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Chapter 18

Microsoft Word Techniques
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Overview Map of Interface—Reference this map to navigate the Word
interface.

304



Chapter 18 Microsoft Word Techniques

Wid9-ols

634_144252 resume_after - Microsoft Word (Trial) o B =R

s Mailings  Review  View 7]

j | " @ [ Orientation ~5= |A) watermark ~  Indent Spacing J j & Bring Forward - |2 Align ~
""" [a]- 10 Size - A ers | A Page Color~ | iE 0° 2|| 45120t & [y Send Backward ~ [3] Group
Themes Margins - = O e

- [@ -gl S Columns ~ b2 Hyphenation ~ | [ Page Borders | 5% 0.5 2|l ¥Sloot - 3 Text B, Selection Pane 5 Rotate
== Paragraph I 1

(S5l

Paragraph
efel‘ences Indents and Spacing ‘ Line and Page Breaks | ¥
General
Bugeja. (2010). Act: The Online F L e T— a2
Duluth, Minnesota: Ljtwin Books.

Qutline level: |Body Text v

Martin, Peter W (May 2007). ZIniroductionio BasicLegal Citation (LI 2007 ed. 1]

Indentation
0 S O O 2 S0 0 0 O WO I
Left:  [o" Specia E

e 18 v s
Preview

eferences 3
Mihas! (2010) o ; .J P rerivreairerita e |
Duluth, Minnesota: Litwin Books.

Martin, Peter W (May 2007). Jniroductionfo Basicl.eqal Citation (LIl 2007 ed.)”
Page:1 ot1 | Words: 229 | 5 | Lo ) (ommon] [ o J[ e J

Hanging Indent—Make the first line extend to the left-hand margin, while the
following lines of the entry are indented. Hanging indents are often used in the
Bibliography section.
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Increase/Decrease Indent—Use this to move a line of text to the next tab stop

to the right. Decrease the indent and move the line to the next tab stop to the
left.
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Line Spacing—Adjust the amount of space between lines of text in a document.
Use spacing settings to enhance the proximity and cohesiveness of your text.
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Margins—Adjust the amount of white space around the edge of the document.
Margins may need to be adjusted depending on the amount of text you are
trying to fit on one page.

306



Chapter 18 Microsoft Word Techniques

W d9-oi= 11634_144252_resume_after - *izr~cné \iinrd (Trial) o @

-~ @

=@ E % R Ier window [J] View Side by Side EE .
u’ es b =9 (G two Pages 8nge Al | @] Synchronous Scrolling E
Full Screen Web  Outline Draft m  100% ) 5 Switch Macros
Reading Llayout ation Pane = Page Width | (=1 Split B4 Reset Window Position ' windows~ | +

Document Views Zoom ‘Window Macros

Show = = ]

N = e e anan DL T T oo o o iz

P g

Joe Bobcat

joebobcat@email.com

- 100 Main Street 801 Grande Ave
- Athens, Ohio 45701 Cleveland, Ohio 44249
- 740-555-5555 440-555-5555

Education
Ohio University Athens, Ohio
_ Bachelor of Busi Administration Cumulative GPA: 3.5|
Major: Management Information Systems Expected Graduation: June 2008

) Work Experience
Appalachian Regional Entrepreneurship Initiative Athens, Ohio
o Consultant Aug 2007 - Present

* Performed marketand ind research

Ruler—Use this tool to see the measurements of the pages in your document.
By making the ruler visible, it can help you set tabs and see page margins.
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Tab-Left-Place a left stop to align text in a document. Once your tab is in place,
pressing the Tab key will cause text to reposition to the designated tab stop.

307



Chapter 18 Microsoft Word Techniques

W d9-0is 11634_144252_resume_after - Microsoft Word (Trial) o B3
Home Insert Page Layout References Mailings Review View [A) e
ﬁ : Cambria (Headit * 11~ A" A"  Aa~ A‘) i= - ’,_’-' Ql AaBbcCeDe | AaBbceDe AaBbCi - % i:::;“
Pte 5| B U -ahex, x| [A-B-A- = = | By- - | | tNomal |TNoSpaci.. Headingl . Change | |y Setea -
Clipboard 1 Font £l Paragraph £l Styles ] Editing
)

Click until this

symbol appears.

% Educationy

’5‘ H|gh||ght jversity- B ab thens,-Ohiof

: text. r-of-Business-Administration- = > [veoPa3sT

: - Major:-M: Infi tion-Sy - Expected-Graduation:-June-2008Y

: -
Page:10f2 | Wordsi215 | <3 | |Bes == 100% C) v ) .
Tab-Right-Place a right tab stop to align text to the right side of a document.
Once your tab is in place, pressing the Tab key will cause text to reposition to
the designated tab stop.
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Text-Align—Line up your text to give your document clean edges and a
professional look. This feature gives you the option to align your text to the left
right, center, or justified on the page.
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Text-Bullet—Format your text into a list layout. Bullets can be used to organize

your thoughts by bringing attention to the list of points.
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Text-Format—Customize the feel of your text by adjusting the size, color, and

font style. Formatting text can be helpful in creating an effective document,

but can become distracting if over-used or used incorrectly.
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