Paragraph Formatting

Lesson Skill Matrix

Skill Exam Objective Objective
Number
Setting Line Spacing in Text Set line and paragraph spacing and indentation. 223
and Between Paragraphs
Creating and Formattinga  Create a numbered or bulleted list. 331
Bulleted List
Creating and Formattinga  Change bullet characters or number formats for a list level. 3.3.2
Numbered List Define a custom bullet character or number format. 333
Increase or decrease list levels. 334
Restart or continue list numbering. 3.3.5
Set starting number value. 3.3.6

Software Orientation

The Indents and Spacing Tab in the Paragraph Dialog Box

The Paragraph dialog box contains Word's commands for changing paragraph alignment,
indentation, and spacing. The Indents and Spacing tab of the Paragraph dialog box is shown in
Figure 4-1. Use this figure as a reference throughout this lesson as well as the rest of this book.
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Figure 4-1
Indents and Spacing tab of the Paragraph dialog box

Paragraph formatting is an essential part of creating effective, professional-looking
documents in Word. When a document is formatted properly and the text is attractively
spaced and positioned, the reader can focus on the content. Word's paragraph
formatting feature enables you to set values for paragraph alignment, indentation, and
spacing between paragraphs. Word's formatting features also enable you to remove
paragraph formatting altogether.

Setting Indents

You can use indents to set paragraphs off from other text in your documents. Word
documents can include first-line indents, hanging indents, and negative indents. The
commands for indenting paragraphs are available in the Paragraph command group on
the Home tab, as well as in the Paragraph command group of the Layout tab. Both
command groups have dialog box launchers that give you access to additional
commands. In this exercise, you learn to set indents using the dialog box and the ruler.

An indent is a blank space inserted between text and the left or right margin. A first-line
indent inserts blank space between the left margin and the first line of the paragraph

Lesson 4 Page 2



(one-half inch is the default setting for this indent). A hanging indent, common in legal
documents and bibliography pages, begins the first full line of text in a paragraph at the
left margin; all the remaining lines in the paragraph are then indented from the left
margin. A negative indent extends paragraph text into the left margin. You can indent
paragraphs from the left margin, the right margin, or both, and you can set the sizes of
indents using Word'’s paragraph-formatting tools. You can also drag the markers on the
ruler to set indents. Table 4-1 shows the various indent markers as they appear on the
ruler.

Indent Option Associated Marker on the Ruler
First-line indert D
Hanging indent l:l
Left indert I:I
Right indent l:l

MNegative indent

Table 4-1
Types of indents on the Ruler

Step by step Set First-Line Indents

GET READY. Before you begin these steps, be sure to launch Microsoft Word.
1. On the Recent screen, click Open Other Documents. The Open screen appears.

2. Connect your flash drive to one of the USB ports on your computer.

3. Click This PC.

4. Click the Browse button. Use the vertical scroll bar to scroll down and locate the
data files for this lesson on your flash drive. Double-click the lesson folder to open
it.

5. Locate and open the file named Books Beyond.

6. Click the View tab. Then, in the Show group, select the Ruler checkbox.

7. Select the four paragraphs under Acknowledgement.

8. On the Home tab, in the Paragraph group, click the dialog box launcher located in

the bottom right corner of the group. Verify that the Indents and Spacing tab is the
active tab.

9. In the Indentation section of this tab, change the Special selection by clicking the
drop- down arrow and selecting First line. The By box lists 0.5 inches by default, as
shown in Figure 4-2.
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Figure 4-2
Paragraph dialog box

10. Click OK. The first line of each paragraph is indented 0.5 inches from the left
margin.

11. Figure 4-3 displays the ruler and the paragraphs with the first-line indent you just
set.
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First Line Indent

Acknowledgement

| acknowledge | have received the Books end Beyond Employee Handbook that conteins many of
the Books and Beyond policies. procedures, and benefits that pertain to my employment. | understand the
guidelines, procedures, and benafits cutlined in this handbook are not all-Hncusive and may be modified or
rescinded at any time at the discretion of Books and Beyond and that | will be nofified of such changes to the
handbook as they occur.

| also understand the Employee Handbook does not constitute a contract. expressed or implied,
nicr is it fo be interpreted to be & contract between Eooks and Beyond and myself | understand the company
is an st-will employer, and | am an employee-st-will. which means the employment relationship may be
terminated st anytimea by either miyzelf or Books and Bayond (unlass | am under an employes contract and
following the terms and conditions therein).

Only the prasident or other designated representative of Books and Beyond has the authority to
enter into an employment sgreement or agreement regarding benefits with any current or prospective
employee. Any such agreement must be in writing and signed by both the president or designated
representative and myself,

lunderstand if | have any questions related to this handbook or my employrnant that | may have
tham clarifiad by the Vice President of Operations or the HR Department. | also understand that this curment
edifion of the Employee Hendbook supersedes sll previously iIssued ediions.

Introduction

Books end Beyond welcomes you and provides you with this Employes Handbook 2= an introduchion to our
company. YWe are committed to providing & successful environment for each employee—one that fosters
grewih and 8 mutually beneficial employment relationship. The pelicies and procedures set forth in this
handbook were created with this goal in mind and serve as a guideline to basic employment expectations
spplicable to 2ll employees of Books and Beyond. This handbook is not 2 contract of employment

expressed or imphed

This handbook is provided fo you as & guide to most of the policies and practices that apply to our
employment rel&bonshnp Please do nc‘t hﬁdﬂte fo ask the V’l:e Fresident of Opersnnns or the HR

Figure 4-3
Ruler with first-line indent marker on paragraphs

12. Select the four paragraphs under Introduction.
13. On the horizontal ruler, click and drag the First-line indent marker to 0.5 inches.

~ Troubleshooting
" Click the View tab and choose Ruler from the Show command group.

14. Select all the paragraphs under the General Performance Expectation Guidelines.

15. On the Layout tab, in the Paragraph group, launch the Paragraph dialog box, and
change the Special selection to First line by clicking the drop-down arrow. Click OK
to accept the default setting of 0.5 inches.

16. Select both paragraphs under the Equal Employment Opportunity and Diversity.

17. Right-click the selected paragraphs and, on the context menu that appears, select
Paragraph—this is another way to open the Paragraph dialog box.

18. Change the Special selection to First line. Click OK. Using a shortcut method, you
can also access the Paragraph dialog box.

19. SAVE the document as B&B First Line Indent in the lesson folder on your flash
drive.

PAUSE. LEAVE the document open to use in the next exercise.
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Step by step Set Hanging Indents

GET READY. USE the document that is open from the previous exercise.

1. Select the first two paragraphs under the heading Acknowledgement.

2. On the Home tab, launch the Paragraph dialog box and change the Special
selection from First Line to Hanging. Click OK. The first line of both paragraphs
begins at the left margin whereas the remaining paragraphs are indented 0.5
inches from the left margin.

3. Under the same heading, select the last two paragraphs. On the horizontal ruler,
click and drag the first-line indent marker so that it aligns with the left margin. You
need to reposition the first-line indent marker so that it doesn't move when you
begin dragging the hanging indent marker. Your markers on the ruler should
match Figure 4-4.

First Line and Hanging Indent

-

i el i 2 3 4 5 o

Acknowledgement

I acknowledge | have received the Books and Beyond Employee Handbook that contains many of the Books
and Beyand policies, procedures, and benefits that pertain to my employment. | understand the
quidelines procedures, and banefits outlined in this handbook are not all-inclusive and may be
madified or rescinded at any time at the discretion of Books and Beyond and that | will be notified of
such changes to the handhook as they occur

| also understand the Employee Handbook does not constitute a confract, expressed or implied, noris it to
be interpreted to be a confract between Books and Beyond and myseli | understand the company
i an at-will employer, and | am an employee-at-will, which means the employment relatienship
may be terminated at anytime by either myself or Bocks and Bayond (unless | am under an
employee contract and following the terms and condifions therain)

Only the president or other designated representative of Books and Beyond has the authority to enter into
an employment agreement or agreement regarding benefits with any current or prospective emplayee. Any
such agreament must be in wiiting and signed by both the president or designated represantative and
myself.

| undarstand if | have any quastions related to this handbook or my employment that | may have tham
clarffied by the Vice Precident of Operations or the HR. Department. | also understand that this cumrent
editien of the Employee Handbook supersedes all previeusly izsued editions.

Introduction

Books and Beyoend welcemnes you and provides you with this Employee Handbook as an
introduction to our company. We are committed to providing a successful environment for each employee—
one that foaters growth and a mutually beneficial employment relationship. The policies and procedures aet

forth in this handbook were created with this goal in mind and serve as a guideline to basic employment
nostatinae annlinahle $a all amelavnne of Baske aod Bavend Thie handhnal ie 0at 0 soateant of

Figure 4-4
Markers on ruler aligned

4. Click and drag the hanging indent marker to 0.5 inches. You have now repositioned

the marker using the ruler, and both paragraphs have hanging indents. Your
document should look similar to the one shown in Figure 4-5.
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5.

First Line Indent

Hanging Indent
—

L ’ - 1 2 3 4

Acknowledgementy]

l-acknowledge-|-have received the-Books -and-Beyond-Employee-Handbook that- contains many-of the-Books-
and Beyond-palicies, - procedures, -and benefits thal perain to-my-employment. 1 understand the
guidalines, -proceduras, -and-benafits-outined-in-this-handboak-are-not-all-inclusive-and-may-ba-
modified-or rescinded-at-any-time-at-the discretion of Bocks and Beyend and that | will- be notified of
such-changes to-the handbook as they-occur ¥

|-also-understand the Employee Handbocok does not constifute-a contract, -expressed-orimplied, nor is it to-
be-interpreted-to-be-a-contract-batwaan-Books -and-Bayond-and myself -|-understand the-company-
is-an-at-will employer, -and-l-am-an-employee-at-will, which-means the-employment-relationship-
may be-terminated at-anytime-by-either mysel or-Books -and-Beyond - {unless: |-am-under-an
employee-contract-and following the-terms-and-conditions-therein).J|

Only-the-president-or-other-designated reprasentative-of-Books-and-Beyond-has-the-authority-to-enter-info-
an-employment agreement oragresment regarding benefits with-any current or prospective
employee.-Any such-agresment-must-be-in writing-and-signed-by-both-the- president-or designated
reprasentative-and-myself J|

Figure 4-5
Sample document with
hanging indent

SAVE the document as B&B Hanging Indent in the lesson folder on your flash drive.

PAUSE. LEAVE the document open to use in the next exercise.

Step by step Set Left and Right Indents

GET READY. USE the document that is open from the previous exercise.

1.
2.
3.

Select the four paragraphs under Introduction.

Open the Paragraph dialog box from the Home tab.

Under the Special group, select (none). Click OK. Notice the paragraphs are left
aligned.

Select the first two paragraphs under Introduction.

Right-click and click Paragraph to open the dialog box. In the Indentation group,
change the left and right indents to 1 inch by clicking the up arrow. Click OK.
Select the last two paragraphs under the same heading.

On the Layout tab, in the Paragraph group, click the up arrow next to Indent Left to
indent the left side of the paragraph to 1 inch on the ruler.

Click the up arrow next to Indent Right to indent the right side of the paragraph to
1 inch on the ruler. Notice that paragraphs are one inch from the left and right
margins (see Figure 4-6).
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9.

Left Indent Right Indent
.,

o

= 3 [ 5
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Introductiony
Books-and-Beyond-welcomes you-and provides-you-with this- Employse-
Handbook-as-an infroduction to-our-company.-We-are committed-fo-
providing -a-successful-environment-for each-employee—one that-
fosters growth and-a mutually-beneficial employment relationship. The-
policies-and-procedures-set forth-in-this-handbook -were-created with-this-
goal-in-mind-and serve-as-a-guideline 1o-basic-employment expectations
applicable-to-all-employees-of Books-and-Beyond. This-handbook-is-not-
a-contract-of employment, -expressed-or implied f]

This-handbook is provided to-you-as a-guide to-most-of the-policies-and-
practices that-apply-to-our-employment-relationship. -Please-do-not-
hesitate fo-ask-the Vice President-of-Cperations or-the HR-Depariment
abaout-any-item-discussed-n-this-handbook.-We- belisve-that-an-
organization-is-best served by a-shared-understanding of each other's
roles-and-responsibilities. -Our-success -depends-on-you, -and-your-
success-depends-in-part-upen your understanding and cooperation in-
following-thess-policies.-We-are-glad-to-have-you-on-board-and-hope-
this-guide will-assist-you-in-meaking this transition-into-our company ]
Please read through-your Employee-Hand book for-an-understanding of
the-policies-and-procedurss -at-Books-and-Bevand.-The policias-and-
procedures-contained-in this-handbook-may change or-be revoked when-
necassary.-You-will-be-notified of any-changes-and-provided-the-
appropriate new-information. §

Figure 4-6
Sample document displaying
left and right indents

SAVE the document as B&B Left&Right Indent in the lesson folder on your flash
drive.

PAUSE. LEAVE the document open to use in the next exercise.

Step by step Set Negative Indents
GET READY. USE the document that is open from the previous exercise.

1.

2.

w

Under the Equal Employment Opportunity and Diversity heading, select both
paragraphs.

Launch the Paragraph dialog box from the Home tab. Under the Special group,
select (none). Click OK.

Select the first paragraph under the heading.

In the Layout tab, in the Paragraph group, click the down arrow next to Indent Left
to indent the left side of the paragraph to -0.5 inch on the ruler as shown in Figure
4-7.
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Negative Left Indent

L b Y & 1 Fl 3
Equal-Empleyment-Qppeortunity-and-Diversityy

At-Books-and-Beyond, personnal-and employment-practices-are-made-with-the objective-of-
furthering-equal employment-opportunities -All-employment-decisions including but-not limited-to
racruitment, -hiring, -training, -and-promotion-are-based-solely-an-an-individual's-qualifications to-accomplish-
assigned-job-functions-and-without regard-to-race, religion, national-or-ethnic-orgin, gender, -age, marital
status, -sexual-onentation, veteran-status, ‘or- physical-or-mantal-disability. -Books-and-Beyonds.s-strength-
comes from-the diversity-of our-staff - ¥ our-understanding and support -of our fair-employment practices
will-e2nable-us-to-continue to-make Books-and-Beyond-an-outstanding-placeto-work

In-conjunction-with-our-goal to-provide-egual-employment-opportunities-and-create-a-
diversity-rich work-environment,-Books-and Beyond does-not exclude from-participation, deny
benefitsto -or-subject-any individual to-discnmination-based -upon-his-or-her-disability. -
Additionally, Books-and Beyond-provides-reasonable accommodation to-the - known-physical-or-
mental imitation-of -an-otherwse-qualified disabled person-or-apphicant 9]

Figure 4-7
Sample document
with negative left indent

5. Position your insertion point anywhere in the last paragraph, and then launch the
Paragraph dialog box from the Layout tab.

6. Under the Indentation group, click the down arrow next to Right to indent the right
side of the paragraph to -0.5 inch. Click OK (see Figure 4-8). When repositioning
the indentations, you can select or place the insertion point anywhere in the
paragraph. For multiple paragraphs, select them and change the indents.

Negative Right Indent

Equal-Employment-Opportunity-and-Diversity |

At Books-and-Beyond -parsonnel-and-employmant practices-ara-made-with-the-objechve-of-
furthenng-egqual-employment-opportunities . -All-employment-decisions, -including-but-not-limited-to, -
recruitment, hiring, -training,-and-promotion-are-based-salely on-an individual's qualifications-to accomplish-
assigned-job-functions-and-without-regard-to-race, religion, national-or-ethnic-ongin_-gender, -age, -marital-
status, -sexual orientation veteran status, “or physical or mental-disability-Books-and-Beyonds's strength
comas-from-the-diversity-of-our-staff -Your-understanding-and-support-of- our-fair-employment practices-
will enable-us-to continue to make Books-and-Beyond an-outstanding placeto work 1

In-conjunction with our goal to provide-equal-employment-opportunities-and create a-diversity-rich
work-environment, Books-and-Beyond - does not-exclude-from: participation, -deny-benefits to,-ar subject-
any-indvidualto-discrimination-based pon- iis-or-har-disability. -Addtionally, Books -and Beyond-provides:
reasonable-accommoedation to-the-known-physical-or mental-limitation-of-an-otherwise qualified- disabled-
parsan-or-apphcant |

Figure 4-8
Sample document with
negative right indent

7. SAVE the document as B&B Negative Indent in the lesson folder on your flash
drive, and then CLOSE the file.

PAUSE. LEAVE Word open for the next exercise.

Take Note

Changing paragraph indents can be completed by using the Ruler or launching the
Paragraph dialog box found on the Home or Layout tab.
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Setting Line Spacing in Text and
Between Paragraphs

In Word, you can determine how much space separates lines of text, and you also can
set the spacing between paragraphs. By default, Word sets line spacing (the space
between each line of text) to 1.08. Line spacing is paragraph based and can be
customized by specifying a point size. Paragraph spacing, which affects the space above
and below paragraphs, is set to 8 points after each paragraph by default. The higher the
point size is, the greater the space between paragraphs. In this exercise, you learn to set
both line and paragraph spacing.

Setting Line Spacing

Line spacing is the amount of space between the lines of text in a paragraph. In this
exercise, you learn to set line spacing using a number of Word paragraph formatting
tools.

Line spacing options are available on the Home and Layout tabs in the Paragraph group
by using the Line and Paragraph Spacing button. You can also access the line spacing
options through the Indents and Spacing tab of the Paragraph dialog box. In addition,
the Design tab includes Paragraph Spacing settings. Table 4-2 provides additional
information regarding line spacing options and descriptions.

Option Keyboard Description

Shortcut

Single Ctrl+1 Accommodates the largest letter in a line, plus a small amount
of extra space.

15 Ctrl+5 One-and-one-half times the amount of space used in single
spacing.

Double Ctrl+2 Twice the amount of space used in single spacing.

At least Sets the spacing at the minimum amount needed to fit the
largest font on the line.

Exactly Sets the spacing at a fixed amount that Word does not adjust.

Multiple Sets the spacing at an amount that is increased or decreased
from single spacing by a percentage that you specify. Setting
the line spacing to 1.3, for example, increases the space by
30%.

No The Built-in Before and After spacing is set to 0 pt. and the

Paragraph line spacing is set to 1.

Spacing
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Compact The Built-in Before spacing is set to 0 pt., After is set to 4 pt.,

and the line space is set to 1.

Tight The Built-in Before spacing is set to 0 pt., After to 6 pt., and
line spacing 1.15.

Open The Built-in Before spacing is set to 0 pt., After to 10 pt., and
line spacing 1.15.

Relaxed The Built-in Before spacing is set to 0 pt., After to 6 pt., and
line spacing to 1.5.

Double The Built-in Before spacing is set to 0 pt., After 8 pt., and line
spacing 2.

Table 4-2

Line spacing options

Step by step Set Line Spacing in a Paragraph
GET READY. OPEN the Books Beyond document from the lesson folder.

1.

ounkhw

N

Place the insertion point in the first paragraph under the Acknowledgement
heading.

. On the Home tab, in the Paragraph group, click the Line and Paragraph Spacing

button to display the Line Spacing menu and options to add and remove spacing
before and after paragraphs (see Figure 4-9).

= OH-H- Emphasis

[+ 1.0

Line Spacing Options...

4 Add Space Before Paragraph
| 3 Remove Space After Paragraph
Figure 4-9

Line Spacing menu

Select 2.0 to double-space the text.

Place the insertion point in the second paragraph.

In the Paragraph group, launch the dialog box.

In the Spacing group, change the Line spacing by clicking the drop-down arrow
and selecting Double. Click OK. The paragraph is now double-spaced.

Place the insertion point in the third paragraph.

Press Ctrl+2 to double-space the paragraph.
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10.

11.

. Click the Design tab and, in the Document Formatting group, click the Paragraph

Spacing button to display the menu as shown in Figure 4-10.

;4 Paragraph Spacing = |_b]

Style Set

:(t:‘ Default

&

Built-In

% Mo Paragraph Space
% Compact

==| Tight

% Open

——| Relaxed

; Double

Custorn Paragraph Spacing...

Figure 4-10
Paragraph Spacing menu

Select Double. Notice that the remaining document is double-spaced. This feature
in Word 2016 changes spacing for the entire document to include new paragraphs.
Take Note

When using the Document Formatting group to apply paragraph spacing, you do
not have to select the paragraphs to use one of the built-in formatting commands.

SAVE the document as B&B Double Spacing in the lesson folder on your flash
drive.

PAUSE. LEAVE the document open to use in the next exercise.

Step by step Modify Line Spacing in a Paragraph

GET READY. USE the document that is open from the previous exercise.

1.
2.

Select the four paragraphs under Acknowledgement.

Return to the Line and Paragraph Spacing drop-down menu in the Paragraph
group on the Home tab. To set more precise spacing measurements, click Line
Spacing Options to display the Indents and Spacing tab of the Paragraph dialog
box.

. In the Spacing section, click the drop-down arrow and select Exactly in the Line
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spacing list. In the At list, click the up arrow until it reads 22 pt.

4. Click OK. The line spacing is increased.

5. SAVE the document as B&B Exact Spacing in the lesson folder on your flash drive,
and then CLOSE the file.

PAUSE. LEAVE Word open for the next exercise.

Setting Paragraph Spacing

Paragraphs are usually separated by a blank line in Word documents. When you press
the Enter key at the end of a paragraph, Word adds the designated space above or
below the paragraph. By default, the spacing after a paragraph is set to 8 points and the
spacing before paragraphs is set to zero, but you can change these settings for a single
paragraph or for an entire document. In this exercise, you learn to set paragraph
spacing.

To increase or decrease paragraph spacing, use the Before and After spin boxes in the
Indents and Spacing tab of the Paragraph dialog box. You can also change the
paragraph spacing in the Paragraph group on the Home tab by opening the Line and
Paragraph Spacing menu and selecting Add Space Before Paragraph or Remove Space
After Paragraph.

Step by step Set Spacing around a Paragraph

GET READY. OPEN the Books Beyond document from the lesson folder.
1. Select the entire document.
2. On the Home tab, in the Paragraph group, click the arrow in the lower-right corner
of the group to display the Paragraph dialog box. The Indents and Spacing tab is
the active tab.

. In the Spacing section, click the up arrow next to Before until it reads 24 pt.

4. Click the up arrow next to After until it reads 24 pt. Review the preview area and
notice the increase of spacing in the document.

. Click OK. Notice the spacing between the paragraphs.

6. With the entire document still selected, click the drop-down arrow next to the Line
and Paragraph Spacing button in the Paragraph group to display the Line Spacing
menu.

. Click Remove Space Before Paragraph.

8. Repeat step 6, and then click Remove Space After Paragraph. The spacing before
and after have been removed from the document.
9. Place the insertion point in the heading, Acknowledgement.

10. Click the Layout tab, and then in the Paragraph group, click the up arrow and
increase the Spacing After to 12 pt.

11. Use the Format Painter and repeat step 10 for each heading, Introduction, General
Performance Expectation Guidelines, and Equal Employment Opportunity and
Diversity.

12. Use multi-selection to select the paragraphs under each heading and change the

w

Ul

~
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Spacing After to 6 pt.
13. SAVE the document as B&B Spacing Before&After in the lesson folder on your
flash drive, and then CLOSE the file.

PAUSE. LEAVE Word open for the next exercise.
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Creating and Formatting a Bulleted List

Bulleted lists are an effective way to format lists of items that don't have to appear in
any specific order. (Use numbered lists for items in a set order.) Items in a bulleted list
are marked by small icons—dots, diamonds, and so on. In Word, you can create bulleted
lists from scratch, change existing lines of text into a bulleted list, choose from a number
of bullet styles, create levels within a bulleted list, and insert a symbol or picture as a
bullet.

Creating a Bulleted List
By creating and formatting a bulleted list, you can draw attention to major points in a
document. In this exercise, you learn to create, format, and modify such a list.

Step by step Create a Bulleted List

GET READY. OPEN Alarm from the data files for this lesson.
1. Select the two paragraphs below the phrase Please keep in mind..
2. On the Home tab, in the Paragraph group, click the Bullets button. Notice that solid
circles appear before the selected paragraphs.
Place the insertion point at the end of the second bulleted paragraph.
4. Press Enter. Word automatically continues the bulleted list by supplying the next
bulleted line.
5. Beside the new bullet, type If you do not know your four-digit code and password,
please get it from the HR department.
6. SAVE the document as B&B Alarm in the lesson folder on your flash drive.

w

PAUSE. LEAVE the document open to use in the next exercise.

Step by step Change a Bulleted List

GET READY. USE the document that is open from the previous exercise.
1. Select the entire bulleted list.
2. To change the format of the bulleted list, click the drop-down arrow next to the
Bullets button to display the menu shown in Figure 4-11. The bulleted items might
not match your screen.
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Figure 4-11
Bullet formatting options

Take Note

To change a bulleted list to a numbered list (or vice versa), select the list and then
click either the Bullets button or the Numbering button. To remove one of the
bullets from the Library, open the Bullets drop-down menu; then in the Bullet
Library, select the bullet and right-click to remove it.

w

. Click the hollow circle in the Bullet Library.
4. SAVE the document as B&B Alarm with Hollow Bullets in the lesson folder on your
flash drive.

PAUSE. LEAVE the document open to use in the next exercise.

Step by step Change a Bullet List Level

Adding an unordered list such as bullets appears with no rank over the others. Changing
the bullet list level can change the appearance of the bullet and indentation.
GET READY. USE the document that is open from the previous exercise.
1. Place the insertion point in the second bulleted item.
2. Click the drop-down arrow next to the Bullets button, point to Change List Level,
and then note the levels that appear (see Figure 4-12). When you point to the list
level, a ScreenTip appears displaying the level.
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Figure 4-12
Change List Level

. Click to select Level 2. The bullet item is demoted from Level 1 to Level 2. When

you increase or decrease levels, the indentation changes—see the markers on the
rulers.

. Place the insertion point in the third bulleted item.

. Click the drop-down arrow next to the Bullets button, and then point to Change
List Level to produce a menu of list-level options.

. Click to select Level 3. Your document should look similar to the one shown in

Figure 4-13.

. SAVE the document as B&B Alarm with Bullet Levels in the lesson folder on your
flash drive.

. Select the second and third bulleted items and click the drop-down arrow next to
the Bullets button. Point to Change List Level and promote the selected bullets to
Level 1. The two selected items now match the first bulleted item.
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Alarm

When you were employed, you were assigned a four-digit alarm code that can set or deactivate
the alarm and a personal password to use for the monitoring company.

Please keep in mind:

= Ifyou set off the alarm, dial the monitoring company number listed on the white sticker on
the phone and give your password.
= If you set off the alarm and don't properly notify the monitoring company, you will
be responsible for reimbursing Books and Beyond for the fine if the police are
dispatched.
= |fyou do not know your four-digit code and password, please get it from
the HR department.

Set Alarm

Make sure the green Ready light is on.
Figure 4-13
Sample document
with bullet levels

9. Click Undo to return the bulleted items to second and third level.
10. SAVE the document with the same filename in the lesson folder on your flash drive.

PAUSE. LEAVE the document open to use in the next exercise.

Step by step Insert Special Character Symbols

The Define New Bullet dialog box provides options to change the alignment and add
new bullet characters, such as symbols or pictures. When you click on either option, a
new dialog box appears.

GET READY. USE the document that is open from the previous exercise.
1. Select the second and third bulleted items and promote them to the first level, and
then select all three bulleted items.
2. Click the drop-down arrow next to the Bullets button, and then click Define New
Bullet.
3. Click the Symbol button in the Define New Bullet dialog box. The Symbol dialog
box opens, as shown in Figure 4-14.
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Figure 4-14
Symbol dialog box

. Change the Font by clicking the drop-down arrow. Scroll down and select

Wingdings.

Select the bell in the first row, sixth column. Click OK to close the Symbol dialog
box.

Click OK to close the Define New Bullet dialog box.

SAVE the document as B&B Alarm Update in the lesson folder on your flash drive.

PAUSE. LEAVE the document open to use in the next exercise.

Step by step Insert a Picture Bullet

GET READY. USE the document that is open from the previous exercise.

1.

2.

The three bulleted items are still selected. Click the drop-down arrow next to the
Bullets button, and then click Define New Bullet.

Click the Picture button in the Define New Bullet dialog box. The Insert Pictures
location box opens, as shown in Figure 4-15. Microsoft has provided a new insert
picture location screen where you have the option to locate a picture from your
computer or network, Bing Image Search, or your OneDrive space.
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Also insert from:

Figure 4-15
Insert Pictures location
Logos courtesy of Microsoft and Facebook

Click From a file. An Insert picture combo box appears.

Browse to your lesson folder, select the Arrow file, and click Insert.

Click OK to close the Define New Bullet dialog box. The arrow picture appears in
place of the bullets. Notice that the size of the new bullets causes the text to be
uneven.

Open the Paragraph dialog box and configure the three bullets to use a Hanging
Indent with a value of 0.5".

Click OK. The hanging indent evens up the bullet text, as shown in Figure 4-16.

L 1 g 1 2 3 4 5 o~ 7

Alarm

When you were employed, you were assigned a four-digit alarm code that can set or deactivate
the alarm and a personal password to use for the monitoring company.

Please keep in mind:
= |f you set off the alarm, dial the monitoring company number listed on the white
sticker on the phone and give your password
= |f you set off the alarm and don't properly notify the monitoring company, you will be
responsible for reimbursing Books and Beyond for the fine if the police are

dispatched.
N B |f you do not know your four-digit code and password, please get it from the HR

department.

Figure 4-16
Arrow picture bullets

SAVE the document as B&B Alarm Update 1 in the lesson folder on your flash
drive.
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PAUSE. LEAVE the document open to use in the next exercise.

Step by step Change the Alignment in a Bullet List

In the previous exercises, you learned to create bullets using the Bullet Library, to create
a bullet using symbols, and to insert pictures as bullets. You also changed the levels of
the bullets by promoting or demoting the list levels. In this exercise, you learn to adjust
the alignment to any type of bullet.

GET READY. USE the document that is open from the previous exercise.

1.

v

In the bulleted list, notice the distance between the image and text. Adding a
custom bullet allows you to change the alignment.

Select the three bullets items.

Click the drop-down arrow next to the Bullets button, and then click Define New
Bullet.

Under the Alignment group, click the drop-down arrow and select Right. Notice
the space between the image and text in the Preview area.

Click OK.

SAVE the document as B&B Alarm Update 2 in the lesson folder on your flash
drive.

PAUSE. LEAVE the document open to use in the next exercise.
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Creating and Formatting a Numbered List

You can quickly add numbers to existing lines of text to create a list, or Word can
automatically create a numbered list as you type.

Creating a Numbered List
In this exercise, you learn how to create and format a numbered list in Word.

Step by step Create a Numbered List

GET READY. USE the document that is open from the previous exercise.
1. Select the four paragraphs under the Set Alarm heading.A
2. On the Home tab, in the Paragraph group, click the drop-down arrow next to the
Numbering button to display the Numbering Library shown in Figure 4-17.

SRR R B Yo
Recently Used Number Formats

1.

Mumbering Library

1. 1)

MNone 2. 2)

3)

l. A a)
II. B. b)
. C. o)

Define Mew Mumber Format...
Figure 4-17
Numbering formatting options appear in the Numbering Library
3. Select the option, 1., 2., 3. The paragraphs now appear as an ordered list.

4. Place the insertion point at the end of item number four and press Enter. Notice
that Word automatically numbers the next line sequentially.
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. In the new numbered line, type Leave the premises immediately.

Select the four paragraphs under the Deactivate Alarm heading.

. On the Home tab, in the Paragraph group, click the drop-down arrow next to the

Numbering button.

Select the option, a., b., c,, The four paragraphs are numbered and aligned left.
SAVE the document as B&B Numbered Alarm List in the lesson folder on your flash
drive.

PAUSE. LEAVE the document open to use in the next exercise.

Step by step Modify a Numbered List
GET READY. USE the document that is open from the previous exercise.

1.
2.

Select the numbered list under the Set Alarm heading.

To change the format of the numbered list, click the drop-down arrow next to the
Numbering button, and then click Define New Number Format. The Define New
Number Format dialog box appears.

. Click the Number style drop-down arrow and select uppercase roman numerals

(see Figure 4-18). The format for the selected text changed to uppercase roman
numerals.
In the Alignment drop-down list, set the value to Right.

. Click the Font button and select Arial Black, size 12 pt. Review the preview area to

see how the numbering will appear. Click OK to close the Font dialog box.

. Click OK to close the Define New Number Format dialog box.

Take Note

To change the formatting of list numbers, click any number to select the entire list.
If you select the text as well, the formatting of both the text and the numbering
change.
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Define Mew Mumber Format ? >

Mumber format
Humber style:

(T Eont...

Mumber format:

Alignment:
Left w

Preview

Figure 4-18
Define New Number Format dialog box

Select the numbered list under the Deactivate Alarm heading.

In this next step you renumber an existing list using the lowercase letters. Click the
drop-down arrow next to the Numbering button, and then click Set Numbering
Value. The Set Numbering Value dialog box appears as shown in Figure 4-19.

Set Murmbering Value ? x

(®) Start new list
O Continue from previous list

Advance value (skip numbers)

Set value to:
b :

Preview: a.

Figure 4-19
Set Numbering Value dialog box

The Start new list option button is already selected. In the Set value to section, click
the up-arrow to f. Click OK. Your document should match Figure 4-20.
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Please keep in mind:

B |f you set off the alarm, dial the monitoring company number listed on the white sticker on
the phone and give your password.

B |f you set off the alarm and don't properly notify the monitoring company, you will be
responsible for reimbursing Books and Beyond for the fine if the police are dispatched.

B |f you do not know your four-digit code and password, please get it from the HR
department.

Set Alarm

I.  Make sure the green Ready light is on
Il.  Press your four-digit code
Hl.  Intermittent beeping will sound
IV.  Verify that the red Armed light is on
V. Leave the premises immediately

Deactivate Alarm

f.  Enter the building and go immediately to the alarm keypad.
g. Intermittent beeping will be sounding.

h. Press your four-digit code.

i.  Verify that the green Ready light is on |

Figure 4-20
Sample document with different modified numbering list

10. SAVE the document as B&B Numbered Alarm List 1 in the lesson folder on your
flash drive.

PAUSE. CLOSE the document.

Tabs are used to align text or numbers in your document. You can use the ruler to set
tabs or, for a more exact setting, use the Tabs dialog box. As you apply custom tabs to
selected text, Word applies the tabs to the paragraphs. When you press the Enter key,
the tab settings are carried forward into the next paragraph.

Take Note
To view tabs as Word sets them, display nonprinting characters, as discussed in Lesson
1.

Setting Tabs on the Ruler

By default, Word sets left-aligned tab stops every half-inch on the ruler. To set a tab at a
different position on the ruler, you can click the tab selector at the left end of the ruler
and a ScreenTip will appear showing the type of tabs at the tab selector. Tabs are part of
paragraph formatting—the selected text is affected by the setting or modification of a
tab. In this exercise, you learn to set tabs on Word's ruler.

Table 4-3 lists the types of tabs available in Word and their descriptions. To view tabs on
the ruler, place your insertion point in the paragraph.

After tabs are set, press the Tab key; the insertion point moves to the next set position.
To move a tab stop to a different position on the ruler, click and drag the tab left or

Lesson 4 Page 25



right to a new position.

Name Button Description

Left tab Left-aligns text at the tab place indicated on the horizontal ruler
4

Center tab Centers text at the place indicated on the horizontal ruler
4

Right tab - Right-aligns text at the place indicated on the horizontal ruler

Decirnal tab Aligns numbers around a decimal point at the place indicated on the
& horizontal ruler

Bar tab Inserts a vertical bar line at the place indicated on the horizental ruler
!

Table 4-3

Tab stops on the ruler

Step by step Set Tabs On a Ruler

GET READY. OPEN Per Diem from the data files for this lesson.
1. On the Home tab in the Paragraph group, click the Show/Hide (1) button to show
nonprinting characters.
2. Place the insertion point on the blank line below the Meals & Incidentals
Breakdown heading.
3. Click the tab selector at the left of the ruler until the Center tab appears. The
horizontal ruler is shown in Figure 4-21, displaying the different types of tabs.

Left Tab Center Tab Decimal Tab Bar Tab Right Tab

i z de 3 i 4

Figure 4-21
The horizontal ruler with tab sets

0\ Troubleshooting
£ If the horizontal ruler is not visible, click the View tab, and then add a
check mark by Ruler.

4. Click the ruler at the 2.5-inch mark to set a Center tab. The Center tab appears as
an inverted T.

5. Click the ruler at the 4-inch mark to set a Center tab. The ruler shows two tab
settings.

6. Press Tab and type Chicago.

Press Tab and type New York.

8. Select the list of words starting with Breakfast and ending with Totals. When setting

N

tabs, tabs are part of the paragraph formatting—the selected text will be affected
by the tab settings after the Tab key is pressed.
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10.
11.

12.

Click the tab selector until the Right tab appears—displays as an reverse L.

Click the ruler at the 1-inch mark to set a Right tab.

Deselect the list, and place the insertion point in front of each word in the list, and
then press Tab to align it at the Right tab. When setting a Right tab, press the Tab
key with existing text or press the Tab key, and then type the new text. The text
characters are aligned at the right and move to the left.

SAVE the document as Per Diem First Draft in the lesson folder on your flash drive.

PAUSE. LEAVE the document open to use in the next exercise.

Using the Tabs Dialog Box

The Tabs dialog box is useful for setting tabs at precise locations on the ruler, clearing
all tabs, and setting tab leaders. Tab |leaders are symbols such as dotted, dashed, or
solid lines that fill the space before a tab. In this exercise, you practice setting tabs and
leaders using the Tabs dialog box.

Step by step Use the Tabs Dialog Box

GET READY. USE the document that is open from the previous exercise.

1.

2.

Select the list of words starting with Breakfast and continuing to the end of the
document.

On the Home tab, in the Paragraph group, click the dialog box launcher to launch
the Paragraph dialog box.

Click the Tabs button on the bottom left of the Paragraph dialog box to display the
Tabs dialog box. In the Tabs dialog box, you should see the 1" Right tab setting
that you set in the previous exercise.

In the Tab stop position box, type 2.6. In the Alignment section, select Decimal. In
the Leader section, select 2, and then click Set. After specifying values for individual
tabs, you must click Set to position the tab.

In the Tab stop position box, type 4.1. In the Alignment section, select Decimal. In
the Leader section, select 2, and then click Set. Setting a leader provides a guide to
the next tab setting. Refer to Figure 4-22 and compare with your screen.
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Tab stop position: Default tab stops:
4.1" 0.5° =
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7 5 Tab stops to be cleared:
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(® Decimal ) Bar
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Ca___

Set Clear Clear All

Figure 4-22
Tabs dialog box

. Click OK to close the Tabs dialog box. Notice that nothing happens yet.

Place the insertion point after the word Breakfast and press Tab.

Type $10.98 and press Tab.

. Type $12.50. Repeat this process for each line, typing the numbers shown in Figure
4-23. Notice how the decimals align properly.

© 0N O

Per-Diem-Ratesf|

The-following-table-contains-meals-and-incidental totals-and-their-breakdown. - These-per-diem-rates-are-in-
line-with-federal-government-standards Y|

Meals-&-Incidentals-Breakdown

- Chicago - New-York{

-+  Breakfast.. ... $1098.........». .. $12.500
- Lunch. o $15.01 . 516,549
- Dinner ... e S £2678...........>. 83145
- ncidentals ... = ... 8300 . . .= . 83000
- Totals . $55.77 - $63.49

Figure 4-23
Tabs and tab leaders
Formatting

10. SAVE the document as Per Diem Second Draft in the lesson folder on your flash
drive.

PAUSE. LEAVE the document open to use in the next exercise.
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Moving Tabs
You can reposition tabs using your mouse pointer by dragging them to new positions
on the ruler or by opening the Tabs dialog box.

Step by step Move Tabs

GET READY. USE the document that is open from the previous exercise.

1.

8.

Select the block of text beginning with Breakfast... and ending with ...$63.49.

Include the non-printing character (1) in your selection.

Position the mouse pointer at 4.1" on the ruler until you see the Decimal Tab
ScreenTip.

. Click and drag the tab on the ruler to 5" . Notice the Decimal Tab setting for the

five lines is positioned at 5" on the ruler.

. With the text still selected, position the mouse pointer at 2.6" on the ruler until you

see the Decimal Tab ScreenTip.

. Click and drag the tab on the ruler to 3". Release the left mouse button. Notice the

Decimal Tab setting for the five lines is positioned at 3" on the ruler.

. Select Chicago. Drag the center tab setting and position it at 3" on the ruler.

Double-click the center tab on the ruler to open the Tabs dialog box—check the
positioning of the tab. Chicago should align above the amounts.

. Select New York. Drag the center tab setting and position it at 5" on the ruler.

Double-click the center tab on the ruler to open the Tabs dialog box—check the

positioning of the tab. New York should align above the amounts.
SAVE the document as Per Diem Final in the lesson folder on your flash drive.

STOP. CLOSE Word
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Knowledge Assessment

Multiple Choice
Select the best response for the following statements.

1. Which of the following refers to how text is positioned between the top and
bottom margins of the page?

a
b
c
d

. Horizontal alignment
. Vertical alignment

. Justification

. Line spacing

Which line spacing command sets the spacing at a fixed amount that Word does
not adjust?

a
b
c
d

. Exactly
. Double
. Multiple
. At least

Which of the following occurs when you drag a tab off the ruler?

a
b
c
d

. The tab moves it to another position.
. The tab turns it into a left-aligned tab.
. The tab is cleared.

. The tab is hidden from view.

Bullets can be defined by adding which of the following?

a

. A symbol

b. A box
c. A picture

d

. All of the above

Which of the following settings enables you to move all or part of a paragraph
outside the document margins?

a.

Indent
First-line indent

b.
c. Hanging indent
d.

Negative indent

True/False
Circle T if the statement is true or F if the statement is false.

TF
TF
TF

TF

TF

1. Pressing the Enter key indents the first line of a paragraph.
2. You can use the ruler to set tabs.

3. The Clear Formatting command clears the fonts applied to the selected text
only.

4. Horizontal alignment refers to the position of text with regard to the top
and bottom margins of a document.

5. Indents can be changed using the markers on the ruler.
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Projects

Project 4-1: Formatting an Expense Report
You are employed in the financial department at Blue Yonder Airlines and have been

asked to create a document to show expenses for fiscal years 2009-2012.

GET READY. LAUNCH Word if it is not already running.

1.

o VR WN

N

10.

11.

12.

13.

14.

15.

OPEN a blank document.

SAVE the document as 4-1 Expense Report in the lesson folder on your flash drive.
Type BLUE YONDER AIRLINES, and press Enter.

Type Expense Report, and press Enter.

Set a center tab using the ruler at the 2", 3", 4", and 5" marks. Then at the left
margin, press the Tab key.

Type the following text: at the 2", type 2009, and press Tab; at the 3", type 2010,
and press Tab; at the 4", type 2011, and press Tab; and at 5", type 2012, and press
Enter.

Remove the center tab settings by dragging them off the ruler.

Select the paragraph mark, and then change the tab selector to Decimal. Set
decimal tabs at the 2", 3", 4", and 5" marks.

. Type the following text and values (and then press Tab or Enter, as instructed):

Corporate Contracts press Tab $316.00 press Tab  $396.00 press Tab 5368.00 press Tab $393.00 press Enter
Sky Diving press Tab $17.00 press Tab $17.00 press Tab $16.00 press Tab $65.00 press Enter
Charter Flights press Tab $22.00 press Tab $24.00 press Tab $24.00 press Tab $27.00 press Enter
Flight School press Tab $63.00 press Tab $61.00 press Tab $59.00 press Tab $55.00

Center the title, BLUE YONDER AIRLINES. Change the font size for the title to 26 pt.,
bold, and apply the font color Blue-Gray, Text 2, Darker 50%.

Center the subtitle, Expense Report. Change the font size for the subtitle to 18 pt,,
bold, and apply the font color Black, Text 1.

Select the year headings from 2009 to 2012 and set the bold and underline
attributes.

Use multi-selection to select Corporate Contracts, Sky Diving, Charter Flights, and
Flight School, and set the bold attribute.

Select the Page Setup dialog box launcher from the Layout tab, and then click the
Layout tab. In the Page group, change the vertical alignment to Center. Click OK to
close the Page Setup dialog box.

SAVE the document with the same filename in the lesson folder and CLOSE the file.

LEAVE Word open for the next project.

Project 4-2: Formatting Paragraphs
In your job at Books and Beyond, you continue to work on documents that will be part
of the employee handbook.
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GET READY. LAUNCH Word if it is not already running.

1. OPEN Guidelines from the data files for this lesson.
2. SAVE the document as 4-2 Handbook Guidelines in the lesson folder on your flash
drive.
3. In the third paragraph, select the two lines that begin Verbal discussion ... and
Written warning . . ..
4. On the Home tab, in the Paragraph group, click the drop-down arrow next to the
Bullets button and select the solid circle.
5. Place the insertion point after the second item in the bulleted list and press Enter.
6. Type Termination as the third bulleted item.
7. Select the five double-spaced paragraphs beginning with abuse, misuse . .. and
ending with falsification, misinterpretation .. ..
8. Click the drop-down arrow next to the Bullets button and click Define New Bullet.
9. Click the Symbol button, and then click the drop-down arrow in the Font box and
select Wingdings.
10. Scroll to the top of the Wingdings menu and select the solid diamond (character
code 116).
11. Click OK to close the Symbol dialog box, and then click OK to close the Define New
Bullet dialog box.
12. Select the remaining paragraphs beginning with insubordination, willful
disregard . . . and ending with engaging in conduct. . ..
13. Click the drop-down arrow next to the Bullets button and click Define New Bullet.
14. Click the Picture button.
15. Click From a file and select the Arrow picture file.
16. Change the Alignment setting to Right and click OK.
17. Select the first, second, third, and last paragraph in the document. Avoid selecting
the bulleted lists.
18. On the Home tab, in the Paragraph group, click the Justify button.
19. With the paragraphs still selected, apply the first-line indent by launching the
Paragraph dialog box.
20. Under Special, click the drop-down arrow and select First Line.
21. Click OK to close the Paragraph dialog box.
22. SAVE the document with the same filename in the lesson folder and CLOSE the file.
CLOSE Word.
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