
WORD 6 UNIT3 FORMATTING A DOCUMENT

COIICEPTSREVIEW ..
Label each of the formatting elements
used in the document shown in
Figure 3-26.
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Balanclndthe Books .This

~

a(s sales continued the trend of rising revenues. For the second consecutive
year. e exceeded the goals set forth in the PresiOOnfs Plan. We also implemented
many ew cost saving measures, many of which were suggested during employee
retre s and brainstorming weekends.

mbination of increased sales revenue. especially in the northeast markets, and
the innovative cost cutting meesures was recognized and well-received by the Wall
Street establishment and fhe financial press. We are also pleased to report that Nomad
LId is a profitable component in the portfolios of all major "green" mutual funds.

"
Communications ~

Developed in-house publishing department to produce all corporate communications
including the annual report, the corporate newsletter, and corporate cataiogs.
Completed year-long search for new director of communications. ..,

Quality Assurance

Formalized and implemented Product Testing and Standards review process. Installed
Product Testing Center. Began working with guiding and outdoor leadership

organizations to field test all products including outer wear and recreational gear.

~

New DirectlonsTMTravel ..
Purchased two national guiding services and another with international connections.

Combined, these organizations will deliver services through the New Directions

subsidiary. This diversification will allow Nomad LId to offer new tours in exciting
locations, including South America and Africa. ~

~ Corporate Mission Statement

Nomad Lid is a national sporting-goods retailer dedicated to delivering high-quality
adventure sporting gear and clothing.

~
~FIGURE3-26

Match each of the following terms with the
statement that best describes its function.

8 Changes the appearance of letters,

numbers, and punctuation

9 A named set of paragraph format

settings

10 Symbols or graphics preceding items
in a list

II Lines added to paragraphs of text

12 Changes the line spacing, alignment,

and space between paragraphs

Select the best answer from the list of choices:
~

a,Bullets

b. Borders

c, Paragraph styles

d, Text formatting

e. Templates

f. Style Gallery

g. Paragraph

formatting

h. Drop cap

16 Which text formatting feature is NOT available on the

Formatting toolbar?

a. Bold

b, Italics

c. Double-underline

d. Character styles ..

~
~

tj17 Which paragraph formatting feature is NOT available on the

Formatting toolbar?

a. Paragraph alignment

b. Line spacing

c, Paragraph styles

d. Indentation

tj

..

14 Collections of styles

13 Displays documents in alternative collections of styles

15 Changes the first character of a paragraph to be significantly

larger than the surrounding text

"
18 To add a specific amount of space between paragraphs, the

best solution is to

a. Press [Enter] until you get the amount of space you want

b, Use the Spacing Before and Afteroptions in the Paragraph

dialog box
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c. Adjust the top margin for eachparagraph

d. Use the Line Spacing options in the Paragraph dialog box

19 Which command automatically formats the first character of

a paragraph to be significantly larger than the rest of the text

in the paragraph?

a. The Change Casecommand on the Format menu

b. The Font command on the Format menu

c. The Drop Cap command on the Format menu

d. The Drop Cap button on the Formatting toolbar

10 Whh;h of the following is the fastest way to change from all

uppercase to all lowercase?

a. The Change Case command on the Format menu

b. The Font command on the Format menu

c. The Drop Cap command on the Format menu

d. The Font Size button on the Formatting toolbar

APPLICA.,IOIISREVIEW
I Format text.

a. Start Word and open the document named UNIT_3-3.DOC

from your Student Disk. Save the document as

OPENROAD.DOC to your MY_FILES directory.

b. Select the first occurrence of "OpenRoads(tm), Inc." then

click the Bold button on the Formatting toolbar. With the

text still selected, click the Italic button.

c. Use the Format Painter to apply this formatting to the sec-

ond occurrence of this name in the document.

d. Save your changes.

1 Create bulleted lists.

a. Select the list of items starting with "tracks the location..."

and ending with "generates pre-printed..."

b. Click the Bullets button on the Formatting toolbar, then

click to deselect the text.

3 UseAutoFormat.

a. Click the AutoFormat button to apply standard styles and

formatting to your document.

b. Review the changes in your document.

4 Use the Style Gallery.

a. Click Format on the menu bar, then click Style Gallery.

b. Select several different templates and examine your docu-

ment as it would appear formatted in these templates.

c. Click Letter2 in the list of templates, then click OK.

d. Save your changes.
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S Apply paragraph formatting and styles.

a. With the insertion point in the first paragraph in the body of

the letter, click the Justify button on the Formatting toolbar.

b. Select the Body Text style from the Style list box.

c. Make sure the option for redefining the style is selected in

the Reapply Style dialog box, then click OK.

d. Save your changes.
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6 Adjust page margins.

a. Click File on the menu bar, then click Page Setup. Make sure

the Margins tab is displayed in the Page Setup dialog box.

b. In the Top text box, specify a 2" margin.

c. In the Bottom text box, specify a 2" margin.

d. In the Left text box, specify a IS' margin.

e. In the Right text box, specify a IS' margin.

f. Save your changes.

g. Be sure to select the placeholder [your name] at the bottom

of the letter and replace it with your name.

h. Preview then print your document. Your completed docu-

ment should look like Figure 3-27. Exit Word.

Mr. Sleven Wing
1290 Ind"trial Bo"'avard
S"ite 8B

Eagle Ridge. OR 09005

Dear Mr. Wing.

Thank yO" lor laking Iha hma 10 complela the ",tomer ,"my lor Open
Roads'., Inc. As promised. I have enclosed a demonstralion copy of 0", new
packaga tracking software. RoadMapm. This "alul applicahon provides the
Iollowing capabilihe..

. lracks Iha locahon and daliver; hmes of all yo", packages worldwide. p,ovides lotai shipping weight and pr~e. generales pre'prinled air bills and labels

With a pe"onaJ comp"ter. a mooem. and RoadMapm software from Open
Roadsm, Inc. yO" can have Ihls "et"' tealura at YO"' fingertips. If yo" decide 10
p"",hase this software. '"" can 'ecaive ,"bstanhal savings on 0"' shipping
se",'ce..

. t-5 lb. shlpmant

. 5-10 lb. shlpmenl

I will contact yo" next weak to answe' any q"eshons you hava.

Sinceraly,

[yo", name]
Open Roads. Inc.
Aceo",,1 Rapresantat~e

FIGURE 3-27
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CHALLENGE I
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CHALLENGE 2

Supposeyouarein chargeofmarketingfor acommunityorches-
tra.Aspartofyourresponsibilities,youmustprepareaposterfor
anupcomingconcertseries.Yourassistanthasalreadyprepareda
draftforyou,andyouneedto formatit to improveitsappearance.

OpenthedocumentnamedUNIT_3-4.DOCfromyourStudent
Diskandsaveit asMUSCNITE.DOCtoyourMY_FILESdirectory.

StartyourformattingbyusingtheAutoFormatbutton.Thenuse

Figure3-28asaguidefor furtherenhancingthedocument's
appearance,Whenfinishedformatting,previewthenprintyour
document.

Youarethedirectorofcommunicationsfor asmallsoftwarecom-

pany,MySoftInternational.Yourtaskistopreparefor therelease
of anewmultimediaeducationalgamecalled"CrazyBugz."

Thispackage,designedfor children8 to 14yearsold,allows
thecreativeassemblyofavarietyofeight-leggedcreatures,real

andimaginary,usingcomputersoftware.Openthedocument
namedUNIT_3-5.DOCfromyourStudentDiskandsaveit as
CRZYBUGZ.DOCtoyourMY_FILESdirectory.Firstimprovethe

appearanceof thedocumentusingAutoFormat,thencreatea

pressreleasebasedonthePRESREL2templatein theStyleGallery.
ApplytheTitlestyletothecenteredtext.ThenuseFigure3-29 asa
guidefor furtherenhancingthedocument'sappearance,Besure
toselecttheplaceholder[YourName]andreplaceit with your
name.Whenfinishedformatting,previewthenprint yourdocu-
ment.ClosethedocumentthenexitWord,
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Bold- MYSOFT INTERNATIONAL

111 Cente' Avenue
Eden Valley, MN 55382
(888)555.BUGZ

"""ng

...... New Product!
Press Release

For Immediate Relea.e

Th",sday, June 23, 1995

Contact' [Your Name)
MySoft Intemotionol
(SSS)555-BUGZ

FIGURE 3-28 E- Volley, MN - MySo' Intemational is e,ciled to announce the immediate ,elease

of a new mullimedia educational game called "C<azyBugz,' This package, designed to,

child,en B to 14 yea.. old, allows the c'eat~e a""mbty of a ""'ieoy of e'ght,legged

c,eatu,es, 'eal and imaginaey, using compute' softwa,e, Like all MySo' softwace,

C<azyBugz otie.. these g,eat benefits;

. stimulates young imaginations

. inc'eases eye.la-hand coo"'ination

. provides oon.gende' specific play

Watch to, this p'oduc! to appea< in the ,etail cha,"s foe child'en's toys, as well as

softwace ,etaile.., List p,ice is $29,99,

FIGURE 3-29
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