Investigating the Format Menu:

Font -change fonts with different sizes and apply special effects.
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Paragraph - change indentation of paragraph from left and right side or only indent first line or use a hanging indent; change the line spacing (single, double, ...).
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Borders and Shading - place a border around text or around the whole page (see this page) or shade a region of text with a background color.
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Columns - change the number of columns in a text then place a line between each column.

AutoFormat - apply predefined formats to your document.
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Style Gallery - apply predefined formats for standard documents like memos, letters, faxes, ... 

Dividing a document into sections


use the Insert | Break menu
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To see the invisible characters in a document
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Show or hide nonprinting characters

While you view or edit a document on the screen, yau can display characters — such

as tah characters, spaces, and carriage returns — that don't appear on the printed

page. (For example, Word uses armaws to represent tab characters and dots to

represent spaces.) That way, you can easily See if yau added an extra space

between wards, typed spaces instead of a tab character, and so an

1 Onthe Tools menu, click Options, and then click the View tab

2 Under Nonprinting characters, select the check hoxes of the characters yau
want to display.

Tip Ta display all nonprinting characters, select the All check box instead of

selecting each individual check bhax. You can also tum the All option on ar off by

clicking ShowlHide 1 [T
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Investigating the Table menu:

Insert Table - choose the number of rows or columns in the table.





























Merge Cells










Enter text or graphics in a cell















Inserting a graphic - insert a text box first then the graphic.



















































Click this button on the standard toolbar
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