FORMATTING WITH WORD
Remember – hover your mouse over the icon to see what tool does.

The Formatting Toolbar:
Word allows all toolbars to be customized, so you may not find all options listed here.  There are several buttons that may or may not appear immediately in your version of Word.  Use the following graphic as a guide to the Formatting Toolbar.
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1. Style:
Styles in Word are used to quickly format portions of text. For example, you could use the "Normal" or "Default Paragraph Font" for the body text in a document. There are also three preset styles made for headings.
2. Font:
Font is a simple but important factor in Word documents. The choice of font (the style of the text itself) can influence the way others view documents, either on the screen or in print. For example, Arial font looks better on screen, while Times New Roman is clearer in print. To apply a font to text, select desired text with your cursor, and choose a font from the font drop down menu.
3. Font Size:
You may encounter times in which you need to display some text larger or smaller than other text. Selecting desired text with the cursor and choosing a font size from the drop down menu changes the size of text.
4. Bold:
Places the text in bold.
5. Italic:
Places the text in italics.
6. Underline:
Underlines the text.
7. Align Left:
Aligns the selection to the left of the screen/paper.
8. Center:
Aligns the selection to the center of the screen/paper.
9. Align Right:
Aligns the selection to the right of the screen/paper.
10. Justify:
Aligns the selection to both the left and right of the screen/paper.
11. Line Spacing:
Adjust the line spacing (single-spaced, double-spaced, etc.)
12. Numbering:
Create a numbered list.
13. Bullets:
Create an unordered, bulleted list.
14. Decrease Indent:
Decreases the indentation of the current selection (to the left).
15. Increase Indent:
Increases the indentation of the current selection (to the right).
16. Outside Border:
Places a border around the current selection; click the drop-down for a wide selection of bordering options.
17. Highlight:
Highlight the current selection; default color is yellow.
18. Font Color:
Change the font color; the default/automatic color is black.
More Formatting:
Besides the toolbars, Word provides a great deal of ways to customize and format your text and documents.  Click on the gray down arrow at the end of the toolbar and you will find more formatting options.  
Paragraph Spacing:
To access the Paragraph formatting options, navigate to the menu bar, and select “Format” >> “Paragraph,” or right-click within a paragraph.
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A window will appear with options for modifying spacing and indenting. Here, you can choose to make the text in your document single or double spaced, as well as edit the margins for the document.
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Headers/Footers:
Headers and footers are important aspects of a Word document if you wish to include information such as page numbers and headings on every page. To access the header and footer options, go to the menu bar and select “View” >> “Header and Footer.”
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A dotted-line box called "Header" will automatically appear, as well as a sub-menu for formatting header and footer properties. The cursor will already be placed in the Header box. If you scroll down on your current page opened in Word, you will see a dotted-line box called "Footer." To add text in the Header or the Footer, simply click the cursor inside either one of the boxes, and type the text you want.
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To add page numbers to your document, click your cursor inside of the footer box. Then, click on the icon shaped like a sheet of paper with a "#" inside. The page number will then be inserted and applied to all of the pages in your document.

Inserting an Image/WordArt:
In Word, it's possible to add clipart or other images to a document. Click the cursor in your document where you wish to place an image. Then go to the menu bar and select “Insert” >> “Picture.”
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From there, you will find a number of options to choose from. "Clipart" searches through your computer's Clipart library. "From File" will allow you to insert an image saved elsewhere on your computer. Other options include "AutoShapes" and "WordArt."
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If you click on your image or right click on it you will find the picture formatting tools. The tools you will use most often will probably be the cropping feature and the position.  Use the color icon to turn a picture into a watermark.  You can also use colors and lines to outline images and text boxes. Remember, please hover over the icon to see its function.
To send a picture behind text use the ‘behind text’ button.  You will find this AFTER you click the position icon.  

Inserting a Text Box:
To insert a textbox, click “Insert” on the file menu, then click “Text Box.”  Then you can draw your box and fill it with text. 

Highlighting:
Block the text that you want to highlight.  Use the more button to locate the highlighter.  Pick you color and the text you have chosen will be highlighted.  


Page Layout and Page Margins:
Go to “File” on the menu.  Select “Page Setup”.  Your screen will look like this.  Here you can change your margins and your page orientation.  


The Ruler: 
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The ruler is generally found below the main toolbars. The ruler is used to change the format of your document quickly. To display the ruler: 

1. Click View on the Menu bar. 

2. The option Ruler should have a check mark next to it. If it has a check mark next to it, press Esc to close the menu. If it does not have a check mark next to it, continue to the next step. 

3. Click Ruler. The ruler now appears below the toolbars. 

Grabbing the top triangle will move the first line in your paragraph to the right and leave all the other lines left justified. 

Grabbing the bottom triangle will move all the lines EXCEPT the first line to the right.

Grabbing the square bottom will move all the text in your paragraph to the right.  
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