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1. Setting Text Fonts in Word 2010

In this chapter, we will discuss how to set the text fonts and size in Word 2010. Microsoft
word allows you to use different fonts with different size. You can change your
document's appearance by changing the fonts and their size. Usually, you use different
fonts for paragraphs and headings. It is important to learn how to use different fonts. This
chapter will teach you how to change a font and its size in simple steps.

e Change the Font Type & Size

We will understand in brief the font buttons that we will further use in this tutorial.
Following is a screenshot to show you a few font related buttons.

Home tab

Font Size Button

| Font Type Button
|
- - -
™ -t’ s — Documentl - Microsoft Word | & &) l-@‘
“ H¥me | Insert Page fayout  References Mailings Review  View 7 )
= v = e i=" 5= | 30 & o
Eh ®  Ccabri Body) <11~ A" A" Ax- @ === n iREE »n
N oF ] o EEaEE = Eating
3 - . - - - S it
a.le B 7 U - e x, X v-A v M- me 8loq t
Clipd Font - Patagraph .
] On the Inserttab, the galleriesinclude items that are desig -
&l look of your document. You can use these galleries to inser
} cover pages, and other document building blocks. Whenyo
} diagrams, they also coordinate with your current documen
- You can easlly change the formatting of selected textin the
d look for the selected text from the Quick Styles gallery ontl
textdirectly by using the other controis on the Home tab. A v
? | using the look from the current theme or using a format th; E
| o
wl
| To change the overalllook of your document, choose new” ¥l
Page:1ofl | Words:31/185 | <  English (UK) | Insert | +
. T = .

Step 1 — Select the portion of

text the font of which needs to be changed and click

the Home tab. Now click the Font Type button to list down all the fonts available as

shown below.

Font list Font Scroll Bar

f = = T N
W e - = Document] - Microsoft Word Lo | @ -t

ome Insert Page Ljyout References Mailings Review View Add-Ins & 0

== & | Catibri (Body) 1 == ;: =i »
Theme Foots - ‘,I “jl E ; : i lEV t & E k
Cambria = demdi . v 2 Quick Change Editing
A A 12 8 (IR ] 3l q

Calibn
Times New Roman
Arig
Recently Used Fonts
! © Berlin Sans FB
AN Fonty
¥ AdepEngaed LET
O Adobe Crslen oo
O Adibe Cadon P Bl
O Adobe F
0 Adsbe G ta
O Adobe Garamond Pro Bold
© Adobe Heiti Std R
O Adobe Kaiti 5td R

Page:1ofl | Words: 31/185

Styles = Styles ~

nclude items thatare designed to coordinate with the overall ~
1 use these galleries to insert tables, headers, footers, lists,

:nt bullding blocks. When you create pictures, charts, or

with your current document look.

atting of selected textinthe document text by choosinga
the Quick Styles gallery onthe Home tab. You can also format

controls on the Home tab, Most controls offer a choice of 2
+ theme orusing a format that you specify directly. 9
¥
>
& English (UK) | BHNE 2= 100% () . o

e

Step 2 — Try to move the mouse pointer over the listed fonts. You will see that the text

font changes when you move

the mouse pointer over different fonts. You can use
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the Font Scroll Bar to display more fonts available. Finally select a desired font by
clicking over the font name in the list. We have selected MV Boli as the font for our

sample text.
Selected Font type Changed Font
|
wWed9-0 T T Document] - Microsoft Word [ol® lﬂ
Home Insert Page Layout References Mailings Reviey View AddlIns & 0
S % MvBol -1 Ex 2 | IEEE A, /% FYY
G B Z U-aex, X & |EEFN- = S
Paste - v |8 A Quick Change iting
- J - % . A A AL O IR Styles = Styles =
Clipboard & Font . Paragraph . Styles
T‘_E.“ Laspar il By HELHEHHE L A0 S U L R N L ‘_4'?,
1 A2 O
-

| On the Insert tab, the galleries include items that are designed to coordinate *
|=|  with the overall look of your document- You can use these qalleries to insert -

tables, headers, footers, lists, coverpages, and other document building blocks. When
you create pictures, charts, or diagrams, they also coordinate with your current document

look.

2
Page:10f1 | Words:31/185 | G

English (UK) |

You can easily change the formatting of selected textinthe document text by choosinga
look forthe selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by usine the ather contrals on the Home tabh. Mast contrals offer a choice of

[BloR 3= 10% ()

L L N |

»
(+)

Step 3 — Similar way, to change the font size, click over the Font Size button which will
display a font size list. You will use the same procedure to select a desired font size that

you have used while selecting a font type.

Selected Font Size Changed Font Size
- = = -
W d9-0i= Hocumentl - Microsoft Word =@ w
Home Insert Page layovt References Mailings Reviey View Add-Ins @ o
=4 % MVBoli - 16 L= [ EEE A/ % A
EFSEY; U-adex, xX & EESES = e
Paste ~ - | a Quick Change iting
> F AY-Ac A A A [ B 8| stytes stylesv |~
Clipboard 7 Font . Paragraph Styles
) R e SR S VS R S AR A KM KB E KM T, )
] v &

On the Insert tab, the galleries include items that
are designed to coordinate with the overall look of

your document- You can use these galleries to insert

- 2 v
& tables, headers, footers, lists, coverpages,andotherdocument s
-| building blocks. When you create pictures, charts, or diagrams, they also coordinate with 9
- wanr enerant dacumant lank. >
4 >
Page:10f1 | Words:31/185 | 5 English (UK) | |EHE s 100% (=) { {+)

Use Shrink and Grow Buttons

You can use a quick way to reduce or enlarge the font size. As shown in the first
screenshot, the Shrink Font button can be used to reduce the font size whereas the Grow
Font button can be used to enlarge the font size.
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Font Grow Button

Fopt Shrink Button

V@!HQ-U'-.- . — "7 Documentl - Microsoft Word I =)
File Home Insert Page Laydut References Mailings Review View @ 0
= = 1= = =" < +
ie) & CalibrifBody) ~ 11 = A A Aa- & =T I=C i E)
Past a W EE N = Editing
e 5 B U -abex x - A B¥lwe | Z-3-) 84w | [
Chpboard . Font Paragraph
I?J L""!"“"'A'!l:'l‘ll‘l§|§|<."|‘e<|»9‘7.|.J ?Z
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B On the Insert tab, the galleries include items thatare desig) -
E look of your document. You can use these galleries to inser [ :
" z cover pages, and other document building blocks. Whenyo N
| dlag: theyalso d with your current documen
_ You can easily change the formatting of selected textin the
5 look for the selected text from the Quick Styles galiery ontl
& textdirectly by using the other controls on the Home tab. A v
f using the look from the current theme or using a format th; =
o
> 3 To change the overall look of your document, choose new” ket
Page:1of1 | Words:31/185 | {4 English (UK) | Insert | { (+)

Try to click either of these two buttons and you will see the effect. You can click a single
button multiple times to apply the effect. Each time you click either of the buttons, it will
enlarge or reduce the font size by 1 point.

e Clear Formatting Options

All of the setting can be reset to plain text, or the default formatting. To reset text to

default settings —

Step 1 — Select the portion of text that you want to reset.

Step 2 — Click the Clear Formatting button in the Home tab Font group, or simply

use Ctrl + SPACEBAR.

Clear Formatting Button

| b B Document] = Microsoft Word | = '@_ﬂ
Home Insert Page Layout Rpferences Maifings Review View o 0
| = H— -
£ oy -1 - A A A @ ETIETUE i e | A
P- i 43 EEFEIE- = |mmng
e g | BL Db x| A% Q- e | &m0 w7
Chpboard Font 0 Paragraph .
'm & IO M S O SR SN R XM NN SCR R SR AR MR K 20 =
— =1 v ¥ ¥ v v ¥ ¥ -
S o
o
i On the Insert tab, the galleries include items thatare desig! -
A look of your di Ye use these gall inser ‘{ :
i 2 cover pages, and other document building blocks. Whenyo =
i 2! theyalso d with your current documen
; You can easlly change the formatting of selected textin the
= look for the selected text from the Quick Styles gallery ontl
& textdirectly by using the other controls on the Home tab. A v
4 using the look from the current theme or using a format th: -
o
118 3 To change the overall look of your document, choose new” E Y
Page:10f1 | Words: 31185 | 4  English (UK) | Insert | { *) .
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2. Text Decoration in Word 2010

In this chapter, we will discuss text decoration in Word 2010. When we use the
term decorate, it means decorate by putting the text in italics, underlining the text or
making it bold to look more fancy and much more. In this chapter, we will also learn how
we can strikethrough a text.

e Making text bold

We use bold text to give more emphasis on the sentence. It is very simple to change a
selected portion of text into bold font by following two simple steps —

Step 1 — Select the portion of text that the font of which needs to be made bold. You can
use any of the text selection methods to select the portion of text.

Step 2 — Click the Font Bold [ B ] button in the Home tab Font group, or simply
use Ctrl + B keys to make the selected portion of text bold.

Home tab
Forllt Bold Button Bold Text
(W] A ‘)i = Document] - Microsoft Word [E=REER)
m Home Insert Page Layout References Mailings Review View Adddns & O
V;W & QQibri Body) - 11 =~ i= A/ % POy
— 3 [B|Z7 U-aex. X & EETES S
R A Aa | K [ B BT | e e [
) Font Paragraph | @ s tyles
—On the Insert tab, the galleries include items that are‘-;uigned to coordinate with "

-
overall look of your document. You can use these galleries to insert tables, headers

diagrams, they also coordinate with your current document look.

v

lists, cover pages, and other document building blocks. When you create pictures, ¢ ”

You can easily change the formatting of selected text in the document text by choo: *
)

- »
| 3 look for the selected text from the Quick Styles gallery on the Home tab. Youcan al
I »

Page:1of1 | Words: 20185 | J  English (US) IEIBRE =2 110% (=) +)

e Making Text Italic

An italic text appears with a small inclination and we use the italicized text to differentiate
it from other text. It is very simple to change the selected text into italic font by following
two simple steps —

Step 1 — Select the portion of text the font of which needs to be italicized. You can use
any of the text selection methods to select the portion of text.

Step 2 — Click the Font Italic [ I ] button in the Home tab Font group, or simply use
the Ctrl + | keys to convert the portion of text in italic font.
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Home tab
Font Italic Button Italic Text
@‘ - ")‘t (LR Documentl - Microsoft Word - = !‘@ }g
Home Insert Page Layout References Mailings Review View Add-Ins & 0
X CalibglBody) -1 = e | EE A/ A
pJ % BENU -dex x| DIENE N M- | Q kc?& Editing
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. I A-Y- A - AL Pujve S BLT Styles ~ Styles~
lipboard ra Font Paragraph Styles
i TR ORI R RO R R S A R S SO B Tl TR VRS P IR ) .
. - - - - : : v - : N
i On the insert tab, the galleries include items that are designed to coordinate with th™

]
]
B

]
Page:10f1 | Words: 201185 | 4

English (US)

look of your document. You can use these galleries to insert tables, headers, footers:
cover pages, and other document building blocks. When you create pictures, charts |

diagrams, they also coordinate with your current document look.

You can easily change the formatting of selected text in the document text by choo:
look for the selected text from the Quick Styles gallery on the Home tab. You can al

([ElmR == 1 o 0 &

v
z
Q
3

e Underline the Text

An underlined portion of text appears with an underline and we use the underlined portion
of text to make it more distinguished from other text. It is very simple to change the
selected text into underlined font by following two simple steps —

Step 1 — Select the portion of text which needs to be underlined. You can use any of the

text selection method to select the portion of text.

Step 2 — Click Font Underline [ U ] button in the Home tab Font group, or simply use

the Ctrl + U keys to put an underline under the text.

Home tab
Font Underline Button Underlined Text

[ [

@' o qi LHES Documentl - Microsoft Word 3'@,

Home Insgrt Page Layout References Mailings Review View Adddns & 0
== % calbn - 11 S .= .iEe EEE & % A
o sz [@Heex x o EEEE =
Paste M = 2 L, Quitk Change Editing
- W A-Arv| A A (Mo By e B | stpesv stytes~

Clipboard ont Paragraph Styles

T s Vo2 5 i (RO SN S IO VS P RN 1 o

= = z - —— - - V' - — —
-| Onthe Insert tab, the galleries include items that are designed to coordinate with tl -

-
look of document. You can use these galleries to insert tables, headers, footers
cover pages, and other document building blocks. When you create pictures, charts |
diagrams, they also coordinate with your current document look.

v

| You can easily change the formatting of selected text in the document text by choos *
_E look for the selected text from the Quick Styles gallery on the Home tab. You can al ;)
s . I | . § »
Page:1 of1 | Words: 20185 | J  English (US) |[BnE zs 1 (=) {J (+)

e Strikethrough the Text

Strikethrough portion of text will look as if a line has been drawn through the middle of it.
A strikethrough portion of text indicates that it has been deleted and that the portion of
text is not required any more. It is very simple to change a selected portion of text into a
strikethrough portion of text by following two simple steps —

-9-
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Step 1 — Select the portion of text that you want to change to a bold font. You can use any
of the text selection method to select the portion of text.

Step 2 — Click Font Strikethrough fabe button in the Home tab Font group to put a
line in the middle of the text which is called strikethrough the text.

Home tab

Font Strikethrough Button Strikethrough Text
= Documentl - Microsoft Word l = E‘ﬁ
Insert Page Layout References Mailings Review View AddIns & O
Calibri (Body) EEE ﬁ"\ % A

Quick Change Editing
. 3
.1 T Styles » Styles ~

’ o T T S T T A T R 1
On-thelnserttab-the galleriesinclude itemsthotare designed-to-coordinate with ¢l -
-
look-of-yourdecument: You can use these galleries to insert tables, headers, footer:
cover pages, and other document building blocks. When you create pictures, charts
-
£ |

diagrams, they also coordinate with your current document look.

You can easily change the formatting of selected text in the document text by choos

ol ¢

I | look for the selected text from the Quick Styles gallery on the Home tab. You canal |

|| 4 14
Page:1of1 | Words: 20185 | <  English (US) IEETENS 110% (=} +)

3. Change Text Case in Word 2010

In this chapter, we will discuss how to change text cases in Word 2010. You can also
capitalize a character you are typing by pressing and holding the SHIFT key while you
type. You can also press the CAPS LOCK to have every letter that you type capitalized,
and then press the CAPS LOCK again to turn off capitalization.

e Change Text to Sentence Case

A sentence case is the case where the first character of every sentence is capitalized. It is
very simple to change the selected portion of text into sentence case by following two
simple steps —

Step 1 — Select the portion of text that that needs to be put in sentence case. You can use
any of the text selection methods to select the portion of text.

Step 2 — Click the Change Case button and then select the Sentence Case option to
capitalize the first character of every selected sentence.

_10_
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Home tab Change Case Options

Change Case Button Sentence Case Text

Mailings Review View (A 0

i
™ R 3 Documentl - Micfosoft Word = WE) lg
Home Insert Fagq Layout References

= & AT =
) 5 abriBody) <11 W A" AT Aar & ELET§ t B % ?
Paste i B I U Sentence case. A EE=EE=E = charge | Edming
o v . F
~ » 4 < - 4 2
‘, lowercase b B . Rae l.l g Styles
Paragraph
UPPERCASE

18 J!"S. (IR SONCIEE * A |

&N

»

1 Capitalize Each Word ;
| On t¥ 1OGGLE CASE ‘esinclude items that are designed
look &wmm&m‘m‘can use these galleries to insert tal =
l’ cover pages, and other document building blocks. When you cr
I
|

diagrams, they also coordinate with your current document loc

“« o w4

You can easily change the formatting of selected text in the doc
look for the selected text from the Quick Styles gallery on the F

+)

Page:1of1 | Words: 537185 | <G  English (US) | Insert |

L

e Change Text to Lowercase

Changing text to lowercase is where every word of a sentence is in lowercase. It is very
simple to change a selected portion of text into lowercase by following two simple steps —

Step 1 — Select the portion of text that needs to be put in lowercase. You can use any of
the text selection methods to select the portion of text.

Step 2 — Click the Change Case button and then select Lowercase option to display all
the selected words in lowercase.

Home tab Change Case Options

Change Case Button Lower Case Text

“ Home Insert Pagejlayout Refprences Mailings Review| View a 0
v =L 1=, %= | i E ’
A A LA @ - = % Y
EEIE '

Sentence case
] 5 £ y Change Editing
B J U 21K TRV R I R Stylzsg'

@ d.,,.,*"g '—l L Documentl - Micrbsoft Word |- (=) o

Calibri (Body) -~ 11

lowercase
Paragraph

UPPERCASE e e e

v, SR | ST SRR SRR 2NN ] O TR <10+ 4
1 I— Capitalize Each Word L 5 W

on thi OGGLE CASE ssinclude items that are designed t

look &ryour teeuTent: "OU tan use these galleries to insert tab

cover pages, and other document building blocks. when you cre

diagrams, they also coordinate with your current document loo

Gl

mis

You can easily change the formatting of selected text in the doc
look for the selected text from the Quick Styles gallery on the H

“ 0w d

Page:1otl | Words: 53185 | (B  English (U.S) | Insert | 9! +)
_ = —_—— —

e Change Text to Uppercase

This is where every word of a sentence is in uppercase. It is very simple to change
selected text into uppercase by following two simple steps —

Step 1 — Select the portion of text that you want to change to a bold font. You can use any
of the text selection method to select the portion of text.

-1-
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Step 2 — Click the Change Case button and then select UPPERCASE option to display
all selected words in all caps. All characters of every selected word will be capitalized.

Home tab Change Case Options
Change Case Button Upper Case Text
W a9~ s [ ' Documentl - Midrosoft Wori || @lﬂ
n Home Insert Page Layout References Mailings Reviey View o 0
b:‘] f’ Calibri (Body)  ~ S:“m'“ 2;1( A % ;;EE ‘; E:Zii % o)
Paste B I U . o . A . ~—~i A Change Editing
< s lowercase v | &~ 21 ! Stytes
{ . Patagraph
| —— UPPERCASE - et s
| R ! €+ 1 70 8:fi 8¢ 1 GeRngreye ,;1
- = S— Capitalize Each Word NS S’ 2
| ON®  tocGie case ALLERIES INCLUDE ITEMS THAT ARE -
1 ;; WITHTHE UUERATCLOUR UF YOUR DOCUMENT. YOU CAN USI i
-1 TABLES, HEADERS, FOOTERS, LISTS, COVER PAGES, AND OTHE!
| BLOCKS. WHEN YOU CREATE PICTURES, CHARTS, OR DIAGRAM i
T ‘ WITH YOUR CURRENT DOCUMENT LOOK. Y
ml o
-| You can easily change the formatting of selected text in the de ¥
4 >
Page:1of1 | Words:53/185 | B English (US) | Insert J ()
B — = ————

e Capitalize Text

A capitalize case is the case where every first character of every selected word is in
capital. This is very simple to change selected text into capitalize by following two simple

steps —

Step 1 — Select the portion of text that needs to be capitalized. You can use any of the text
selection method to select the portion of text.

Step 2 — Click the Change Case button and then select the Capitalize Each Word option
to put a leading cap on each selected word.

Home tab Change Case Options
Change Case Button Capitalize Each Word Text
r —— T =
™ | ‘)"L, I= Documentl - Midrosoft Worc ]:‘\E!M
Home Insert Pagge Layout References Mailings Revie View & 0
2 R et = o=
= ®  CatibriBodyl -l W- AS AT | Aa- | B =T ETE E" 2 % G5
-a 5 EEEE =-
Paste B 7 U Sentence case. s | R b i Change | Editing
- 4 lowercase s Py e | &R 4 IR Styles = ¥
y| Clipboard x - Paragraph
| —r———— UPPERCASE w—— S ———
| 178 e e GO EXERRN ENEF ANER A EEREID . L ]
— | Capitalize Each Word L i 3 v =
onT {tOGGLE CASE sries Include Items That Are Design |

|

|

‘ Ovel4llL68R UF Yaiit UdEiient. You Can Use These Galleries1
-| Footers, Lists, Cover Pages, And Other Document Building Bloc

| Charts, Or Diagrams, They Also Coordinate With Your Current |

“on»d

You can easily change the formatting of selected text in the do
-| look for the selected text from the Quick Styles gallery on the |

Page:1of1 | Words: 53/185 | \‘,/a English (U.S)} | Insert | . +)

e Toggle the Text

The Toggle operation will change the case of every character in reverse way. A capital
character will become a character in lower case and a character in lower case will become

-12 -
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a character in upper case. It is very simple to toggle case of the text by following two
simple steps —

Step 1 — Select the portion of text that you want to change to a bold font. You can use any
of the text selection method to select the portion of text.

Step 2 — Click the Change Case button and then select the tOGGLE cASE option to
change all the words in lowercase into words in uppercase; the words in uppercase words
change to words in lowercase.

Home tab Change Case Options
Change Case Button Toggle case text
e 3 ™
W 9~ = Documentl - Midrosoft Won l | (5],
“ Home Insert Page Layout Riferences Mallings Reviefv lew @ @
! 4
- o i gL | == e | [RAE
CalbrifBocn _~ 11 ¥- A" AT Aav B = il % ® |
| Sentence case. = = - > E
- A~ = Change Editing
LA lowercase = 2 Bl AN Styles -
e — UPPERCASE — — — =
X 3 17 X | I
Az = Capitalize Each Word
% ONt  oGGLEwmsE LERIESINCLUDE iTEMStHAT aREd - |‘
1B wITH YHE SVERALTTUOK 6 YOUR dOCUMENT. yOU cAN uSE t ‘
- tABLES, hEADERS, fOOTERS, IISTS, COVER pAGES, aND oTHER ¢
r ~ WHEN yOU cREATE pICTURES, CHARTS, oR dIAGRAMS, tHEY al |
- CURRENT dOCUMENT IQOK. :|
i~ ol
1 z You can easily change the formatting of selected text in the do | &4
| 4 I »
I
Page:1 of 1 Words: 53/185 ' English (U.S) | Insert +
| S QF

4. Change Text Color in Word 2010

In this chapter, we will discuss how to change text colors in Word 2010. We will also
understand how to mark text which should look like it was marked with a highlighter pen.
In addition, we will learn how to apply different effects on portions of text.

e Change Font Colors

The text that we type comes in black by default; you can always change the color of the
font to a color of your choice. It is very simple to change the text color by following two

simple steps —
Step 1 — Select the portion of text the font color of which needs to be changed. You can
use any of the text selection method to select the portion of text.

Step 2 — Click the Font Color button triangle to display a list of colors. Try to move your
mouse pointer over different colors and you will see the text color will change
automatically. You can select any of the colors available by simply clicking over it.

If you click at the left portion of the Font Color button, the selected color gets applied to
the text automatically; you need to click over the small triangle to display a list of colors.

_13_
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Home tab Font Color Button Changed Font Color
Wd9-¢i= Document] = Mictpsoft Word x|+ [5): [l Siem]
“ Home Insert Page Layout References Mailings Rey View o 0
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|
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Page:10f1 | Words:537185 | £  English (U1S) | Insert +

List of Colors
More Colors Option

If you do not find a color of your choice, you can use the More Colors option to display
the color pallet box which allows you to select a color from a range of colors.

e Highlight Text with Colors
You can highlight a selected portion of text using any color and it will look like it was

marked with a highlighter pen. Usually we highlight a text using yellow color. It is very
simple to highlight a portion of text with a color by following two simple steps

Step 1 — Select the portion of text that needs to be highlighted with color. You can use
any of the text selection method to select the portion of text.

Step 2 — Click the Text Highlight Color button triangle to display a list of colors. Try to
move your mouse pointer over different colors and you will see the text color changes
automatically. You can select any of the colors available by simply clicking over it.

If you click at the left portion of the Text Highlight Color button, then the selected color
gets applied to the portion of text automatically; you need to click over the small triangle
to display a list of colors.

Home tab Text Highlight Color Button Highlighted Text
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o Apply Text Effects

Microsoft word provides a list of text effect which add to the beauty of your document,
especially to the cover page or the headings of the document. This is very simple to apply
various text effects by following two simple steps —

Step 1 — Select the portion of text that you want to change to a bold font. You can use any
of the text selection method to select the portion of text.

Step 2 — Click the Text Effect button to display a list of effects including shadow,
outline, glow, reflection etc. Try to move your mouse pointer over different effects and
you will see the text effect will change automatically. You can select any of the text effect

available by simply clicking over it.

Text witl

Effect
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5. Text Alignments in Word 2010

In this chapter, we will discuss text alignments in Word 2010. There are four types of
paragraph alignment available in Microsoft Word — left-aligned, center-aligned, right
aligned, and justified.

Left-Aligned Text

A paragraph's text is left aligned when it is aligned evenly along the left margin. Here is a
simple procedure to make a paragraph text left-aligned.

Step 1 — Click anywhere on the paragraph you want to align and click the Align Text
Left button available on the Home tab or simply press the Ctrl + L keys.
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e Center Aligned Text

A paragraph's text will be said center aligned if it is in the center of the left and right
margins. Here is a simple procedure to make a paragraph text center aligned.

Step 1 — Click anywhere on the paragraph you want to align and click the Center button
available on the Home tab or simply press the Ctrl + E keys.
Home tab Center Button Center Aligned Paragraph

Docurmient? - Microsoft Word
&
\

¢ Right-Aligned Text

A paragraph's text is right-aligned when it is aligned evenly along the right margin. Here
is a simple procedure to make a paragraph text right-aligned.
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Step 1 — Click anywhere on the paragraph you want to align and click the Align Text
Right button available on the Home tab or simply press the Ctrl + R keys.

Home tab

AlignText Right Button
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cover pages, and other document building blocks. When you create pictures, charts, or
diagrams, they also coordinate with your current document look. On the Insert tab, the
galleries include items that are designed to coordinate with the overall look of your
document. You can easily change the f g of sel d text in the de text by
choosing a look for the selected text from the Quick Styles gallery on the Home tab. You can
also format text directly by using the other controls on the Home tab. Most controls offer a
choice of using the look from the current theme or using a format that you specify directly.
On the Insert tab, the galleriesinclude items that are designed to coordinate with the overall
look of your document. You can use these gall to Insert tables, headers, footers, lists,
cover pages, and other document building blocks. To change the overall look of your
document, choose new Theme elements on the Page Layout tab. To change the looks
available in the Quick Style gallery, use the Change Current Quick Style Set command.
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e Justified Text

A paragraph's text is justified when it is aligned evenly along both the left and the right
margins. Following is a simple procedure to make a paragraph text justified.

Step 1 — Click anywhere on the paragraph you want to align and click the Justify button
available on the Home tab or simply press the Ctrl + J keys.
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look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building blocks. When you create pictures, charts, or
diagr they also with your current document look. On the Insert tab, the
galleries include items that are designed to coordinate with the overall look of your
document. You can easily change the formatting of selected text in the document text by
choosing a look for the selected text from the Quick Styles gallery on the Home tab. You can
also format text directly by using the other controls on the Home tab. Most controls offer a
choice of using the look from the current theme or using a format that you specify directly.
On the Insert tab, the galleries include items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building blocks. To change the owverall look of your
document, choose new Theme elements on the Page Layout tab. To change the looks
available in the Quick Style gallery, use the Change Current Quick Style Set command.
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When you click the Justify button, it displays four options, justify, justify low, justify
high and justify medium. You need to select only the justify option. The difference
between these options is that low justify creates little space between two words, medium
creates a more space than low justifies and high creates maximum space between two
words to justify the text.
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6. Indent Paragraphs in Word 2010

In this chapter, we will discuss the how to indent paragraphs in Word 2010. As you know
the margin settings determine the blank space that appears on each side of a paragraph.
You can indent paragraphs in your document from the left margin, the right margin, or
both the margins. This chapter will teach you how to indent your paragraphs with or
without the first line of the paragraphs.

e Left Indentation

Left indentation means to move the left edge of the paragraph inward towards the center
of the paragraph. Let us use the following steps to create left indentation.

Step 1 — Click anywhere on the paragraph you want to indent left and click the Increase
Indent button available on the Home tab or simply press the Ctrl + M keys. You can
click multiple times to create deeper indentation.

Home tab Decrease Indent Button
| Inclrease Indent Button
r - S
E o~ b = Document2 - Microsoft Wor 314zl ‘dg
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—7 Calibri (Body) 11 -~ == = iE = n
- B Z U-dex, x & [EEFIE =
Paste ™ Nz - _] = Quick Ednting
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On the Insert tab, the galleries include items that are designed to coordinate o
Left Indent  With the overall look of your document. You can use these galleries to insert

tables, headers, footers, lists, cover pages, and other document building

blocks. When you create pictures, charts, or diagrams, they also coordinate

with your current document look.

You can easily change the formatting of selected text in the document text by choosing a
-| look for the selected text from the Quick Styles gallery on the Home tab. You can also format =
text directly by using the other controls on the Home tab. Most controls offer a choice of

using the look from the current theme or using a format that you specify directly.
L

[« »
Page:10f1 | Words:185 | J English U.S) | Insent DGR = 110% (- +

Step 2— You can remove left indentation by clicking the Decrease Indent button
available on Home tab or simply press Ctrl + Shift+ M keys. You can click multiple
times to remove deeper indentation.

You can also use the Paragraph Dialog Box to set left and right indentations. We will
see this dialog box in the last section of this chapter.

e Right Indentation

Right indentation means to move the right edge of the paragraph inward towards the
center of the paragraph. Let us use the following steps to create right indentation.

Step 1 — Click anywhere on the paragraph you want to indent and then click on the
Increase Right Indent spinner available on the Page Layout tab. You can click on the
spinner multiple times to create deeper indentation. You can use the Left Indent spinners
as well to set left indentation from the same place.
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Page Layout tab

Increase Right Indent Spinner
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Decrease Right Indent Spinner

Step 2— You can remove right indentation by clicking the Decrease Right
Indent spinner in the opposite direction.

You can also use the Paragraph Dialog Box to set the left and the right indentations. We
will see this dialog box in the next section.

e First Line Indentation

You can move the left side of the first line of a paragraph inward toward the center. Let us
see the procedure to perform first line indentation.

Step 1- Click anywhere on the paragraph you want to indent right and click
the Paragraph Dialog Box launcher available on the Home tab.

Step 2 — Click the Before Text spinner to set left indentation and select the First Line
Option to move the left side of the first line of a paragraph inward toward the center. You
can control the movement by setting the Indentation Unit. A preview box will give only
the idea and not the indentation status.
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First Line Option
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e Hanging Indentation

You can move the left side of the first line of a paragraph leftward, away from the center
which is called the hanging indentation. Let us see the procedure to perform hanging
indentation.

Step 1- Click anywhere on the paragraph you want to indent right and click
the Paragraph Dialog Box launcher available on the Home tab.

Step 2— Click the Before Textspinner to set left indentation and select Hanging
Option to move the left side of the first line of a paragraph leftward, away from the
center. You can control the movement by setting the Indentation Unit. A preview box
will give only the idea and not the indentation status.
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Hanging Option
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You can use the After Text spinner to set the right indentation. You can try it yourself.

7. Create Bullets in Word 2010

Microsoft word provides bullets and numbers to put a list of items in a nice order. This
chapter will teach you simple steps to create either the bulleted or the numbered lists in
simple steps.

e Create a List from Existing Text
This is very simple to convert a list of lines into a bulleted or numbered list. Following are

the simple steps to create either bulleted list or numbered list.

Step 1 — Select a list of text to which you want to assign bullets or numbers. You can use
any of the text selection method to select the portion of text.

Step 2 — Click the Bullet Button triangle to display a list of bullets you want to assign to
the list. You can select any of the bullet style available by simply clicking over it.
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Step 3 — If you are willing to create a list with numbers, then click the Numbering
Button triangle instead of the bullet button to display a list of numbers you want to assign
to the list. You can select any of the numbering style available by simply clicking over it.
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e Create a List as You Type
You can create a bulleted list as you type. Word will automatically format it according to
your text. Following are the simple steps to create bulleted list as you type.

Step 1 — Type *, and then either press the SPACEBAR or press the TAB key, and then
type the rest of what you want in the first item of the bulleted list.

Step 2— When you are done with typing, press Enterto add the item in the list
automatically and go to add next item in the list.

Step 3 — Repeat Step 2 for each list item.
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Bulleted List created as you type

You can create a numbered list as you type. Word will automatically format it according
to your text. Following are the simple steps to create numbered list as you type.

Step 1 — Type 1, and then either press the SPACEBAR or press the TAB key, and then
type the rest of what you want in the first item of the numbered list.

Step 2— When you are done with typing, press Enterto add the item in the list
automatically and go to add next item in the list.

Step 3 — Repeat Step 2 for each list item.
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You can create sub-lists. These sub-lists are called multi-lists. It is simple to create
sublists; press the Tab key to put items in sub-list. You can try it yourself.

8. Set Line Spacing in Word 2010

In this chapter, let us discuss how to set line spacing in Word 2010. A line spacing is the
distance between two lines in a Microsoft Word document. You can increase or decrease
this distance as per your requirement by following a few simple steps. This chapter will
explain how to set the distance between two lines as well as how to set the distance
between two paragraphs.

e Spacing between Lines

Following are the simple steps to adjust spacing between two lines of the document.

Step 1 — Select the paragraph or paragraphs for which you want to define spacing. You
can use any of the text selection method to select the paragraph(s).

Step 2 — Click the Line and Paragraph Spacing Button triangle to display a list of
options to adjust space between the lines. You can select any of the option available by
simply clicking over it.
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e Spacing between Paragraphs

You can also set distance between two paragraphs. Following are the simple steps to set

this distance.

Step 1 — Select the paragraph or paragraphs for which you want to define spacing and

click the Paragraph Dialog Box launcher available on the Home tab.

Step 2 — Click the Before spinner to increase or decrease the space before the selected
paragraph. Similar way, click the After spinner to increase or decrease the space after the

selected paragraph. Finally, click the OK button to apply the changes.
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You can use the Line Spacing option available at the dialog box to set line spacing as we

After Spinner

Preview Box

have seen in previous example. You can try it yourself.
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9. Borders and Shades in Word 2010

In this chapter, we will discuss how to work on borders and shades in Word 2010.
Microsoft Word allows you to place a border on any or all of the four sides of selected
text, paragraphs, and pages. You can also add different shades to the space occupied by
the selected text, paragraphs, and pages. This chapter will teach you how to add any of the
borders (left, right, top or bottom) around a text or paragraph or a page and how to add
different shadows to them.

e Add Borders to Text

Following are the simple steps to add border to any text or paragraph.

Step 1 — Select the portion of text or paragraph to which you want to add border. You can
use any of the text selection method to select the paragraph(s).

Step 2 — Click the Border Button to display a list of options to put a border around the
selected text or paragraph. You can select any of the option available by simply clicking
over it.
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Border and Shading option

Step 3 — Try to add different borders like left, right top or bottom by selecting different
options from the border options.
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On the Insert tab, the galleries include items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists,

- cover pages, and other document building blocks. When you create pictures, charts, or

diagrams, they also coordinate with your current document lock.

You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also format

v
N
i~ text directly by using the other controls on the Home tab. Most controls offer a choice of =
o
\ using the look from the current theme or using a format that you specify directly. .
4 P = »
|| Papes1of2 | Words326 | <. English U.S) | insert | AN 38 1% (=) o +

Step 4 — To delete the existing border, simply select the No Border option from the
border options.

Note — You can add a horizontal line by selecting the Horizontal Line option from the
border options. Otherwise type --- (three hyphens) and press ENTER. A single, light
horizontal line will be created between the left and the right margins.

e Add Borders to Page

You can add borders of your choice to word pages by following the steps given below.

Step 1 — Click the Border Button to display a list of options to put a border. Select
the Border and Shading option available at the bottom of the list of options as shown in
the above screenshot. This will display a Border and Shading dialog box. This dialog
box can be used to set borders and shading around a selected text or page borders.
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Step 2 — Click the Page Border tab which will display a list of border settings, styles and
options whether this border should be applied to the whole document or just one page or

the first page.

Step 3 — You can use the Preview section to disable or enable left, right, top or bottom
borders of the page. Follow the instruction given in the preview section itself.

Step 4 — You can customize your border by setting its color, width by using different art

available under the style section.
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You can have similar or even better borders as given below.
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On the Insert tab, the galleries include items that are designed to coordinate with the overal

ook of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document bullding blocks. When you create pictures, charts, of
dagrams, they also coordinate with your current document look.

You can easily change the formatting of selected text in the document text by choosing #

look for the selected text from the Quick Styles gallery on the Home tab. You can alse format

text directly by using the other controls on the Home tab, Most controls offer a choice of
using the fock from the current thesme or using a format that you specify directly,

To change the overall lock of your document, choose new Theme elements on the Page

Layout tab, To change the locks avallable in the Quick Style gallery, use the Change Current
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset

commands 30 that you can always restoce the look of your document to the original
contained Inyour current template |

D Angln L) | et 193 I m
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110% (=

e Add Shades to Text

The following steps will help you understand how to add shades on a selected portion of

text or a paragraph(s).
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Step 1 — Click the Border Button to display a list of options to put a border. Select
the Border and Shading option available at the bottom of the list of options as shown in
the above screenshot. This will display a Border and Shading dialog box. This dialog
box can be used to set borders and shading around a selected portion of text or page

borders.
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Shading Style, Color shade Application Options

Step 2— Click the Shading tab; this tab will display the options to select fill,
color and style and whether this border should be applied to a paragraph or a portion of

text.

Step 3 — You can use the Preview section to have an idea about the expected result. Once
you are done, click the OK button to apply the result.
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You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by using the other controls on the Home tab. Most controls offer a choice of
using the look from the current theme or using a format that you specify directly.
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10. Set Tabs in Word 2010

In this chapter, we will discuss how to set tabs in Word 2010. Microsoft Word tabs help in
setting up information properly within a column. Word enables you to set left, center,
right, decimal, or bar tabs to line up columnar information. By default, Word places tabs
every .5 inch across the page between the left and right margins.

SNo Tab & Description
1 Left
Left-aligns text at tab stop and this is the default tab.
2 Center
Centers text over tab stop.
3 Right
Right-aligns text at tab stop.
4 Decimal
Aligns numbers at decimal point over tab stop.
5 Bar

Creates a bar to separate the text.

e Setting a Tab

Following are the simple steps to set the center and the right tabs in a Word document.
You can use similar steps but different tabs to set up decimal and bar tabs.

Step 1 — Type some text that you want to line up with the tab stops. Press the Tab key
only once between each column of information you to want to line up. | typed the
following three lines.

Tab button Three columns separated by simple Tab key

Ad
aasbceoe| aamocex AaBE . A B

Againlefttab  Again center tab Again right tab

Left Aligned Center Aligned Right Aligned

<D Engen s

Step 2 — Select a tab type using the Tab button; assume the center tab and finally select
the paragraph or paragraphs the tabs of which you want to set. Next click the ruler where
you want the tab to appear, a tab will appear at the ruler where you just clicked and the
selected portion of text will be adjusted in the center.
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Tab button

A centertab appears
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Step 3 — Now select the right tab using the Tab Button and click the ruler at the right
side where you want to align the text at the right side. A right tab will appear at the ruler
where you just clicked and the selected portion of text will be right-aligned.

Tab button
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e Moving a Tab

You can move an already set tab at a particular location by following the steps given

below.

Step 1 — Click just before the line for which you want to change the tab setting. Drag the

tab sign available at the ruler to the left or right.
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Text after setting tab

Step 2 — A vertical line marks its position as you drag and when you click and drag a tab,

the text moves with the tab.
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11. Apply Formatting in Word 2010

In this chapter, we will discuss how to copy and apply formatting in Word 2010. If you
already have a well formatted portion of text and you want to apply similar formatting to
another portion of text, then Microsoft Word provides a feature to copy and apply a
format from one portion of text to another portion of text. This is very useful and a time
saving operation.

Copy and Apply of text formatting works for various text attributes; for example, text
fonts, text colors, margins, headings, etc.

e Copy and Apply Text Formatting

The following steps will help you understand how to copy and apply text formatting from
one portion of text in your document to another portion of text in your document.

Step 1 — Select the portion of text containing the formatting that you want to copy. I have
selected a text which has bold and underlined font as shown below.

Format Painter
Home tab Bold and Underlined Text

e N
- QL—.- Documentl - Microsoft Word = h ) S
Insert Pige Layout Refere Mailin Review  View Add.Ins & 6
=0 K Calibri (Body) vil ~lEEefEriae | iR \ )
~‘ ; Sy A
- Bl Z Ude 3, XX & EEZIE- =
Paste Q Change Editing
- ¥ - W-A-A- A a0y s ’

You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also format
-

.| text directly by using the other controls on the Home tab. Most controls offer a choice of
-| using the look from the current theme or using a format that you specify directly.

4
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Step 2 — click the Home tab and click the Format Painter button to copy the format of
the selected text. As soon as you click the format painter button, the mouse pointer
changes to a paint brush when you move the mouse over your document.

Step 3 — Now you are ready to apply the copied text format to any of the selected text. So
select a text using mouse where you want to apply the copied text format. While selecting
a portion of text, you have to make sure that your mouse pointer is still in paint brush
shape. After selecting the text, just release the right-click button of the mouse and you
will see that newly selected text is changed to the format used for the original selection.
You can click anywhere outside the selection to continue working on your document for
further editing.
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Text after copy and apply format operation

e Copy and Apply Text Formatting multiple times

Step 1 — If you are intended to apply formatting at multiple places, then you will have to
double-click the Format Painter button while copying the text format. Later on, you just
keep selecting the text where you want to apply the text formatting.

Step 2 — When you are done with applying formatting at all the places, click Format
Painter to come out of the format applying operation.
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