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WORD 6 UNIT4 ARRANGING TEXT AND GRAPHICS

COIICEP,.SREVI EW
label each item of the newsletter shown in Figure 4-25.
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FIGURE 4-25

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

Select the best answer from the list of choice~.

9 Gridlines

a. Allow you to size an object

b. Arranges text in rows and columns

c. Separates each intersection of rows
and columns in a table

d. Allowsyou to position text or

graphics anywhere on the page

e. The intersection of a row and

column in a table

f.Allows you to format individual

parts of a document with different

settings

g. The default calculation with the
Formula command

h. Moves text from one column to the

next

i. Formats text into (:olumns using

defaultsettings #

j. Text at the top of every page

18 To insert a column at the end of a table, you must first

a. Select the last column

b. Place the insertion point in the last column

c. Select the last cell in the table

d. Select the end-of-row markers at the right edge of the table

8 Table

10 Cell

II SUM

17 Columns button

19 Before positioning text or a graphic without changing the

formatting of surrounding text, you must first

a. Select the object and size it

b. Select the object and insert a frame

c. Select the object and move it

d. Select the object then click the Frame button

20 To insert a header you click View,click Header and Footer,
andthen

a. Click the Header check box, and type the text of the header

b. Click the Go to Top button, and type the text of the header

c. Type the text of the header

d. Enter your header preferences and text in the Insert Header

dialogbox

12 Frame

13 Section

14 Sizing handles

15 Column break

16 Header
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APPLICA,.IOIISREVIEW
I Createa table.

a. Start Word.

b. Openthe document named UNIT_4-Z.DOCfromyour
StudentDiskandsaveit asSQUARPEG.DOCtoyour
MY_FILESdirectory.

c. Withthe insertionpointin frontof theparagraphmark
abovetheheadingOthello,clicktheInsertTablebuttonon
theStandardtoolbaranddragtoselectagridthat isfour
columnswideandfiverowslong.

d. Enterpriceinformationin thetable,usingFigure4-z6:

2 Formatthetable.

a.Withtheinsertionpointinsidethetable,clickTablethen
clickTableAutoFormat.

b. BesuretheAutoFitandLastColumncheckboxesare

cleared,andthattheLastRowcheckboxischecked.

c. ChoosetheSimple1formatandclickOK.
d. Selectthefirstrowof thetable.

e. ClicktheBordersbuttonontheFormattingtoolbar,then
clicktheShadinglistarrowontheBorderstoolbarand
choose5% shading.

f. ClicktheBordersbuttonontheFormattingtoolbartohide
theBorderstoolbar.

3 Usecolumnstoformattext.

a. Clickoutsideof thetable,clicktheColumnsbuttononthe
Standardtoolbar,thendragtoselectthreecolumns.

b. ClickthePageLayoutViewbuttononthehorizontalscrollbar.

c. Placethe insertionpointin frontoftheheadingMacbeth.
ClickInsert,clickBreak,clicktheColumnBreakradio
button,thenclickOK.

d. Placetheinsertionpointin frontof theheadingHamlet,
then press[F4] and saveyour work.

4 Createandformatsections.

a. Placetheinsertionpointin frontof theheadingOthello.
ClickInsert, clickBreak,clicktheContinuousradiobutton,
thenclickOK.

b. Placetheinsertionpointin sectionI, clicktheColumns
buttonontheStandardtoolbar,thenclickonecolumn.

c. Placetheinsertionpointbeforetheparagraphmarkabove
theheadingStillCan'tDecide?,click Insert,clickBreak,
clicktheContinuousradiobutton,thenclickOK.

d. ClicktheColumnsbuttonontheStandardtoolbar,then
clickonecolumnandsaveyourwork.

S Positiontextandgraphicsusingframes.
a. Selectthechartobjectneartheendof thedocument.
b. Dragthebottom-leftcomersizinghandleup andto the

rightuntil thechartis90%of itsoriginalheightand90%
of itsoriginalwidth.

c. ClickInsertthenclickFrame.

d. Dragthechartto theleftof thelastparagraphontheprevi-
0uspage,aligningtheanchoriconwith thefirstbulletitem
andtheleftedgeof thechartwith theleftmargin.

e. Selecttheentireshadedparagraphnearthebeginningof
thedocument,click.Insert,thenclickFrame.

f. Dragtheright centersizinghandleto theleftuntil the
frameisabout1" wide.

g. Positionthepointeroveraborderof theframeuntil the
pointerchangesto theframepointer,thendragtheframed
text1;';;"totheleftand;;;"down.

h. ClicktheCenterbuttonon theFormattingtoolbar,then
saveyourwork.

6 Insertgraphics.
a.Placetheinsertionpointbeforetheparagraphmark above

the headingStillCan'tDecide?,clickInsert,thenclickPicture.
b. In theFileNamelistboxclickDMDER3.WMF,thenclick

thePreviewPicturecheckbox(ifit isnotalreadyselected)
andclickOK.

c. Selectthe graphic (if it is not alreadyselected),then drag
therightcentersizinghandletotherightmargin.

d. Dragthebottomcentersizinghandledownabout;;;"then
saveyourwork.

7 Insertheaders and footers.
a.ClickViewthenclickHeaderandFooter.

b.Type"Winter1995"in theheaderarea.
c. ClicktheSwitchBetweenHeaderand Footerbuttonon the

HeaderandFootertoolbar.

d.ClickInsert thenclickSymbol.
e.Click@,clickInsert, then click Close.

f. Type"1995,SquarePegTheatre."
g. ClicktheClosebuttonontheHeaderandFootertoolbar.

h. Preview, then print the document and compare it to

Figure4-26.

i. Closethe file,thenexitWord.

Square Peg Theatre
Tra~cty Series
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FIGURE 4-26
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WORD 6 UNIT 4 AKKANldN\:i TEXT AND GRAPHICS

IIiDEPEIIDEII,.
CHALLENGE I
Asthemarketingmanagerofa largecomputercompany,youare
responsibleforproducinganexecutivesummaryto thecorporate
report.Usingthedocumentin Figure4-27asaguide,createadocu-

mentthatidentifiesthehighlightsof thepastyear.Tosavetime,
youcanstartwithadraftnamedUNIT-4-3.DOCfromyourStudent

Diskandsaveit asBIGSYS.DOCtoyourMY_FILESdirectory.

Major Systems Development Corporation]
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FIGURE 4-27

IIiDEPEIIDEII,.
CHALLENGE 2
NomadLtdwouldlikeitsshareholderswhowanttoattendthe

AnnualMeetingtocompleteashortregistrationform.Formatthe
table,anduseframesandtheCLIPARTfile calledPARTY.WMF

tocreatearegistrationformthatlooksliketheoneshownin
Figure4-28. Startbyopeningthedraftdocumentnamed
UNIT_4-4.DOCfromyourStudentDiskandsaveit asINVITE.DOC
toyourMY_FILESdirectory.

Nomad Ltd Annual Meeting
Registration
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Plea" campi'" and mum thi, "gi",ation (in th,

aneod the raeeptioo. ,wtlop' provid,d) to ""ice a pmonal invitarion to

the NOmM LId Annual Meeting.

FIGURE 4-28


