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1. Microsoft Word 2016 Basics
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1. Microsoft Word 2016: Basics

1.1 Opening the program

1.2 Interface of Microsoft Word 2016
1.3 Creating a new document

1.4 Saving a document

1.5 Opening an existing document
1.6 Closing a document

1.7 Exiting the program
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1.1 Opening the program

Weather

Windows Accessories

Windows Administrative Tools

Windows Ease of Access

Windows PowerShell

Windows System

WinEdt 6

WinRAR

Word 2016

W
o
B
B
B
F
B
4
B
wg

2. Click Word 2016 to open

1. CIickE —
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1.2 Interface of Microsoft Word 2016

® Al programs in Office 2016 will have similar user interface (Ul)
1. Quick Access

Sign in

- Word

Document1

Insert Design Leyout References Mailings Review View ,_ Tell me what you want to do g» Share

Toolbar 5
{ Cut — N ks . it === A Find -
) Calibri (Body~| 11 A Aa- B im-imins e 8L akeend| assbeend AaBbCce Assbcer A asebced Aasbeend Aasbeend - ®.replace
Copy P - e Al i
Paste & Format Paintar B I U-abex, X’|A-%¥- A.' B===5 1= LA~ ~ | TNormal | TNoSpac.. Heading1 Heading2 Title Subtitle  Subtle Em.. Emphasis <+ [: Select~
2- Tltle Bar djmd I Font Paragragh 1 S&Ies F} Edmng N

3. File Tab

4. Ribbon

Page 16f 1 Owords L[4 English (United States)

5. Status Bar t 6. View Bart
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1.2 Interface (cont.)

1. Quick Access Toolbar

Contains frequently-used commands. More can be added later
2. Title Bar

Display document and program’s names
3. File Tab

Contains all commands that deal with files, such as creating a new file, saving a
file, open a file, printing, and sharing a file. Also contains option for modifying
program’s setting.

4. Ribbon

Contains all commands, which are organized into tabs. Each tab will contain
related commands
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1.2 Interface (cont.)

4. Ribbon (cont.)

Tabs help organize command for ease of access
For Office 2016, you can find Tell me what you want to do textbox, where you can

input keywords to search for a command. You can click the search results to run the

command right away.

Review View
FFind -
{7 Replace

AaBbCcDd | AaBbCeDd AaBbCc AaBbCcel AaB AaBbCcD AaBbCcDd AaBbCcDd
Title Subtitle  Subtle Em.. Emphasis < L; Select~

Heading 1 Heading 2
N Editing

Design Layout References Mailings

K X Aav By o= e=aE 4

ey Nt Bod 1 No Spac,
Cu Calibri ( y™| 11 m
1 Normal No Spac...

fese ¥ ;;lirl;at Painter BE Ures xo x| A~2 A === ke RRR
Clipboard [ Font . Paragraph . Styles
Related commands will be combined into Group

5. Status Bar: show program’s and document’s status (page numbers, word counts,

language, etc.)
6. View Bar: contains command for selecting a particular document’s view, also has a

sliding bar for selecting zoom level.
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1.3 Creating a New Document

©

Info N eW

Documer

1. Click File tab and

New
select New .
Search for online templates
Open
Suggested searches: Business Industry Personal Design Sets Event Labels Education
Save
2. Click Blank _ . : -
Save As 1 A
document (or @ :
other templates)
Take a
tour
Blank docu... Welcome... Single sp... Creative r...
(> Document! - Word Sign in £3) = a
File Home ing Rewv View W Tell me 3 ,C.L Share
g, &6 cut Calibri (Body~[11 - A A Aa- fp i=-i=-":- &= 4| sbeer AQB S
ey ==t AaBbCcDd | AaBbCeDd AaBbCc AaBbccC A AaBbCcD AaBbCcDd AaBbCCD | o papjace
F'afte ¥ Farmat Painter B J U-sx, X -3_-ay.A. = 5 1 <] 1 Mormal | T No Spac.. Heading 1 Heading 2 Title Subtitie  Subtle Em.. Emphasis < [ Select -
Clipboard [ Font [ Paragraph [ Styles [ Editing ~

3. A document is created
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1.4 Saving a Document

1.4.1 Saving
current document

1. Click File tab and
select Save or use
<Ctrl+i> keyboard

shortcut

2. Select where to save,
This PC, for saving at the
local machine, for
example.

&

- Save As
g‘: Dropbox

& OneDrive

—]
T ThisPC

+ Add a Place

Browse

| —

3. Click Browse to specify the folder and the file name
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Older
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1.4 Saving (cont.)

B save As X
4. Specify the folder Aoy 5 > This PC > Documents v U  Search Documents P
Organize - New folder E= - ®
@ USvisa S Name Date modified
Wond Custom Office Templates 13/4/2560 21:31
BB Microsoft Word 2 My Shapes 30/1/2560 14:31
&‘ Dropbox
. #@& OneDrive
5. Name the file
\ i’ This PC
. . < >
The file will have .docx ’
extension File name: | BESTE\YE 1 e]fe Ko lolo% w5 ‘
Save as type: ‘Word Document ¥ ‘
In 2007 version or earlier the Authors: Windows User Tags: Add a tag
file will have .doc extension
[ ]Save Thumbnail
. —p>
6. Click Save A Hide Folders Tools ¥ Save Cancel
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1.4 Saving (cont.)

BasicMsWord - Word

1.4.2 Saving the file

as other file @

Save As

1. Click File tab and Hew

Current Folder
z: Dropbox
select Save As Open ¢ Documertts

Sake &@ OneDrive Today

Eove As = Documents
'] This PC
= SlidesS2Y59

C: » Users » Windows » Dropbox » Cours
: + Add a Place
Ront Last Week
Charg Downloads

Browse

2. Click Browse to specify the folder and the file name

gm0\ NAJYIINEINISADUWILODS
| *] COMPUTER SCIENCE DEFARTMENT, CMU
o/ pousnenddaas uridnetagiduatml




1.4 Saving (cont.)

3. Specify the folder

4. Name the file

5. Click Save

AEENEIAANS unanetaudualku

B save As X
M »@ « Users » Windows » Documents v O | Search Documents R
Organize ~ New folder = - 0
g USvisa 4 Name Date modified T
Word Custom Office Templates 13/4/2560 21:31 :
[ Microsoft Word %7 My Shapes 30/1/2560 14:31 ;
@ BasicMsWord 10/7/2560 23:48 N
9 Dropbox
@& OneDrive
S This PC
v < 2>
21 EEEn-AlBasicMsWord?2. docx v ‘
Save as type: ‘Word Document

Authors: Windows User

[ ]Save Thumbnail

Tags: Add a tag

» Hide Folders

Tools ¥ Save Cancel
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1.4 Saving (cont.)

BasicMsWord - Word

1.4.3 Saving the file
in Word 97-2003 @

format Info S ave AS

1. Click File tab and Hew

Current Folder
z: Dropbox
select Save As Open ¢ Documertts

Sake &@ OneDrive Today

Eove As = Documents
'] This PC
= SlidesS2Y59

C: » Users » Windows » Dropbox » Cours
: + Add a Place
Ront Last Week
Charg Downloads

Browse

2. Click Browse to specify the folder and the file name
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1.4 Saving (cont.)

3. Specify the folder

4. Name the file

@Save As
&~ v 4"t— « Users » Windows » Documents
Organize - New folder
o USvisa *  Name :
Word

Custom Office Templates

B Microsoft Word -/ My Shapes

5,3 Dropbox
£@ OneDrive

9 This PC

v L4

v 0

Search Documents

Date modified

13/4/2560 21:31
30/1/2560 14:31

o

File name: | BasicMsWord2

- —— : [Word 97-2003 D t
5. Under Save as type: select e e ype: S Seimen

Word 97-2003 Document The

file will have .doc extension

The click Save
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Word Document

Word Macro-Enabled Document
Word 97-2003 Document

Word Template

Word Macro-Enabled Template
Word 97-2003 Template

PDF

XPS Document

Authors:

» Hide Folders

Single File Web Page

Web Page

Web Page, Filtered

Rich Text Format

Plain Text

Word XML Document
Word 2003 XML Document
Strict Open XML Document
OpenDocument Text
Works 6 - 9 Document




1.5 Opening an Existing File

Open

@ Recent
:: Dropbox

—
1. Click File tab and select Open

Save As

& OneDrive
=

] This PC

2. Click Browse to locate o= AddaPlace

and select the file

Browse
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1.5 Opening an Existing File (cont.)

3. Select the folder

@ Open

4. Select the file

> This PC »

Organize ~ New folder

& Pictures A |8

18 Peppa Pig Bot

old document S,
USvisa >
Word %

@ Microsoft Word

Documents

Name

Custom Office Templates
My Shapes

BasicMsWord
BasicMsWord?2

Documenti

v ® Search Documents

Date modified

13/4/2560 21:31
30/1/2560 14:31
10/7/2560 23:48
11/7/2560 0:13
11/7/2560 0:27

5,3 Dropbox
é@& OneDrive
& This PC
. ¥ <
File name:

BasicMsWord

v !AII Word Documents

Tools *

Open v

Cancel

5. Click Open
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1.6 Closing a Document

Click File tab and

select Close

Info

New

Open

Save

Save As
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Info

Bas

BasicMsWord

Documents

»

Protect
Document -

[vA
¥

Check for
Issues ~

Manage
Document ~

i

Protect Document

Control what types of changes people can make to this document.

Inspect Document

Before publishing this file, be aware that it contains:
Document properties and author's name

Custom XML data

Manage Document

| There are no unsaved changes.



1.7 Exiting the Program

Click B to close all documents and exit —

Sign in

BasicMsWord2 [Compatibility Mode] - Word

Insert Design Layout References Mailings Review View  §/ Tell me what you wan

e, o =i = . L Find -
= Cut 7 - - . el v == A n
[ CordiaNew -|14 - A A Aa- fp i=-i= 3= 3 T aagbcepd| AsBbcedd AaBbCi AaBbCc, AaBbCi AaBbCcD( AaBbCcDd AaBbCeDd - Replace
| Copy
Paste I U -abe X X° w.-A- E===K 1= O[]~ i i H .
2 ¥ Format Painter v 2 A S = ==5 ¥ T Normal | TMNo Spac.. Heading1 Heading 2 Title Subtitle  Subtle Em... Emphasis < |; Select
Clipboard ~ Font = Paragraph ™~ Styles = Editing ~
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2. Formatting: Font and Paragraph

Home Tab
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2. Formatting: Font and Paragraph

2.1 Font: typeface, color, size, etc.
2.2 Paragraph alignment
2.3 Indentation

2.4 Bullet and numbering
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2.1

Tab : Home
Font Group : Font

Font : Select the typeface (aka font)

Home Insert Nesign
alls

Layout References Ma

D o 11 - A & |Aa- | fp =~ E;l
Paste =E Copy Theme Fonts [
- ¥ Format Painter Calibri Light (Headings)
Clipboard M Ca[lbl'l (Body)
Angsana New (Headings)
Cordia New (Body)
All Fonts
Agency FB
ALGERIAN
g Nes adam
AngsanaUPC adaa

Erase Formatting

Capitalization
Font Size \

CordiaNew 14 ~ A A Aa- Ao

B 7 U-abeXx,x" A-%-A-

Font E¥

Font Style Font Color

And corner button for extra options
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2.2 Paragraph Alignment

Tab : Home *~ Align Left
Group : Paragraph * — Center
®* — Align Right
[ ]

Justify : text spread to aligh
fit both left & right edges

= = = = |€5 | M= - - = . - . ..
= = = = 5| Q ® = Thai Distributed: similar to
Paragraph P Justify, but more suitable for
Thai text

Select alignment option
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2.3 Indentation

Tab : Home o

il

= Increase Indent Level
Group : Paragraph

A
Il

€= Decrease Indent Level
Increase/decrease indentation ® This also affect levels of

bulleted or numbered list.

T
4

|
4
I
4
i
v
I

== 201 90
S===5i=- 1O 0

Paragraph M
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2.3 Indentation (cont.)

e Paragraph ? X
— = 1. Click |« to open Paragraph Indents and Spocing. | e anel g
S===95 4= - /
paragraph - 2. Under Alignment T Agnment
choose the a|ignment Qutline level: | Body Text Collapsed by default

type

we > Indentation

Left: C Special: By:

Set value of left edge in Left Rght  Ocm (none) | <+

3. Under Indentation

!

LD

|:| Mirror indents

Set value of right edge in Right

) Spacing

4. Under Spacing Before: line spacing; at

J— After: 8 pt EI Single ‘ E
You can set the space between the paragraphs and [ Don't add spage between paragraphs of the same style
Iines Preview

®  Before/After set the spacing between the

sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample
Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text

current paragraph and the one before/after it

T T L S
Following Paragraph Following Paragraph Following Paragraph Following Paragraph Follo

®  Line spacing set the spacing between the 5. Click OK to confirm

| oK ‘ ‘ Cancel ‘

lines in the current paragraph. © Tabs. | SetAsDefaut
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2.4 Bullets and Numbering

Tab : Home

Numbered list have:
Group: Paragraph umbered list can have

¢® Arabic numbers: 1, 2, 3,

Bullets : create/set a bullet list ®* Thai number: o, W, m,...

Numbering : create/seta ~ Roman number: |, I, IlI,...

numbered list ®* Alphabet: a, b, c

— = e Multilevel List : list containing
it E=E2= 7 ﬂ— ) _ )
multiple levels (list/sublist)
— = — — &I A=
= = = =53 ¥7 é' ”
Paragraph M
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2.4 Bullet and Numbering (cont.)

Using picture for bullet point Tab : Home

Group : Paragraph

e = L e et |8 §

Have a picture ready = = | S=20 T Dasepcen

Bullet Library
Highlight the text / . O w4 %

Click the expand Icon for bullet list ‘;» /

Click Define New Bullet \» [_;.f_ N .--é,”._-t

Click Picture..
Click Work offline or From a File

Browse the picture

¢te¢ ¢ ¢ ¢ ¢ ¢

Note: You can also use a symbol (a character) for bullet point
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3. Formatting: Layout and Page

Layout Tab
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3. Formatting: Layout and Page

3.1 Toggle rulers

3.2 Zooming

3.3 Changing ruler’s unit

3.4 Setting margins and layout
3.5 Changing page orientation
3.6 Inserting page border

3.7 Setting multiple columns in a page
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3.1 Toggle Ruler (to show or not)

1. Click View tab

H S-

File Home Insert Design Layout References Mailings Review

lﬁ‘:] = J [~ |Outline 1*: == Ruler Q [‘i) One Page E
' & [=] Draft \ Gridlines —Hl [[-JMultiple Pages
Read = Print Web Vertical Side o Zoom 100% .
Navigation P = Page Width
Mode Layout Layout to Side _Ihiegation farie . Wir
Views Page Movement Show Zoom
L R 1 o2 3.0 40516
H

2. Check Ruler checkbox to set the
ruler to show/ not to show. You can

- also set indentation at the ruler
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3.2 Zooming (in/out)

H ©-

File Home Insert

Design

Layout

B

References

1 C|ICk View tab

Signin

Mailings Review @ Tell me & share

I:;l [=|outline TD [v] Ruler Q [l\:) [E One Page £= New Window DE F
o WL’-:‘ [=]Draft . [ ] Gridlines - 10£ ElEIMultiple Pages EArrange All S;t ) Mi -y
eda rn e ertica ae oom CAPES . ) WITC acros

Mode Layout Layout to Side _IiNByigananifena Fageiiat: [= split © Windows -~

Views Page Movement Show Zoom Window Macros A

L ' Zoom ? X S 1 101 11‘\-12‘I-13-\‘14‘\-15w\-al\‘17'\'18'
; Zoom to

j | o= O ageridh O Many poes 2. Click Zoom command

® 100% O Text width

e '

<l | Oz O whle pege to open the dialog or you
T Percent: 5_100% 1:'

S| | preview can zoom in/out using

2 AaBbCcDdEeXxYyZz .

: woncodiennze | the Zzooming bar at the

- AaBbCcDdEeXxYyZz :

; ! lower right corner of the

~ AaBbCcDdEeXxYyZz

° —_— AaBbCcDdEeXxVyZz window.

i OK Cancel

Page 1 Grr—orrores————rmar F@l ——+ ?OO%I

MAIYIINYINISADUWILODS
COMPUTER SCIENCE DEPARTMENT, CMU

AOUSINENAIAAS UKIBneauLduatkl




3.3 Changing Ruler’s Unit

Info

1. Click File tab

BasicMsWord
Documents
Prot:
Contrc
Protect
Document ~
Insert
@ Insp:
\j Before
Check for B D
Issues ~
EL

| . Man
:& @TO(

Manage =
= Tot
Document ~ E -
| @ Tou

Account

Feedback

2. Click Options

Options
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3. Click Advanced

Advanced

tab

3.3 Changing Ruler’s Unit (cont.)

Word Options

General
Display
Proofing
Save
Language

Ease Of Access

Name: Courier New ~
Size: 10 v
EI Use fonts that are stored on the printer
Font Substitution...

[_] Expand all headings when opening a document ©

Display

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Show this number of Recent Documents: 50 v @

[ ] Quickly access this number of Recent Documents: 4

-

Show this number of unpinned Recent Folders: | 50 v
Show measurements in units of: Centimeters ‘ N
Style area pane width in Draft and Outline views: 'Nches

[ ] Show pixels for HTML features Millimeters
Show shortcut keys in ScreenTips Points

Show horizontal scroll bar Picas

Show vertical scroll bar

Show vertical ruler in Print Layout view

[_] Optimize character positioning for layout rather than readability
[ ] Disable hardware graphics acceleration

Update document content while dragging @

Use subpixel positioning to smooth fonts on screen

Show pop-up buttons for adding rows and columns in tables

Print

[ ] Use draft guality
Print in background @

4. Go to Display categt

5. At Show measureme

select desired unit of m
among:

®  Inches

®  Centimeters
®  Millimeters)
®  Points

Dry

nt in unit of :

easurement

®  Picas (1/6 of an ir

The click OK to confir
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3.4 Setting Margin and Layout

H ©-

1. Click Layout tab

File Home Insert Design

Margins Orientation Size Columns

- - -

Page Setup

*% Breaks ~
* ILine Numbers ~
be Hyphenation ~

[

N

2. At Page Setup group, click '« to open

Page Setup dialog box
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3.4 Setting Margin and Layout: Page Setup Dialog

Margins Tab Page Setup 7 x
*’ Margins Paper Layout
® Top, Bottom, Left and Right will let you set the margins at s
that part of the page it aht
® Gutter will add extra margin at the specified side for the Ogit & Bl omerooron
purpose of bookbinding
® Under Orientation you can select Portrait (long side up, Forelt - Landscape
Pages
like in a book) or Landscape (long side down, like on a Multiple pages:  Normal v
PC monitor)
Under Apply To click the expand button (V) to select: o
®  Whole Document gz*
® This Point Forward to only affect from where the cursor is —
and after Apply to: ‘Whole document ‘
® This Section to only affect current section [ o | o
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3.4 Setting Margin and Layout: Page Setup Dialog (cont.)

Paper Tab

« At Paper Size click expand (V) to select
the paper size (A4)

* You can also Custom to set width and

height of your choices

Page Setup ?
Margins | Paper Layout
Paper size:
g -
Height: |29.7 cm E
Paper source
Eirst page: Other pages:
Default tray Default tray
Preview
Apply to: | Whole document ‘ Print Options...

Set As Default

OK Cancel
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3.4 Setting Margin and Layout: Page Setup Dialog (cont.)

Page Setup ? X

Layout Tab

Margins  Paper Layout i

Section

Under Headers and footers
Section start: New page v
® Checking Different odd and even will allow uppres endoles

Headers and footers

and even page to have different header/footer gDiffﬂemmdam"
Different first page
¢ Same with Different first page for first page romedge:  HeeR (125 |5
Footer:  1.25¢cm :
Page
Vertical alignment:  Top v
Under Apply To click the expand button (V) to
SeleCt: Preview
Whole Document —
This Point Forward to only affect from where the —
cursor is and after \
Apply to: | Whole document | v~ Line Numbers... Borders...
This Section to only affect current section e —
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3.5 Having Multiple Orientations in One Document

1. Click Layout tab

H -0 -

File Home Insert Design References

Fﬂ% }“\T ==| ' Breaks~ Indent
i "ILine Numbers ~ 3=

Margins Orientation Size Columns

2. Click Orientation command, then = _
bc Hyphenation ~

. . . - = = - - =€Right: 0
select the desired orientation — ‘ 9 =
_ tup %
L L |.2.|.1.|_.Z.|.1-|
——| Llandscape
o
-
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3.5 Having Multiple Orientations in One Document (cont.)

H 9-¢& - BasicMsWord - Word
File Home  Insert  Design References  Mailings  Review
3. Go to the page you want to @ % 1@ % i Breaks - indert Spaei
have different orientation Margins OFeiation. SmeToqmra SOE A B pt ‘

e - Page 6 pt
Mark the point at which one page ends
and the next page begins.

ﬂ{’l}

Page Setup
Bt 1 5.

Column
Indicate that the text following the column
break will begin in the next column.

|
e 3
//

4. We now need to put that -

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

page into different section,

Section Breaks

Next Page
Insert a section break and start the new
section on the next page.

using Break

-

H‘||| E

®  Click Breaks and select a

Continuous

type of section breaks

-

Insert a section break and start the new

(Continuous, in this case) ———  section on the same page.
i 5 Even Page
Al — Insert a section break and start the new

- section on the next even-numbered page.

0dd Page
Insert a section break and start the new
section on the next odd-numbered page.

|

=
I
(V8]

N
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3.5 Having Multiple Orientations in One Document (cont.)

Page Setup ? X

5. Go to Page Setup dialog and select Margins

Margins Paper Layout

b Margins
ta Top: 2.54 cm Bottom: 2.54 cm E'

6. Select the desired Orientation — guer  Pm B o

o
3
[1+]
=
=
%)
=
o
=

7. Select which page to be affected under

Apply to: (Either from this point onward, or this | ...

Pages

Multiple pages: ‘ Normal ‘

section only)

8. Click OK to confirm

S0\ NMAJYIINYINISADUWILNODS
| *] COMPUTER SCIENCE DEFARTMENT, CMU

o/ pousnenddaas uridnetagiduatml




3.5 Having Multiple Orientations in One Document (cont.)

The result: You will see pages with different orientations

Print in the same document.

Copies: |1 -
—
=

Print

Printer
Microsoft Print to PDF

% Ready i

Printer Properties

Settings |
‘E Print All Pages
= The whole thing |
Pages: : 5
‘] Print One Sided
-
Only print on one side of the page
Account |:i Collated N
123 123 123
Fyedoect ‘ —I Portrait Orientation -
Options :| Ad
21 ecm x29.7 cm

4

‘ I' Normal Margins
a— Left 254cm Right: 2.54 cm

T 1 Page Per Sheet v

Page Setup

41 of2 ) 40% = —+—
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3.6 Inserting Page Border

1. Click Design tab 2. In Page Background group, click Page Borders

WS- sWord - Word

File Home Insert m Layout References Mailings \/ Tell m
1

e TIME Title TITLE b T T e TITLE " H| A
) s i i . i |

=/ Paragraph Spacing ~ [l AUG I TS

) |
onipanimies | iy 1 o R NEADINGL e e i _ﬁ_Eﬁec‘cs ¥ — —y —
Themes === =l == il _ Colars Fonts OSetas Default Watermark Page | Page
* : : * * = Color Borders
Page Background ~
L a7 B0 9.1 1000 1101200 1301 14 | 15. 1 L1 Borders and Shading
e | Add or change the border around
the page.
~

A border draws focus and adds a

- stylish touch to your document.
You can create a border using a
variety of line styles, widths and
colors, or choose an art border with
a fun theme,

o

- & a w ' w & . 3
g AuzIneemans vInmamasdln laimsdamsissunsaeunIiug 8 N1AI AL

1. MAINFIINN

- 2. il

;_ a Aa

' 3. MAFIAING

- a aa o o P
0 4. mainanduos Tageans
N 5. MAIIANYAT NI TN

_ a a o

R 6. MAINAUAMNAAS

- 7. A0

a a a ¢
- 8. NMAIF1INYINITABDUNIUADT
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3.6 Inserting Page Border (cont.)

Borders and Shading ? X
3. Select the type
Borders  Page Border  Shading
Of border you Setting Style: Preview
; A Click on diagram below or use
want % None buttons to apply borders
o B -------ém*mmmmg----
= [ ] -
% CO‘Or gﬁﬁﬁﬁs}ﬁﬁﬁﬁﬁﬁg
. L Automatic ™
4. Select the width _ . -
[ — T —
— Custom 12 pt %
NTL o Apply to:
Art: Whole document E
5. Select Art pattern —> [ E Qptions..
on the border 6. Click OK to confirm—| o Cance
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3.6 Inserting Page Border (cont.)

The result: the page is decorated with specified border

BasicMsWord - Word Sign in

References Mailings Review View Y Tell me what you want to do

i ] Title TITLE TITLE Title Title Title Title —_ - Paragraph Spacing ~ 1 ’. i
T B oo limoney) [P e e g 1 M1 are. — )|Effects ~ | A L
Themes === 2 P e e Eeoe it Colors Fonts @ Set as Default Watermark Page Page
- — == = - - Color ~ Borders
Document Formatting Page Background ~
L I‘ZIIII.IIQII Lo a2l 3ol vBo ) ol Fol Bl 800010 11 -l?.-llS-l14-|-15--u‘1|1?|r‘l.8- Bl
o~
- i g dri ek gt g dk dbok d i g b ik gk i ok k-t i i gk kv ik gk g ik it e v ik v dk ik ek ki kg
= ¥r +r
- I +r
¥ i
- % 3 A
- 9% e
—f {} = 4 a @ A ] U [y =1 g’; = @ dy i\(
- e AUSINYIFTANT NWTJ‘V]?H'QEIE"HENGLWM vlﬂi]ﬂ1iﬂﬂﬂ1'§!iﬂuﬂ1‘iﬁ@uﬂﬂﬂuﬂ 8 N1AIHT AU 2
; i o x
- Ay 1. MAIBI1¥IINY e
”; * a a i\(
- I 2. MANBUAL o
. w - aa ¥
. big 3. MANFTIUINYGD bid
B pis a aa o o ¢ g
© b 4. ﬂ?ﬂ')‘mwﬁﬂﬁ!.lﬁf}ﬁﬂﬁ'lﬁﬂi ¥
- i - o o
© P 5. M UANYATIHNTIN P
- pid - a s ¥
N S 6. MAVNAUAATNT Pie
3 7{} = an ‘Pj\f
- I 7. MANADA I
< ¥ = = - ¢ ¥
- e 8. MAIFNINYINITADNNIUAD T g
o I P
- I o
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3.7 Setting Multiple Columns in a Page

3.7.1 Setting Multiple Columns for the entire 1. Click Layout tab

document

H ©- :

File Home Insert Design References Mailings Review
*ﬁ Breaks = Indent Spacing

O = D)

Margins Orientation Size |€

- - -

{[1Line Numbers~  *=Left (0" 2 |1= Before: 0
) b Hyphenation = =% Right: 0" i #: After |0

G Paragraph

=| | One

Two
Three

Left
=
lence ﬂ’EJ‘E}ﬂ‘T:

Right

==  Maore Columns...

Data Science ‘HIJ'IfJﬁQ m‘iﬁ’]‘ﬁﬂll“ﬂ

2. In Page Setup group, click Columns and
select number of Columns
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3.7 Setting Multiple Columns in a Page (cont.)

3.7.1 Setting Multiple Columns for the entire document (cont.)

The result: the document now has two columns in one page

= a5 - = Data Science fing
File Home Insert Design References Mailings Review View Y Tell me what you want to do
W T b# Breaks = Indent Spacing - -_h ] i iy [ Align'~
@ ré ID % i Line Numbers= | 2= Lefe  [D" 2 11= Befare |0 pt % ; _ s a D_k H Graup
Margins Orientation Size Columns = ) - . T —|| Position Wrap  Bring Send  Selection )
= = - = bc Hyphenation~ | =#Right . |#= After (D pt z et e Ermoranl ) B nvarss Pane k Rotate
Page Setup (] Paragraph Ta Arrange
L f---I---g---|---l.---|---2---|---(£. B o A4 v e 5 e e B o [
; = ° ' =
t[)ata Science AlODz 13 e euInaez 1sazanen
: Tuara v
- Data Science #1804 115101
4 3/ 3/ g oA W .o a o
dayaulalsz Lol ioaum Data Analysis i 11331A5124
% & o L7 L | - @ 9 = 1 &
it ﬁﬂﬂli"lul,llg (ﬁﬁﬁlﬁﬂﬂ&tll'llﬂﬂ'ﬂ mﬂuﬁiﬂﬂiﬂitﬂﬂuﬂﬂﬂ RS
: . = ¥ o g =1 o =
: Insights) a511gUBYa AU
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3.7 Setting Multiple Columns in a Page (cont.)

3.7.2 Setting Multiple Columns for the selected section

E o - o2 o Data Science @w

File Home Insert Design References Mailings Review View

W i 'ﬁ Breaks - Indent Spacing - : [ I Align -
@ _rlihl_ ID f[1Line Numbers> | *=left 0" 2 1= Before: 0 pt ol | == S ' 3 D[\S L Group
Margins Orientation Size | Columns =4 ) . i Tl —| Position Wrap.  Bring Send  Selection 3 _
= = - = bc Hyphenation= | =% Right: |0 - |#=Aften (0 pt = Holl S Fanmared e Easbward Pane. A Rotate
Pag = I} Paragraph I Arrange
L EG”E S TR TG SR OV ST TN (PN T O T ., 00
— ! 3 Y o ' .
3 = Two ﬂH']'lﬂ']’l‘ll"ﬁlﬂﬂ‘ﬂ'lﬂ“ﬂﬂﬁﬂﬂﬂ?ﬂfLITﬂ f11771 Data Science
: = pmnedaiidutuneulumsidoyanids: loml wu: |,
r':1 % Three 3 F kU =4 i Highlight
s El the text
: = - ding Ao Mste1eyaluafaIAURILUIEY (Pattern) 1B you want
. - . T PO S ) e e R : o
= e conre. JTIUIBHA (Predict) T10MIAN AI0619918 <) tagnfe sy to have
. ¥ . S WP - | = multiple
: tllﬂjll_ﬁﬂ']‘ﬁ"‘]fﬂ‘ll']ﬂiuﬂﬂﬁﬂ'lﬂ‘]u'lﬂ'j'lﬂﬂ']ﬂﬁﬁ'llﬁilﬂfﬁlﬂﬂﬁiuﬂhﬂllﬂu P
3. In Page Setup group, * columns

click Columns and select
number of columns Data Analysis A9 ﬂ1‘-;‘-‘?ilﬂ‘;‘f1;ﬁﬂ?ﬂ_gﬂﬂﬂﬁfmﬂﬁﬂﬁu 9 Moas11e
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3.7 Setting Multiple Columns in a Page (cont.)

3.7.2 Setting Multiple Columns for the selected section (cont.)

The result: Only selected text will have multiple columns

H o TR & o Data Science Ao
File Hame Insert Design References Mailings Review View W Tell mewhat you want to dc
@ I-—Mu' IE % = Breaks ~ Indent Spacifig [zl =k : B [T Align ~
[ "
z y D_ 3 lline Numbers~ | #=Left: [0 2 1= Before: 0pt : Pt e g i Ll [" 1 Group
Margins Orientation  Size  Columns ) o Tl —|| Position Wrap  Bring Send  Selection
- - - +~ bt Hyphenation~ | =€ Right: |0" - |#=Aftern  Opt & Teil> Fonvard= Backwardls: Pane  2hRothte
Page Setup () Paragraph G Arrange
L 0 st o (R I (N N S U SR (O N G S [T TR GO RNy UM U,

: Fanivounanunneauuiagniienn f191 Data Science

i oA ¥ o ¥ ¥ P

& aseuAqunnedenuTuaeulumsieyaulals: Teand

f .. = 3/ - =) &

: Data Mining A9 ﬂ"r;nawm,lua"!u Data Analysis 0 N13UATIZH

5 = 9 9! 9} = ' =
BAANIAUN WV UILAY (Pattern) Paya laglamaiinnie < Wie

. d o Y o P = ¥ ° «::%F =1 o =

: o T 1vinnewna (Predict) a51BBYa Milidudn

"_I‘ ar (] ] o ' 3 ol Qs =
Tupunn AI9619410 9 taenae AoudanamlauUiY mAlA

n o_ 3 Ca‘ = 1 = T ]

: msveyanisyevigluedaun @139 1% v 15191992009

¢ W0 UIAAD: 15320188 wasans 1y (Data Visualization)

i ; o ; &

i Tuaralnu ¥30101 115U Clustering WInil
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4. Table

Insert Tab
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4. Table

4.1 Inserting a Table

4.2 Erasing Border Line

4.3 Setting Cell Content Alignment and Text Direction
4.4 Inserting Cell, Row and Column

4.5 Deleting Cell, Row and Column

4.6 Merging Cells

4.7 Splitting Cells

4.8 Shading Cells

4.9 Formatting Cell Border

4.10 Using Table Styles for Quick Formatting
4.11 Sorting Data in the Table
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4.1 Inserting a Table

1. Click Insert tab, then click Table command

BasicMsWord1 - Word

Design Layout References Mailings Review View < Tell me what you want to do

Bl ledd 50 asee W LG ) O 4 A

Cover Blank Page | Table |Pictures Online Shapes- Screenshot ~ & My Add-ins - Wikipedia Online Comment Header Footer Page Text Quick WordArt Drop
58 +

[h| Cross-reference

Page ~ Page Break Z Pictures ~ Video * v Number~ Box~ Parts~  ~ Cap
Pages 4x3 Table Add-ins Media Links Comments Header & Footer Text

L uuuDI“E"'l‘ +2: 1314 |5 (6.0 718191 101 11-1 -12. 113 | 14- | -15. | -

| 2. Drag mouse cursor to select number of rows and columns

. % 3. Click on the selected rows and columns to confirm

- ]

. []

- Insert Table...

? T Draw Table

7: Excel Spreadsheet

i Quick Tables 4
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4.1 Inserting a Table (cont.) : Extra Tabs

®  When you select an object, specialized tabs for that object may appear

®  For table, we have Design tab for changing how the table looks, and Layout for
organizing the table and its data

H ©- BasicMsWord1 - Word Table Tools

File Home Insert Design Layout References Mailings Review View Layout  Tell me what you want to do
Header Row First Column IEEEe ] ] e s i <ﬁ) . Ny
—=]=]=]=]l == === === = m[m e == == ——— N 1 &
[ | Total Row [ ] Last Column =I=l=== -==== —==-- B g [ m— Y pt - —la—
Banded Rows | | Banded Columns E===1=] —— === —=——-= ===== —|-=—== ————-~— = S B L/ Pen Color ~ B Bgrder
! T Styles ~ m=— ¥ Painter
Table Style Options Table Styles Borders I
L I 2 \rlll@é‘\‘lw\‘2-|-3-b§1~\w5-|-6-|-7‘\£8w\‘9-I-10‘\wllw\glz-l-13-l-l4‘\‘15-I§16-I|17w\‘18‘
o~
.l..
~

Tzﬂttﬂﬂﬁ(ﬂ’]‘i’]ﬂ‘ﬂ%”lﬂ 4x3 ‘ﬁﬂ%’]ﬁ
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4.1 Inserting a Table (cont.)

When you insert the table by dragging-the-cells method, you are limited to 10 x 8 cells, if
you want more, here’s the alternative:

1. Click Insert tab, then click Table command

BasicMsWord1 - Word

Home Layout References Mailings Review View E. Tell me what you want to do

R [ & L] ) TSmartArt €2 Link T k =

B g [ & store W Lég ] L4 A
: 1l Chart 5 ﬁ Bookmark
Cover Blank Page [|Table |Pictures inine Shapes o, Screenshot - & My Add-ins . Wikipedia Opline [38 Cross-reference Comment Header Footer Page Text Quick WordArt Drog
Page -~ Page Break T Pictures - Video = ~  Number~ Box~ Parts~ - Cap
Pages Insert Table Add-ins Media Links Comments Header & Footer Text

L 1"|‘Z‘\-1‘I-2-\‘3-\-4‘I‘5‘\-6‘\-7-\‘8-\-9‘I‘ID-\-11‘\-12-\‘13-\‘14‘I‘15-\-Q'-\ll?‘l‘18-
~
"
- Bl 2. Click Insert Table
= ™ Draw Table

- Excel Spreadsheet
Quick Tables »
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4.1 Inserting a Table (cont.)

Insert Table ? X
Table size
Number of columns: 12 * <—3. Specify number of columns
Number of rows: 9 - <—4. Specify number of rows
AutoFit behavior BesicMsWord1 - Word |
(® Fixed column width:  Auto = ;“m; e wg_m*’
(O Autofit to contents # W W cE e B cE B W oM B B s - S
O AutoFit to window :
|:| Remember dimensions for new tables
OK Cancel

v
5. Click OK to confirm

2\ MAJYIDNYINISADUWILODS
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1Resulting 12 x 9 table




4.2 Erasing Cell’s Border

After you inserted the table, you can erase cell’s border, merging those two cells

1. Select the table, the click Layout tab under Table Tools

H ©9-¢& - BasicMsWord1 - Word

File Home Insert Design Layout References Mailings Review View Design O Tell me what you want to do

% E B B‘ﬂ HBB ' %% llHeight: 079 cm - [ Distribute Rows ggg g’ @ %l
| I Distribute Columns \;H;H;lDiTeXt Cell Sort

Select. View Properties Draw| Eraser| Delete Insert Insert Insert Insert Merge Split Split AutoFit ) Width: 2.65 cm

- Gridlines Table v~ Above Below Left Right Cells Cells Table o rection Margins k
Table Draw Rows & Columns I Merge Cell Size I Alignment
L 2-I-1-I§‘\‘l‘l-2-§§3‘\“4‘\ﬁ§\‘6-I‘7‘\QB-I-Q-I-IOQ-II‘\‘12‘\‘§\‘14‘\‘15‘\§16-I-17-I-18w
~ 2. Click Eraser command in Draw group
- 3. Click and drag the mouse over the border
T |

H 'y

S0\ NNAJYIINYINISADUNILNDS
| ] COMPUTER SCIENCE DEFARTMENT, CMU
AOUSINENAIAAS UKIBneauLduatkl



4.2 Erasing Cell’s Border (cont.)

The border is erased. The two cells are merged to one
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4.3 Setting Cell Content Alignment & Text Direction

4.3.1 Setting Cell Content Alignment 2. Click Layout tab under Table Tools

BasicMsWord1 - Word Table Taols

References Mailings Review View Design & Tell me what you want to do

P- T 1T T BT ] I I F3iy ::
j L.I;J F 9: % = % i H ‘_% } = } @D Height: .02 cm - H}Distribute Rows | — E

ert Insert Insert Insert Merge Split Split AutoFit = \vidth: 265em = 7 Distribute Columns
sve Below Left Right Cells Cells Table = - - > Jjt |EIEE|

vs & Columns M Merge Cell Size P Alignment
\nin\ﬁég-\-1‘I‘2&§-‘3-I‘4‘I‘§ 6l 7 #8191 10 # 111 121 E 1 14 1 15 [E16: | 17 |

1. Select the cells you wish to change their alignment

\

Twiam 3. Select the alignment
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4.3 Setting Cell Content Alignment & Text Direction (cont.)

Alighments

= ommars | g

Set the content to align to top left corner

Set the content to align to top middle edge

Set the content to align to top right corner

Set the content to align to center left edge

= Set the content to align to the center of the cell

Set the content to align to center right edge

Set the content to align to bottom left corner

= Set the content to align to bottom middle edge

— Set the content to align to bottom right corner
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4.3 Setting Cell Content Alignment & Text Direction (cont.)

4.3.2 Setting Text Direction 2. Click Layout tab under Table Tools

BasicMsWord1 - Word Table Tools Sign in
Layout References Mailings Review View Design 2 Tell me what you want to do

5‘{ m L“J %7‘ ‘”9; );{ }:E‘:E‘ % @IHDHeight: 248 cm . H} Distribute Rows 155 E: E %l E

HEE

Delete Insert Insert Insert Insert Merge Split Split AutoFit —\wigth: 265 cm * I Distribute Columns Text Cell Sort Repeat
2 Above Below Left Right Cells Cells Table ™ o - == Direction v‘[irgins Header Row
Rows & Columns & Merge Cell Size [P Alignment Da 3 Click
e2: 001 E 1283041 @ 617188191 108 111 .12, | & | 14 | '] Text Direction "

Change the text direction within
the selected cells.

Text Direction

Click the button multiple times to

cycle through the available
1.Select the cells dee e
2
F1/1981 8.00-9.30 9.30-11.00 11.00-12.30 13.00-14.30 14.30-16.00

no
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4.3 Setting Cell Content Alignment & Text Direction (cont.)

Resulting change in text direction

BasicMsWord1 - Word

Layout References Mailings Review View Design

Tt * 1 | | F— = W e T - . B i | i“. |I| - A
g | o = 4 | — || &[|Height * N Distri : |
EE T I | /= |E2| $l/Height 248 cm . Rt Distribute Rows ; ol
_x TR ‘; | 188 T F L | _'_ -_,- ,_- || |!|"; I .I,l {m— Z
Delete Insert Insert Insert Insert Merge Split Split AutoFit aWidth: 265cm - K1 Distribute Columns T Text Cell Sort
*  Above Below Left Right Cells Cells Table = LT Direction Margins k
Rows & Columns = Merge Cell Size P Alignment
DU 1 2 G 3 40 0 B 617 Wi 8 S EE 1100 0120 0 8 1 140 1 - 15 EEEEESEINSEEREEEE
- A 4
Fuinan i e - o =
o & (=] (=] W
© - P P @
w [ = = [
o o R o e
o w w o
o o (=)
Aung
AT
ND
WAL
#ng
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4.3 Setting Cell Content Alignment & Text Direction (cont.)

Alignments with Vertical Text Direction

1!&1 ANANY

I Set the content to align to top left corner

I Set the content to align to top middle edge

l Set the content to align to top right corner

I Set the content to align to center left edge

l Set the content to align to the center of the cell

Il Set the content to align to center right edge

I Set the content to align to bottom left corner

I Set the content to align to bottom middle edge

[ Set the content to align to bottom right corner
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4.4 Inserting Cells, Rows, and Columns

BasicMsWord1 - Word Table

Insert Design Layout References Mailings Review View Design Layout ‘.!‘ Tell md
% Cut . < “IR a = e S AEEL e e
ke . Rl 1 -[A A Aa- B i=rim - €92 3L T | ancend| AsBbcedd AaBbCc
=l opy - N
Paste BJIU-aex, X A-%.-A. =BRl==5 1=- & [T8 i
_ %' Format Painter = 2 A- =EE==81 A T T Normal ,ﬂ No Spac... Heading 1
Clipboard P Font I Paragraph I
L \-2‘I‘1‘Iﬁz-\-l-\-2é§‘3-l‘4‘l‘§\-6-\-7-I-§B-\-9‘I‘10§-11
o~
e Iy Paste Options:
4 o,
; " 0
AU/4987 §o; Smart Lookup © =
- w =
- Synonyms 4 E =
- Gy Translate § E -Z.Right CIiCk then
(o'}
) Insert » | €] Insert Columns to the Left
. —— - select the
- 14T Delete Cells... ©2 Insert Columns to the Right
_: _ == Split Cells... ™ Insert Rows Above - appropriate
A9ANT
7 Border Styles » 4! Insert Rows Below |
1. CIiCk the Ce|| you Want WE mﬁ Text Direction... == Insert Cells.. I Insert command
— = Table Properties...
. | F3 TableProp
. toinsert cells, rows, or \ WER @ o
- “d M
= L
- columns to pnd] L New Comment
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4.4 Inserting Cells, Rows, and Columns (cont.)

" If you select Insert Cells... you will need to decide what

will happen to current cells

Insert Cells ? X

(O shift cells right

© Shlf't cells gowné

O Insert entire row

O Insert entire column

QK Cancel
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4.5 Delete Cells, Rows, and Columns

BasicMsWord1 - Word Table Tools

Design Layout References Mailings Review View Design
N .
1=

“* B EEE: FEEE‘ |;\ @::DHeight:tOZ cm o H}Diﬂ

Eraser Delete Insert Insert Insert Insert Merge Split Split AutoFit —\igth. 265em = - Dist
€ . . L4
~  Above Below Left Right Cells Cells Table =

aw Rows & Columns & Merge Cell Size
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7 Paste Options:

alle
N
i3 |
S SO Smart Lookup © b
Synonyms 4 Ll'c\:, 8
[G; Translate = Iﬁ
8 w
Insert b e
sonl BT 2.Right Click the
Split Cells...
N BorderStyles b select Delete
Hlﬁ Text Direction...
W3
Table Properties... Cells...
wovia € Link
1. Select cells you e
ij New Comment
—— | |
want to delete | CordiaNe-[14 </ & & = -1 -
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BI%af/vA.véva\’lnsert Delete .
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4.5 Delete Cells, Rows, and Columns (cont.)

®  Then, select how do you want to delete cells

Delete Cells ? X
Moving cells from the right

over | @ Shift cells Jeft

Moving cells from the

O Shift cells up <«
bottom over

O Delete entire row

O Delete entire column

oK Cancel
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4.6 Merging Cells

BasicMsWord1 - Word

Layout References Mailings Review View Design

EE 2= * [JHeight 102cm - 2. Click Layout tab

(S:Z::z ;FL';: A“tf’Fit —Width: 265cm - under Table

T Above Below Left Right

Rows & Columns > Cell Size T I
1'2‘\‘1'!_%'|w1'\‘:Mergece"s LB | 9.1 ools
Merge the selected cells inttmage
' cell.
3. Click Merge Cells
[+
JWaan 8.00-9.30 9.30-11.00 11.00-12.31

———ly AUNT
1. Select all cells you

. AR
want to merge into
Wo
one :
NOFALB
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4.6 Merging Cells (cont.)

Resulting merged cell

/A7 8.00-9.30 9.30-11.00 11.00-12.30 13.00-14.30 14.30-16.00
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4.7 Splitting Cells

2. Click Layout tab under Table Tools

BasicMsWord1 - Word I

Layout References Mailings Review View Design ‘:-;3’ Tell me what you want to do

——— m i e = e e | | e R VO < —
e O g € ——-# — . []Height: 1.02em 7 | Hi Distribute Rows ggg A::
Delete Insert Insert Insert Insert Merge] Split | Split AutoFit —IWidth: 2.65cm - || Distribute Columns Text
= Above Below Left Right Cells [ Cells | Table = - B Igll;H;|Directic
Rows & Columns B Merge Cell Size B Alignmen
w20 o1 LR o1 208314 3 61 7 1 BB 1 9 108 11 1200 8 1 0140 150 1E1
3. Click Split Cells
4
e 8.00-9.30 9.30-11.00 11.00-12.30 13.00-14.30 14.30-16.00
UNT
9ANT
N
1. Select cells you —
- » e —
wish to split. P
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4.7 Splitting Cells (cont.)

Split Cells ? X
Number of columns: 5 >t 4. Specify number of columns
Number of rows: 2 ~ 1 5. Specify number of rows
V| Merge cells before split
6. Click OK
OK t‘ Cancel
el 8.00-9.30 9.30-11.00 11.00-12.30 13.00-14.30 14.30-16.00
7. Resulting split cells v
\\wqﬁa‘uﬁ
Ang N
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4.8 Shading (Coloring) Cells

2. Click Design tab under Table Tools

H ©-¢& - BasicMsWord1 - Word

File Home Insert Design Layout References Mailings Review View Layout ) Tell me what you want to do

> ‘Q Y2 pt 4 =

Header Row First Column
[ ] Total Row [ ] Last Column
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Table Style Options Table Styles Theme Colors ders
i 2t +1.(E . 1.1 28 3.1 4.1 F . 617 1 FB 1. 9. 0: H HEEENER 15 12

- 4. Select CO|or Standard Colors
. 1. Select cells you want to EN" NEEEEE

D No Color

shade 7
- AWIIAN %¢ More Colors...
- FUN5
~
- f9ANT
&
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4.9 Formatting Cell Border

2. Click Design tab under Table Tools

H ©9-¢& - BasicMsWord1 - Word
File Home Insert Design Layout References Mailings Review View Layout ‘) Tell me what you want to do
Header Row First Column SeaaE EEEEE EEEEE s EEEEE B BEEEEs —— & . /
e Cee BEEEE - = == — 4
Total Row Last Column EEsEE EeEEEEl BEEEEE EE Tt e B e - , 11 pt - &L
Banded Rows Banded Columns === (EEE=EEED [EEEEE= === = ———— mmm === - Shadmg Borde Borders Bg_rder
' = Style > Pajnter
Table Style Options Table Styles D Automatic &
L \-2--Jw_1‘lﬁ‘\-1‘\-2‘§§3‘\‘4-I‘ﬁ§I-6-|-7‘\§'§B‘I-9‘\‘10§'§‘ 12+ 1 + Theme Colors 17 1 -
H EEEETEN
_ 3. Click Pen Color
- 4. Select color ﬁl
1. Click on the table Standsrd Calars

[+

[ | | W lBlue, Accer

% More Colors...

5. Drag mouse over the border

you want to color
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4.10 Quick Formatting with Table Styles

2. Click Design tab under Table Tools

H ©9-¢& - BasicMsWord1 - Word
File Home Insert Design Layout References Mailings Review View
Header Row First Column — — — — - — — — I Eemms BEemme ~ ,/["12 e | 4
EEEEE Re=== BE-—-—-- BE--—-— === EEEEE REEEE Tt
[ | Total Row [ | Last Column Eiiii E———— E———— ———— ———— E———— E———— - _ 1% pt M —la)
Banded Rows D Banded Columns | MAE=== B==== B--=Z B-ZZ= e e B - Shading Border [7 Per Color~ Borders quder
= Styles ~ === ~  Painter
TTable Style Options Table Styles Borders T
L T | o 1 20 31 4. E 161 §7 BB 1 9. 10 #F 11. 1 121 H | 14, 15 1E16 | 170 | ¢

3. Select the options
E 4. Select the style you want

in Table Styles group
1. Click the table E
\ SU/A0 8.00-9.30 9.30-11.00 11.00-12.30 13.00-14.30 14.30-16.00
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4.10 Quick Formatting with Table Styles (cont.)

The result:

AU/MLIRN 8.00-9.30 9.30-11.00 11.00-12.30 13.00-14.30 14.30-16.00
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4.11 Sorting Data

2. Click Layout tab under Table Tools

BasicMsWord1 - Word

Layout References Mailings Review View Design Q Tell me what you want to do

e S EE (& e X o FIFE AS A M £y
_x 0 g Ié ‘ : :9| —— _ E=== @D Height: 1.02ecm | H—Ir Distribute Rows =I=r= ! 7 E % b
slete Insert Insert Insert Insert Merge Split Split AutoFit E Width: (5.3 cm * - Distribute Columns == Text Cell Sort Repeat  Convert Formula
2 Above Below Left Right Cells Cells Table T Direction Margins Header Rows to Text
Rows & Columns N~ Merge Cell Size P Alignment Data
2.0 1 0# 110002000304 #1607 8191108 11,1 121 .13, 1 14,1 .15, [E16: | +17. Sort
Arrange the current selection in
alphabetical or numerical order.
1. Click the table o v
ANTNNAFUAN This is especially useful if you're
| trying to organize data in a table.
SHARWAN TnAUA $1A1 © Tell me more
0999 iPhone 7 26500 .
3. Click Sort
0238 MacBook Pro 65900
1033 iPad Pro 24500
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4.11 Sorting Data (cont.)

5. Select data type
6. Select type of sorting

I
? X

Sort

Sort by

4. Select column to sort =

— \ 4
‘;H Type: | Number

v @ Ascending
O Descending

<

Using: Paragraphs

Then by

O Ascending

v | Type: |Text
7. Select the next column to = ] e | e

Using: | Paragraphs O Descending

EE

use, in case there are
Then by

equal cells in the first —

Type: |Text \©) Ascending

Descending

columns Using: |Paragraphs

<[]

My list has

© Header row O No header row

Options... 8. Click OK =] OK ‘ Cancel ‘
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4.11 Sorting Data (cont.)

The result: rows are now ordered (sorted)

r—% U
AN1g194U AN
v
FHARUA TARUA 5701
0238 MacBook Pro 65900
0999 iPhone 7 26500
1033 iPad Pro 24500
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