for patterns, or No Fill for a transparent background.

change the color of the line around an object?
1. Click once on an object to select it.
You will see handles on the corners and sides.

2. Click on the arrow next to the paint brush Line Color button on the Drawing toolbar.
3. Choose a solid color, Patterned Lines, or No Line to remove the line.

4. Use the Line Style and Dash Style buttons on the Drawing toolbar to adjust the thickness and style of the line.

create columns from long blocks of text?

1. Highlight the text that you would like to convert to columns.

2. Choose Format—Columns.

3. Click on the number of columns you want.

4. Check whether you would like equal column widths or a line between columns.

5. Click OK.

create a page layout that looks like columns, but with more control?

1. Create a text box for each page region that you would like to control.
a. Choose Insert—Text box. OR
Click on the Text Box button on the Drawing toolbar.

b. Click and drag to draw your text box where you want it.

2. To convert regular text into a text box, highlight the desired text, then click on the Text box button on the Drawing toolbar.

3. Remove the border from the text box by clicking on the arrow next to the paint brush Line Color button on the Drawing toolbar, and selecting No Line. 

4. Remove the white background from the text box

5. Move and resize text boxes following the directions in the Graphics section above.

6. Create links between text boxes to allow text to wrap into the next box.
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