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Word Environment

The Word processor is a software that allows the creation of lists of all kinds, the writing of letters or
reports, the creation of labels or any other direct mail document. Word is one of the most widely used
software both at home and at work.

The most common use of Word is probably letter creation. However, you can use it to efficiently
perform tasks such as:

Table

Web page

Sending Letters
Document Comparison
Form

) GEED GEED NS GHED ¢

GET TO KNOW THE WORD INTERFA(

As a first step, it is imperative to familiarize yourself with the Word environment. This will make it
easier for you to navigate the software.

Quick Access Toolbar

Ruban: including - Home — Insert — Layout, etc.

s @) HO-UD BB ﬁr\q -

Backto School.docx » Saved to this PC v

Ao @ - 9 %

| & Comments | |/ Editing ~

Adial |18

Paste -
* < Format Painter
Cipboard &

Ornd ~
! Replace
> select~

5 ditng

Title

No Spacing  ~
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Editor  Addins

PAGE1 Sedion:1 Pagelofd Atdfam Line2 Columm2  1018words
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( Grc;u : Fonti- Paragraph — Styles,
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HEALTHYY|
Prepare Healthy Meals¥
Would-you-like to-prepare-a-nutritious-lunch for-your-school-children?q|
Do-you-want-to-make-sure-your-child-will-eat-it themselves-instead-of swapping-it-out-or-
throwing-it-away?
Follow these guidelines to get ‘a winning combination: ¥
Avoid-snacks-with-heavily-processed-food-products-such-as-granola-bars-and-potato-chips.{|

Of-course, it's-convenient-to-grab-a-package-from-the-pantry, -but-these-products-usually-contain-
a-lot-of-sugar, -salt,-saturated-fat-and-their-nutritional-value-is-sometimes-negligible|

Feed-them-products-with-good-natural-nutritional-value |
Wholemeal-breads-and-crackers, fresh-fruits-and-vegetables,-and-cheeses-are-all-ingredients-of-

choice-for-a-healthy-lunch.-You-can-even-divide.them-ahead-of-time-into-smaller-portions-that-
will-be-easier-to-swallow.§

Give-your-child-the-opportunity-to-be-entertained-with-appetizers |

6033 charaders [} English (Cansds]  Track Changes: Off  Text Predictions: On 9 T Accessibility: Good to go

Howo S0 @dAWBCESSR @

(Foipiaysettings Dfocus B B B -——+——-
/ 1430
[ 2022-01-3(

160%

0

Status Bar

F;\skbar

WGWS
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THE STATUS BAI

You can customize the status bar (click on the status bar) with the right button.

It displays the page number, the distance from the top edge of the page, the number of words, and/or
the number of lines. It indicates the working language of the document. It can also indicate which
spelling or grammar mode is found. Select the word underlined in red, click on this button marked
with a cross, a context menu appears, choose the correctly written term.

Or right-click in the status bar to toggle on or off

Customize Status Bar

+ Eormatted Page Number 6
/' Section 2
+ Bage Number Page 6 of 67,
' Yertical Page Position

' Line Number

+ Column

/' Word Count 13972 words

~  Character Count (with spaces) 87267 characters|

' Spelling and Grammar Check Errors,

+ Lenguage French (Ceneds) [ Display Settings :D: Focus @ ——H—t 160%

| PAGE: & Section:2 Page6of&7  13972words 87267 characters [} French (Canada)  Track Changes: Off  Text Predictions: On  E@ ﬁ Accessibility: Investigate

THE HELP BUTTO

To get help with an open dialog box, follow these steps: Click on Help "Tell me what you want to
do", which is located at the end of the Tabs

@R &L

Help Contact Feedback Show What's
Support Training New

Help

Help

Keyboard shortcut: To view Help, tap F1.

ON-SCREEN READING MOD

x  Print layout: Allows you to view the document on the screen as it will be printed on a
page.

x Read Mode: Allows you to make the most of the available screen space for reading,
typing, or inserting comments. This mode has its own options.

x  Web layout: Allows you to view your documents as they will appear on the web browsing
screen.

x Qutline: Allows you to visualize the structure of your document and quickly reorganize it.
There is a specific tab associated with this mode.

x  Draft: Replaces the "normal" mode of previous versions. Eliminates all graphical effects
from the document.

WORD BEGINNER Page | ¢



CERB

THE RULER

Horizontal and vertical rulers in Word are very useful for aligning text, charts, tables, or other elements
in a document.

To display the horizontal ruler at the top of the Word document and the vertical ruler on the left side,
it is located on the View tab, click Ruler in the Show group

File Home Insert Design Layout References Mailings Review View Developer Help  Shape Format

E\E@ (=] Outline [E, E O\ E] One Page
eb

Read | Print | W (=] Draft Focus Immersive | [Vertical| Side L Gridlines Zoom 100% B2 Multiple Pages
Mode |Layout| Layout Reader toSide | [] Mavigation Pane H Page Width
Views Immersive Page Movement Show Zoom
QUICK ACCESS TOOLB/

| AutoSave(ﬁ) D-OH e B AT -

You can customize the Quick Access Toolbar according to our needs and contains a series of
commands: It can appear above the ribbon or below.

x  On the ribbon, click the appropriate tab or group to display the command you want to add
to the Quick Access toolbar.

x  Right-click the command (Example: Format Painter), and then click Add to Quick
Access Toolbar on the shortcut menu.

Add to Quick Access Toolbar
Hide Quick Access Toolbar

Customize the Ribbon...

Collapse the Ribbon

THE RIBBON

The Ribbon is designed to make it faster to find the commands you need to complete a task.
Commands are organized into logical groups, which are grouped into tabs.

Each tab relates to a type of activity (such as writing or formatting a page). To avoid clutter, some
tabs only appear when they are needed. For example, the Picture Tools tab appears only when an
image is selected.

Page | 6 WORD BE
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RIBBON TAB¢

A tab contains a large number of commands, separated by function into several groups (comparable
to the toolbars of earlier versions). Their advantage is that they gather all the commands you may
need for a type of task (Example: The "Home" tab has a few groups: "Clipboard", "Font",

"Paragraph", "Styles" and "Editing".

GROUPS

A group is designed to allow you to perform a number of operations of the same type. Example The
Font group:

|avial [[10 A A Al A

|?|I U~z x, ¥ B £ A

Font =

Allows you to set the appearance of text by selecting options in the Font dialog box

Clicking on[the button in the lower right corner of the group v}'ill take you to a dialog box :(Opening a
dialog box will give us more options, e.g. "Text Effects", also "Advanced Settings")

Font ? X

Font Advanced

Eont: Font style: Size:
Arial Regular 10
Aptos SemiBold 8
Aptos Serif I Italic 9 I
Arabic Typesetting Bold
Aref Rugaa Bold Italic n
T 12
Font color: Underline style: Underline color:
Automatic = (none) hd Automatic ~
Effects

D Strikethrough C] Small caps

[:] Double strikethrough [:] All caps

[:] Superscript [:] Hidden

[:] Subscript

Preview

Avrial

This is a TrueType font. This font will be used on both printer and screen.

Set As Default Text Effects... Cancel

WORD BEGINNER Page | 7
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THE FILE TAE

It is located in the upper left corner of the Word window. It provides access to basic commands and
allows you to change the various options in Word.

© ELEMENT DESCRIPTION
| o New Allows the creation of a new document.
THE
D Open Opens an existing document.
=
Close Closes the current document.
E Open
Info Prepares the document for distribution
Get Add-ins Document Protection
Info Inspect the document
Save Save Saves the current document.
Save As Save As Saves the current document under a different name or location or
format.
Primt
. Print Specifies printing options.
hare
i Share Sends the document by email.
Yport
ot Export Create a PDF document or change the document type
ranslerm
Close
Feedback Options:
Feedback Allows access to options, such as display, general, location,
C (e — proofing, etc.
o Word Options
o I Don't Like Something
Send a
Frown General
N I Have a Suggestion
= Do you have an ded for a new featuse of an improvement? Display
= Proofing
Save
Language
Accessibility
Advanced

Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center

Page | 8 WORD BE



LIST OF RECENT DOCUMENTS (LAST USED FI

CEAB

Click on "Open", located on the right, we get the list of the last files opened in the program as well as
the recent folders consulted. The links in this list provide quick access to recently opened documents

or folders with a single click.

KEEP A DOCUMENT IN THE RECENT DOCUMENTS

The list of documents can be customized so that certain documents are always available.

(T Recent SO
0 vew | | Dncumenls[ Folders ]
F— O shared with Me —
[ MName Date modified
Get Add-ins @& OneDrive Pinned
Info Ctrlcabions ml] :')'i‘:i'rinejz’c" @ 2024-01-30 13:55
Save Eﬂ; This PC
Tod.
Save As @ Add a Place ~
m:] Eul‘ook_Av:ln:i_FR_Zog(?é;'ocrxonmAT\ON CAD Al
Print B e ocuments = Plan de cours » -
S mL] E)‘:iix[:npfﬂ vi:ziifuzzuzs»roRMAHoN-cAD o
i ack to School.docx
et @ Euret:'éw:ecllL:ZUB'WORDLNGL\SHEUZ]»[uen;lseﬁ\\'ORDl}AS\C 202401301420
o
) oM M oo doc saon s
mq Documentation Word débutant POUR TRADUCTION.docx 2024-01-30 1422
Bureau = Comection 2023 » WORD ENGLISH 2023
Account
e o e L e e
Options [ Recover Unsaved Documents ]
x  From Word, click the File tab, and then click Open
x In the Recent Documents area, locate the name of the file or folder you want to always
make available. You will have Today — Yesterday — Last week
x  To the right of the file or folder name, click the Pin this item to list icon. The icon takes
an image of a pin from above.
x  Located at the very bottom of the window: Recover Unsaved Documents
| [= Recover Unsaved Documents
\Is If a document is closed and then moved, the link to that document no longer works.

closed.

You must then use the Open dialog box to find the file and retrieve it again.

Retrieval of unsaved documents will be available as long as your computer is not

IDENTIFY THE DIFFERENT MOUSE POINTI

The use of the mouse is a great advantage over the keyboard for most operations. All Word
commands can be executed with the left mouse button, and some commands can be found in the
context menu accessible by the right mouse button.

WORD BEGINNER
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CERB

When you move the mouse pointer in the Word window, you will notice that it changes shape. In fact,
the shape of the pointer determines the action that the current position allows to perform. Here are
the different forms and their meanings.

POINTER NAME

DESCRIPTION

[

—
M

&[

The arrow pointing to the
left

The arrow pointing to the
right

The Insert pointer

The Click & Type pointer

The brush pointer

It appears when you move the pointer out of the
working document. It is then ready to select a button,
tab, etc.

It appears when the pointer is in the left margin of the
document to select text.

It appears in the text box. Once you click, you can type
or edit data in the document.

It appears in the text box. It allows you to type text
anywhere on the page after double-clicking. It changes
shape depending on the position on the page.

It appears when you click the brush in the Clipboard
group. It is used to copy the formatting of the selected
text.

SHOW OR HIDE FORMATTING MARI

From the Home tab, click the Show All button in the Paragraph group.

21 (1))

Formatting markers are non-printable characters that control the location of text, such as spaces or
tabs. Because they are often used as markers to better see the operations performed on the text.
Word gives you the option to display all these characters or only the ones you want.

CHARACTER DESCRIPTION KEY
1 Paragraph Marker [Enter]
- Line Break (False Return) [Shift] + [Enter]
- Tab [Tab]
. Space [Spacebar]

Non-breaking space

Non-breaking hyphen

[Ctrl] + [Shift] + [Spacebar]

[Ctrl] + [Shift] + [Hyphen]

Page |
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@ FORMATION

SELECT TEX

Text selection is a prerequisite for most operations in word processing software. Once the selection
is activated, you can perform the command of your choice: move, copy, delete, bold, center, etc.

SELECTION MOUSE ACTION

Any Item

A word

Multiple words

Click at the beginning of the text you want to select, hold down the left mouse
button and drag the mouse over the text you want to select.

Double-click the word you want to select.

Click at the beginning of the area you want to select, click and hold the shift
key and click once at the end of the selection.

One sentence Press the Ctrl key and click on the sentence you want to select.
One paragraph In the margin, double-click next to the paragraph.
Full text In the margin, triple-click or CTRL+ A or group Editing and | [l select~ |
Select and Select All EW select Al
TEXT INPUT
CREATING A NEW DOCUME

) ¢

) ¢

Click on the office button, and then click on New
Quick keyboard key: Ctrl + N

SAVE OR SAVE AS.

) ¢

) ¢

Save: Saves changes to an existing document.

Save as... Allows you to save a document that has never been saved, change its name,
or change its location.

Quick keyboard key: Ctrl + S to Save
F12: To save as

TO UNDO OR F4 TO REPEAT AN ACT

It's interesting to be able to cancel an operation without having to start all over again:

x

Click the Undo button (CTRL+ Z) and the characters return to their original values. Click
the Redo button characters reset to original value

It is possible to cancel several operations at once:
Click the down arrow to the right of the button (you can see the list of changes that have
been made).

WORD BEGINNER >age | 11



CERB

x  Touch F4 to repeat the last action. Also, very interesting in

Excel and PowerPoint

FONT GROUF

7

A font is the style of writing used when typing text. To customize your document, you can change the
font styles in several ways:

FROM THE RIBBO}

File

Home

0,

Insert Design Layout References Mai

(Arial «[10 AN Aav B

Pajte B I U~va x, X Av £+ A~
Clipboard 5 Font &
x  Click the Home tab
x  Select the text whose font you want to change
) ¢

In the Font group, click the down arrow on the font drop-down list: Select your choice

FROM THE "FONT" WINDOW - EVEN MORE OPT

x  Click the Home tab
»  Select the text whose font you want to change F — S
x In the Font group, click the dialog box launcher - s g
x  Select the font of your choice
x In “Underline" you get even more underline
x In "Advanced Settings", the "Spacing" option is
interesting for titles and also to get a text that is easier S e
to read. CHhiig o
x  The Preview area displays the selected terms =
considering the change in font. — |
FROM THE MINI TOOLBA
x Select the text whose font you want to change
x  Let your cursor hover
x A mini toolbar appears
x Click the down arrow on the font drop-down list
x  Select your choice
[ara Jo JARS A~ [ = 15 =
B I U2 AELE Y sy PRI omment S paragranh spacing "
Page | 12 WORD BEG




CHANGE CASE

To change text from lowercase to UPPERCASE or vice versa

Aa ~ | ﬁo |E: v\ =

— 3—

Sentence case.
lowercase
UPPERCASE
Capitalize Each Word

tOGGLE cASE

x Click the Home tab
x  Select the text whose font you want to change
x In the Font group, click the dialog box launcher
x  Select the option of your choice
x Click the OK button
FONT SIZE
FROM THE RIBBOR
x  Click the Home tab
x  Select the text whose size you want to change
x |n the Font group, click the down arrow in the size drop-down list
x  Select your choice
File Home Insert Design Layout Mai
ﬁ”] (Arial {0 HA - A
I e
Paste B I Uva x, X Av &£+ A~
M-
Cliphoard 5 Font N
OR

TO ENLARGE OR REDUCE THE SI

x
x

). §

OR

Click the Home tab

Select the text whose size you want to change

In the Font group, click the up arrow to enlarge or down to reduce

AN

FROM THE "FONT" WINDO!

x

Click the Home tab

Select the text for which you want to change the font size

In the Font group, click the dialog box launcher

Select the font of your choice

File Home Insert Design Layout

ﬁj |Avial ~[10

Mai
« AT A Aa~ A
Paste B I U~ab x, ¥ Av £+« A~
v -—

clipboard 5 Font  e—

WORD BEGINNER
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CCRB

FROM THE "ADVANCED" WINDO

x  Select a title in your document font | Advanced

x  Open Font Window and Advanced tab Character Spacing

x  Replace Character Spacing Normal by ocale:T00% 2
Expanded Spacing: | Expanded ~ | By [Tpt

x  See the difference in your text

x  Go back to Advanced and replace the size 1 pt by 20 pt

x  See the difference again

x Hello (normal text)
x Hello (Expanded by 1pt)
x H e I I o] (Expanded by 20pt)

TO CLEAR FORMATTIN(

x  Click the Home tab
x  Select the text you want to unformat
x In the Font group, click the Clear All Formatting button

g A A Al @)

x, X A~ £+ A~

2

Font [

GROUP PARAGRAP!

In the same way that you have several commands that allow you to change the appearance of
characters, Word offers you the opportunity to change the appearance of paragraphs.

= 4l (1)
[1I=v & v H

- v = W~ A= W

H
+
]

Paragraph

71

ALIGNING A PARAGRAP

Alignment refers to how the left and right edges of a paragraph align with the left and right margins
of the page. Word offers four types of alignment: left, right, center, and justify.

Page | 14 WORD BEGI



Earth

For nearly 500 million years after its formation, the Earth had a constant temperature of
874,63 degrees Celsius (2000 degrees Fahrenheit). Composed mainly of iron and
silicates, it alsa contained small amounts of radioactive elements, mainly uranium,
horium and potassium. As they decayed, these elements produced radiation that
gradually heated the surface, melting the iron and siicates. The iren sank toward the
center, forcing the lighter silicates to come to the surface and causing the powerful
process that formed the Earth's surface as we know it today, and as it continues to

hve

Shrouded in mystery, Venus, our clusest neighbour, is named afier the Roman goddess
of love. For some unknovin reason, Venus rotales on its axis in the opposite direction,
that is, in the opposite direction of its rotafion around the Sun. Venus' veil of mystery
consisls of an impenetrable layer of clouds of sulphuric acid covering an almosphere

Sunlight entering Venus' atmosphere is converted into heat and cannot escape due to
carbon dioxide. This phenomenon is called the "greenhouse effect’. The surface
temperature reaches 34133 degrees Gelsius (800 degrees Fahrenhelt), and the

atmosphere seems to be disturbed by lightning

Mercury

Mercury is named after the winged-footed messenger of the Roman gods. It orbits its
orbit at a dizzying speed of 45 kilometers per secand, making  year on Mercury only 33
Earih days. On the other hand, a rotation around its axis — one day —lasls 59 Earh
days.30 miles
Mercury does not have what we call an atmosphere, which is a gaseous envelope hat
produces clouds and changes in precipitation o protects the planet' surface from solar
radiation. Mercury's weak magnetic field captures very few charged parlicles from the
un

Mars

It was because of its blood-red color that the Romans named Mars afier their god of war.
This color comes from the iron oxide accumulated on the surface of the planet. Canallike
configurations have long led to speculation that it may be possible to find wrater on Mars,
which could indicate the existence of some form of life on the planet

It was because of its blood-red color that the Romans named Mars after their god of war.
This color comes from the iron oxide accumulated on the surface of the planet. Canallike

CEAB

— Left-aligned to align

| = | the selection to the left

— (default)

Tonns Right aligned to align
= the selection to the
composed of 96% carbon dioxide. rig ht

= In the center, to center
- the selection

— Justify, to justify the
— selection

configurations have long led to speculation that it may be possible to find water on Mars,
which could indicate the existence of some form of lfe on the planet

Keyboard shortcut:

x  Align Left: Ctrl + L

x  Align Right: Ctrl + R
x  Align Center: Ctrl + E
x  Align justify: Ctrl +J

LINE SPACIN(

The Indents and Spacing tab of the Paragraph dialog box provides several options for setting line

spacing.

OPTIONS

DESCRIPTION

Simple
1.5 line
Double

At least

Exactly

Default.
Sets line spacing one and a half times larger than single line spacing.
Defines line spacing that is twice as large as single line spacing.

Allows you to set a minimum line spacing between lines. This option is
selected when more than one font size or chart is used in a single
paragraph.

Allows you to set a fixed line spacing. If you use a font size larger than line
spacing or decrease single line spacing by a multiple, if you enter a value
of 3, then line spacing will equal three times single line spacing. You can
set line spacing to 1.2, for example, if you find that single line spacing is
too small and 1.5 is too large.

SPACING BETWEEN PARAGRAI

x  Select the paragraph(s) you want to format

WORD BEGINNER
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x  From the Layout tab » Paragraph Group

x  To change the spacing between paragraphs, and/or paragraph indents, enter the value of
the spacing in points in the Before or After text boxes in the Spacing group, Click OK

a Headaches-or-abdominal-pain-at-short-intervals g
Spacng
Before: & pt S Li : At: . NPT 5 - . I
pefore F = ne spacing = If notice that your child is stressed, start a dialogue. §
After: £ Multiple > e Talk to thefm-about-different & t{)—cnpe with this-problem-or-possible-solutions to-the causes
Bragraphs of the same style of theik-stres$\ Make-sure-your 's-diet-is-halanced-and-encourage physical-activity-that-will
allow-them-to-decompress. -Make your-child-has-some rest-time-in their-schedule |

Indent fSpacing ) Space before...
3= Left: |1cm ~1 1 =Before: |6 pt 2l
= ~1.= ( — Space after...
=+ Right: |[} cm . |+ = After: |6 pt . |
Paragr&ph ‘._!.
PARAGRAPHS INDEN

Indenting a paragraph aligns the paragraph to a location other than the left or right margins. This is
done on paragraphs that need to capture attention or on certain data that requires a particular
presentation. This is particularly the case for bibliography entries, where the first line is negatively
indented.

We will find Indent and Spacing in paragraph, from Home Tab or Layout Tab.

Indent | Spacing |

Left |1cm ) _ 1 = Before: |\6 pt

-

141135

“Right 0em | |$ZAfer [spt

|
6pt |
Paragraph IS

USING INDENT INDICATORS ON THE RU!

Here are the different indent indicators that, when moved, change the value and type of indent of the
selected paragraphs.

WORD OFFERS 4 TYPES OF

WITHDRAWAL DESCRIPTION
FIRST LINE INDENT —_—
x |ndents the first line of a paragraph = Difficult departures to school, crying or irritability
Indentation
Left: 1cm = Special: By )
Right: oem = [ First line A [1em :J
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WORD OFFERS 4 TYPES OF
WITHDRAWAL

HANGING INDENT

x Indents the entire paragraph, except for
the first line that protrudes from the
others

LEFT INDENT

x  Shifts the entire paragraph from the left
margin

RIGHT INDENT

x  Shifts the entire paragraph from the
right margin. This option is often
combined with an indent before the text

BORDERS AND SHADIN

DESCRIPTION

H Difficult departures to school, crying or irritability

Indentation

~

Left: Tecm = Speaak By

Right: 0em = Hanging « | [1em =
=

IR RRREY (R R EEEE R RS SR R ST TR ST TR PR SR SRR

Talk fo them about different ways to cope with this problem or possible solutions to the
causes of their stress. Make sure your child's diet is balanced and encourage physical

Indentation
Left: 1em = Special: By:
Right: 0cm = (nane) v =

S 2030 A o5 B s T B o5 40 A0 12 13k 0 44 15 s 16

Falk/to them about different ways to cope with this problem or possible solutions to
he causes of their stress. Make sure your child's diet is balanced and encourage

Indentation
( -
Left: 0 cm = Speciak: By:
Right: 1¢em = (none) v =
\.

Borders help emphasize certain data. Word offers a variety of border styles to achieve more than

satisfactory results.

[A1
!

B— o 1=

P

Paragraph

x  Select a paragraph you want to frame.

x  From the Home tab, click the Borders & Shading button in the

Paragraph group.

x  Select the desired border type from the list

x  Choose a style
x  Then a color
x  Then Width

,‘ X Bullet We

Bottom Border

Top Border
Left Border
- Right Border
No Border
All Borders

] Outside Borders

i Inside Borders

Inside Horizontal Border

Inside Vertical Border

Horizontal Line
E:_I’ Draw Table

ﬂ Borders and Shading...

View Gridlines

WORD BEGINNER
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x Apply to: Paragraph and click OK

Borders and Shading ? X
Borders  Page Border  Shading
Styles Preview
Click on diagram below or use buttons
to apply borders
Color
Automatic v
wan g O
% pt “
F Apply to
|paragraph -
Qptions..
oK Cancel

x If you select a word, it will enclose the word instead of the paragraph

INSERTING SPECIAL CHARACTERS & EQUATIO

x  Click where you want to insert the special character.

x  On the Insert tab, in the Symbols group, click Symbol, and then click More Symbols.

B "3 5@
T QO i.a,
*» Ao @ >
Equation Symbol
v v @ 7J - " v
Symbols b More Symbols... ]
Symbol 0
ISymboI; Special Characters l
Font: | Wingdings
W<l o & =] o|F=: A B|E
BlEIE G E RS I O w4
P O|OR €| X|0[R>| 2] 6 F| | P[] ¢H | Cl@
o | @ (VY| IL|S| Q (Mp 2| M| 2| V|22 | X |eri& @ | O\ m (O
Recently used symbols:
B® 3|2 Qx| < | % Alw|BR|)> |@F=|u" o
:’:,l‘(:::gﬂ:f:: Character code: 32 from: | Symbol (decimal)
AutoCorrect... Shortcut Key... Shortcut key:
Insert Cancel

x  Click the character you want to insert, and then click Insert.
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SPECIAL CHARACTEI

Word gives you the ability to insert special characters to make it easier to manage spacing and
hyphens. This can be found in the Insert, Symbol tab. See also Equation

INSERT NON-BREAKING SP/

Non-breaking space is used to avoid separation between two words. For example, between an
amount and a $ symbol, or between the day, month, and year of a date. (e.g. 1°000,00°$)

x  Click where you want to insert the non-breaking space.

x  Press the keyboard keys CTRL + Shift + Spacebar.

INSERT A NON-BREAKING HYPI

A non-breaking hyphen is used to avoid separation between words containing hyphens. For example,
in first names or compound words. (e.g. Jean-Francois)

x  Click where you want to insert the non-breaking hyphen.
x  Press the keyboard keys CTRL + Shift + Hyphen.

OTHER IMPORTANT SPECIAL CHARAC

x  See Special Characters for more symbols

I Symbols SEecml Characters l

STYLES

Styles save you time and improve the look of
your documents

A style is a set of formatting characteristics, such as font name, size, color, alignment, and paragraph
spacing. Some styles even include borders and shading.

For example, you can select a text to present as a title. If you want to
style of an entire paragraph, click anywhere in the par:

Click the Home tab, in the Styles group, select the style you want. If you don't like any style, click the
More button ~ to expand the Quick Styles gallery.

x  To see how the selected text will appear in the styles you choose, hover your pointer
over a particular style and preview the result.

x |f the style you're looking for isn't in the Quick Styles gallery, press CTRL+SHIFT+S to
open the Apply Styles task pane. Under Style Name, type the name of the style you
want. The list displays only the styles that you have used in your document, but you can
type the name of any other styles that have been defined for that document.

WORD BEGINNER Page | 1€



X Bullet W Corps de texte 4 Image Normal Title
Titre M o spacing ou prompt  HEADING 1
HEADING 2 HEADING 3 Heading 4 I. Heading 5 Subtitle

Subtle Empha Emphasis ense Empha Strong Quote
Intense Quol SusneRererence  Intewse Rererence  List Paragraph  TQC HEAD

x Headings use a font that distinguishes them from the body of the document.

x  Paragraphs are separated by an appropriate amount of space.
x  Elements such as bulleted lists are in the background.

x  The highlighted text appears in a particular color.

x  The document may even include special elements such as a table of contents

1. The quick styles you see in the style gallery are designed to work together. For example, the
Heading 2 quick style is designed to appear subordinate to the Heading 1 quick style.

2. The body in your document is automatically formatted to the Normal quick style.

3. Quick styles can be applied to paragraphs, but you can also apply them to simple words or
characters. For example, you can highlight a sentence using the Emphasis quick style.

4. When you format text that is part of a list, each item in the list is automatically formatted using the

List Paragraph quick style.

If you want to make your headings look and feel next, simply change the Heading 1 style to Heading
2 and Word will automatically update all instances of the Heading 1 style in the document. You can
also apply another quick style set or theme to change the look of titles without changing the styles.

THE CLIPBOARI

The Office clipboard is used with the Copy and Paste commands. Simply copy
an item to the Office Clipboard and add it to your collection, then paste it from
the Office Clipboard into any Office document at any time. ltems remain on the
Office Clipboard until you exit the Office programs or remove them from the
Clipboard task pane.

After you quit all Office programs, only the last copied item

remains on the Office clipboard. When you quit all Office .
programs and restart your computer, the Office clipboard is L[]
emptied of all items. Paste

Clipboard T~
COPY - PASTI

x  Select the first item you want to copy
x  Quick keyboard key: Ctrl + C

Clipboard ~

| Paste All | | Clear All |
Click an ltem to Paste:

@ Give your child the opportunity to
be entertained with appetizers.

Avoid snacks with heavily
@ processed food products such as
granola bars and potato chips.

Prepare Healthy Meals Would you
like to prepare a nutritious lunch
for your school children? Do you

@ want to make sure your child will
eat it themselves instead of
swapping it out or throwing it
away?

@ Back to School

Page | 20
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x Place your cursor where the paste is located, with the clipboard tool, click on the item
and paste.

x Quick keyboard key: Ctrl +V

x  Continue copying items from the same file or from other files until you have collected all
the items you want.

PASTE OPTION:
The Paste Options icon appears ]
File Home Insert D
(B (Ctr) ~ : \
By clicking on it, the options offered are: ﬁﬂ B [Arial
By default, the Keep Source Formatting option is checked. Paste & B I U -
\l/
Paste Options:
75 & G
Paste Special...
Set Default Paste...
REPRODUCE FORMATTII

x  From the Home tab, you can apply formatting to selected text and basic formatting to
graphics, such as borders and fills.

x  Select the text that has the formatting you want to copy.

x If you want to copy the formatting of the text, select a portion of a paragraph. If you want
to copy the text and paragraph formatting, select an entire paragraph, including the
paragraph marker.

x  Click the Home tab, in the Clipboard group, click Format Painter.

0, |
PQSTE rﬁ

:

Clipboard N

x  The pointer changes to a brush.
x Click the items where you want the formatting to be applied.

x  Double-click the Format Painter button if you want to change the formatting of multiple
selections in your document.

x  Select the text or graphic you want to format.
x  To stop formatting, press ESC.

WORD BEGINNER Page | 2
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BULLETED LIST OR NUMBERIN

You can create a bulleted list automatically as you type. Just start the paragraph with a hyphen (-) or
an asterisk (*) for example, Word converts automatically

x  This paragraph in bulleted element. A smart tag will appear and offer you:
Microsoft Word X
o Changing the number format for this list updates the style "Bullet Word" and reapplies the style to each paragraph. Do you want to continue?
Yes Mo
x|f you click YES, all your bullets will be change
. . . . Cg~
x But if you click in this button
€5 Undo formatting of previous itemns
. . . . 7 Control AutoF t Options...
x  You will be able to Undo formatting of previous items S
x  Or Control AutoFormat Options: To configure options.
USE OF EXISTING BULLET
x  Click the Home tab
x In the Paragraph group, click the Bullets button

il
I3l
NI
(_

=

£l

Paragraph

CREATION OF NEW BULLET FORMA

Recently Used Bullets

x  Click the Home tab
. > & kB =
x Place your cursor where you want to insert a bullet
x In the Font group, click the down arrow on the Bullets button ﬂﬂ “ %@
x  Click on the desired bullet format > X K |g @ x
x  To make a new bullet, click Define New Bullet... v = % » gt
- =~ @© b 0O €
e o = 4
[QefineNewBullet... ] .. *
o v
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x Choose a new bullet in Symbol

Define New Bullet

B Ty
symbol... Picture...

Aignment:

Left 2

Preview

? X

Eont...

Cancel

SINGLE-LEVEL LI

Select the items to which you want to add bullets or numbers.

From the Home tab, click the Bullets or Numbering button in the Paragraph group.

Choose your bullet or Numbering

Word can automatically create bulleted or numbered lists as you type, but you can also

quickly add bullets or

w | i—

Change bullet

numbers to existing text.

If you would like a different style of bullet
Right click, select Separate List

Adjust List Indents...

[Separate List ]

Then, change your bullet if necessary

BULLET OR NUMBERING POSIT!

We can change position of the bullet with paragraph

x

x

Left is the position of the bullet

Hanging is the space

between the bullet and text

Indentation
Left: 1em = Special:
Right: 0 cm = Hanging

By:

0,8 cm

On your ruler, you will

]
N T A B T |

have this view

WORD BEGINNER
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x  |If you prefer to use the right click with your mouse, choose
Adjust List Indents

Adjust List Indents...

Separate List

/

x  Bullet position

ere start the text on your rule (not the space

SET NUMBERING VALUE.

Sometimes we like to restart the numeration. So, how you dc
To make a change, with right click of your mouse, choose

x Restartat 1

x  Or Continue Numbering

x  Or Set Numbering Value

MULTI-LEVEL LIS’

x  Select the items to which you want to add bullets or numbers.

Adjust List Indents ?

Bullet position:

-

1cm

-

Text indent:

18 cm

Y
-

Follow number with:
Tab character
D Add tab stop at:

2,62 cm

Adjust List Indents...
,JI,E Restart at 1
1,:| Continue Numbering

%Z Set Mumbering Value...

x  From the Home tab, click the Multilevel List button in the Paragraph group.

ER= == 30| | [E)=

| = o8- |3

@z

Paragraph

J

£l

Indent

x Or press the Tab key on the keyboard to change |

List Library

None a)

x Click on Increase Indent or Decrease Indent icon to change level.

x We will have an exercise later with this list (Page 51)
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@ FORMATION

SEARCH FOR TEX

This function allows you to search for one instance of words and replace it with another. It also allows
you to search for special characters such as tab, page break, line break, etc.

x Click the Home tab, in the Editing group, click Find.

x In the Navigation Pane, type the text you want to search for.
Navigation vooX
copy Ko~

Result 11 of 13

x  This example: you have 13 results of the word Copy,
x  To search for each instance of a term or phrase, click Arrow up or down.

x To search for all instances of a term or phrase at the same time, click Find All, and then
click Main Document.

REPLACE TEX1

x  Click the Home tab, in the Editing group, click Replace.
LFind ~

&% Replace

[ select~

Editing

x In the Search box, type the text you want to search for.

x In the Replace with box, type the replacement text.

Find and Replace ? X
Find Replace Go To
Find what: Pierre v
Replace with: | Martin| o
7
More »» Replace Replace all Eind Next Cancel
.

) ¢

To find the next occurrence of the text, click Find Next.

x  To replace an instance of the text, click Replace. After you click Replace, Office Word
displays the next instance of the text.

x To replace all instances of the text, click Replace All.

x  To cancel an in-progress replacement, press ESC.

) ¢

Keyboard shortcuts: CTRL + F
x Find Text and CTRL + H: Find and Replace

WORD BEGINNER Page | 2f
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FIND AND REPLACE A SPECIFIC FORMAT

You can find and replace or delete character formatting. For example, you can search for a specific

term or phrase and change the font color, or you can search for a specific formatting, such as bold,
and change it.

x Click the Home tab, in the Editing group, click Replace.

x If the Format button is not displayed, click More.

Find and Replace ? X
Find Replace Go To
Find what: Pierre “
Replace with: | Martin “

Replace Replace All Find Mext Cancel

x  To search for text with a particular formatting, type the text in the Search box. To search
for formatting only, leave this box blank.

x  Click Format and select the formats you want to search for and replace.

x  Click in the Replace With box, click Format, and then select the replacement formats.

[ esies | Replace ace Al ! Cancel
Search Op

Search; | A
([0 mateh case Match prefix

§ () Find whole words only Mateh suffix

[0 use wildcards

() sounds like (English ignore punctuation characters

() Find all word farms (English) ignare white-space characters

Farmat * Special v

x If you also want to replace the text, type the replacement text in the Replace With box.

x  To find and replace each instance of the specified formatting, click Find Next, and then
click Replace. To replace all instances of the specified formatting, click Replace All.

FIND & REPLACE: PARAGRAPH MARKS, PAGE B

You can find and replace special characters and document elements such as tabs and page breaks.

For example, you can find all duplicate paragraph markers and replace them with a single paragraph
marker.

x On the Home tab, in the Editing group, click Find.

x |f you don’t see the Special button, click More.
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x  Click Special, click the item you want.

o S Replace Replace A Find Next Cancel
Search Options

Search; All v

() Match case ("] Match prefix

[ Find whole words only () Match suffix

() use wildcards

l:l Sounds like (English) [:] Ignore punctuation characters

(] Find all word forms (English) O Ignore white-space characters
Replace

Format ~ Special ¥ No Formatting

x If you want to replace the item, click the Replace tab, and then type what you want to use
as a replacement in the Replace With box.

x  Click Find Next, Find All, Replace, or Replace All.

TO QUICKLY SEARCH FORITEMS - "GO T

What are you looking for in the document? "Go to” which is located in the “Edit" Group or Press F5

x  Or Press F5

x  Type in the page number or choose what you want to reach, then next or previous as
needed.

Find and Replace ? X

| OFind ~| .0,
£ Find

,O Advanced Find...

Enter page number:

Enter + and - to move relative to the current location. Example: +4 will move forward
four items.

Go to what:
Section

Line I
Bookmark
Comment
Footnote

— Go To.. previous Nex Close
x Page
x  Footnote
x  Table
x  Section
x  Object
x Graphic
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SPELLING - CORRECTING MISTAKE

Spell checking searches a dictionary for the words you type. If, however, the word you entered does
not exist in the dictionary, the Word proofer will indicate this by underlining it with a wavy red line.
We will find Spelling and Grammar in Review Tab, group Proofing.

f ¢ Spelling and Grammar  ~ Editor vooX
R EE Thesaurus
Editor . Editor Score

83~

A OO

i Word Count

Proofing

Editor will appear to the right.

Formal writing ~

You also can add the icon to your Quick Access Toolbar Comrections
w | AutoSave DO ®E BIAIES - Spelling 33
Grammar 49

QUICK FIX:

x You can right-click on the underlined word, a drop-down menu will offer you corrections.

x By clicking on the correctly spelled word, the

correction will be made immediately. ¢ Spelling » correctly
. . . properly, right, appropriately
x You can also ignore or ignore all (in the case of -
r Add to Dictionary
proper nouns for example) or add to the E|

dictionary (when you type this word again, Word lanore Al

ﬁ"] Paste Options:
will no longer notify you).

[ see More

n, _men

AUTOCORRECT

You can set your program to automatically correct misspelled words that are similar to words in the
main dictionary that the spelling checker uses.

x  Click File, and then click Options

x  Click Proofing.

Word Options ? X

a
Genel 5 Change how Word corrects and formats your text

e
(oo Jrwacoreceopions

AutoCorrect: English (United Kingdom) ? X Save

Change how Word corrects and formats text as you typff | AutoCorrect Options._.
Language

x Click AutoCorrect Options.

Show AutoCorrect Options buttons

Correct TWo INitial CApitals

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize pames of days

Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: with: € Plain text Formatted text

masion

AutoCorrect Math AutoCarrect AutoFormat As You Type AutoFormat Actions

Exceptions...

masion maison

may have been

Replace

Automatically use suggestions from the spelling checker

Delete

Cancel

Accessibility
Advanced

Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE
Ignore words that contain numpers
Ignore Internet and file addresses
Flag repeated words
German: Use post-reform rules
Enforce accented uppercase in French
Suggest from main dictionary only
Custom Dictionaries...
French modes: Traditional and new spellings ~
Spanish modes: Tuteo verb forms only ~
Brazilian Portuguese modes: | Post-reform ~
Arabic: Strict initial alef hamza
Arabic: Strict final yaa
Arabic: Strict taa marbgota

may of had may have had

memeber member l When correcting spelling and grammar in Word
merchent merchant

mesage message

mesages messages

Mark grammar errors as you type
Frequently confused words

o)
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FIND A SYNONY

@ FORMATION

After you enter a term, you can search for a synonym to replace an occurrence. Word will help you

with a thesaurus.
x  Select the term for which you are looking for a synonym.
x Click the Review tab.

x Click Thesaurus in the Proofing group.

x A pane on the right side of your screen will open and offer you several terms.

x  From the synonyms, click the right arrow and click the Insert command.

x  The selected term has been replaced with the synonym of your choice.

OR
x  Right-click on the word you're looking for a synonym

x Word will suggest several terms to you

x  Select the term of your choice

Synonyms > propose
A Read Aloud advise
5% Tranglate recommend
@ Link > advocate
t] New Comment submit
srseveran lcllflb L) yjuu T Thesaunts.

TABLES

Arranging text in tables is one method of presenting data.

CREATE A TABL

x  Position the cursor where you need to insert the table.
x  From the Insert tab, click the Table button in the Tables group.

x  Select the desired number of rows and columns by dragging the
mouse over the grid and click to insert the table.

x  The Table Design and Layout tabs appear on the right side of the

ribbons.
\Nl/

H NG
Table Pictures Shapes Icons
5x5 Table
L]
LI
LI
LI
I I
A I
s OO e
I O
I E Insert Table...

WORD BEGINNER
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TABS: Table Design and Layout
File Home Insert Design Layout References Mailings Review View Developer Help Table Design Layout
[v] Header Row  [¥] First Column & N ‘ ;
[JTotalRow  [] Last Column Sﬁg Border ‘W— Borders E\]{ir
Banded Rows [ Banded Columns > | ————— ————— oo mm T h v Styles ¥ [Z pen Color v v Painter
Table Style Options Table Styles Borders N
File  Home Insert Design Layout References Mailings Review View Developer Help Table Design Layout (= Comments | | Editing ~
% (B2 ?ﬁ % E@ @ ﬁ ﬁ g0 HE [J @ % ﬁ {THeight: s06cm 7| [ Distribute Rows @E‘E‘ A:':’ @ ?l E ﬁ;
Select | View |Properties Draw  Eraser Delete  Insert Insert Insert Insert Split  Split Autofit | = - — E E E Text Cell Sort Repeat  Convert Formula
~  |Gridlines Table v | Above Below Left Right Cells Table v = Width: [908cm ., || £ Distribute Columns ] [ [5 Direction Margins Header Rows 10 Text
Table Draw Rows & Columns & Merge cell size [ Alignment Data
CONVERT TEXT TO TABLE
x  Select the text you want to convert.
x  From the Insert tab, click the Table button in the Tables group.
x  Select Convert Text to Table.
x  If Number of columns is 1: choose Other locate at the bottom box Separate Text at and
do a space in Other
Convert Text to Table ? X
@ m O Y7, (Table size ™
Table Pictures Shapes Icons -
v v v Number of columns: 2 =
Insert Table \ Number of rows: 2 2 )y
BEEl ==
REEEREEEEE © Fixed column width:  Auto =
0 ) Autofit to contents
EEEEEEEEEE |
| ——
[ Separate text at )
0 i o e‘:ar o
_) paragraphs () semicolons
@ Insert Table... N (j Tabs ° Other: )
E:_I’ Draw Table
(=;E Convert Text to Table... Cancel
CONVERT TABLE TO TEXT

x  Select the table you want to convert.

x

7]
Sort

Data

Convert [Formula

& | A

) ¢

From the Layout tab, click the Convert to Text button in the Data group.

In the Convert Table to Text dialog box, select the separator you want.

Page | 30

WORD BEGINNEF




x  Click the OK button.

B & A

Repeat Convert Formula
Header Rows to Text

Data
Convert Table To... ? X

Separate text with

() paragraph marks

() Semicolons

Convert nested tables

TAB: LAYOU

View Developer Help Table Design Layout

(| it - —————
% % =aa! ﬁ I[] Height: |D.87 cm | [1F Distribute Rows

Sl

B & &
E]E]E] Text Cell
= E

Merg it Split AutoFit | =,,,- ~ o
= width: Distribute Col
Cells Nhlls  Table o Pwidth | 0] Distribute Columns [Z] Direction Margins
L ke Cell Size [ Alignment
MERGE JELLS

Word allows you to merge cells horizontally or vertically. Using this function also allows you to create
a heading jhat covers several columns of the table. It also allows you to vary the number of columns
in a table Without changing the overall appearance. Finally, it allows you to vary the appearance of
the table by creating rows with a different number of cells. Merging cells changes the structure of the
table. As alresult, Word redefines the address of the cells in the table, which will have a definite effect
on the result of certain operations.

SPLIT CELLS

The Split Cells command allows you to divide a single cell or group of cells into two or more columns
and/or two or more rows without changing the dimension of adjacent columns. Therefore, the overall
dimension of the table does not change.

ALIGNING TEXT IN A TAB

To enter text in a table, move the insertion point in the cell where you want to contain the text, and
then type the text as plain text. Any formatting of characters and paragraphs can be applied to text
inserted into a table cell.

WORD BEGINNER Page | 31



CERB

Blue Red White = Green
BEOE Az
Yell .
o BEE e ca
Black Pink [=] [£] [£] Direction Margins
Orange Alignment

INSERT OR REMOVE ROWS AND COLUMNS IN A ]

| &= EE 820 BB

Delete Insert  Insert Insert Insert

I 1 a Above Below Left Righ
% Fﬁ ﬁlﬂ Hﬁ E ‘QeleteCeIIs... "

2l

Insert  Insert Insert Insert W' Delete Columns v
Above Below Left Right B¢ Delcie Rows 5
Rows & Columns [ BY Delete Table

In group Rows & Columns, we can delete or insert cells, rows, columns, or tables

MOVE THE INSERTION POINT IN A T2

You can move the insertion point directly from one cell to another in a table by clicking in the desired
cell.

To move from one cell to another using the keyboard, from the top of the table and from left to right,
press the Tab key. Shift+Tab moves the insertion point to the left and then up, line by line.

Because pressing the Tab key moves the insertion point to the next cell, you must use the Ctrl+Tab
key combination if you want to move the insertion point of a tab bullet in a table cell.

MAKE COLUMNS LARGER OR SMALLER WITH THE }

When you create a table, Word sets all columns in the table to the same width and extends the table
between the left and right margins of the document. You can increase or decrease the width of a
column or the entire table using the mouse. Depending on the technique used, various results are
obtained.

To change the width of a column using the mouse, drag the right boundary of the column in question

and the mouse pointer takes the following shape: +||+. When you use this procedure, only columns
that share the column boundary are resized. The other columns retain their original dimensions. The
overall width of the table remains intact.

However, if you press and hold the Shift or Ctrl key while moving a straight column boundary, the
results will differ. The results are presented in the table below.

EXPAND OR SHRINK ROWS AND COLU

Previously, you learned how to change the width of columns using the mouse. Next, you'll learn how
to accurately determine the size of one or more columns from the Cell Size dialog box.
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When you use this method to change the dimension of one column, the other columns retain their
settings. As a result, the dimension of the entire table is also changed (reduced or increased).

L 'l'l'l'l-.l§-I-l-l-&-I-3-|-4§E-5-|-séﬁ-?-l-B-IFQ
H; Bluex Redx Whitex  Greenx

‘f Yellown

2: Blackx Pinkx

:; Orangex

From the Cell Size dialog box, you can also change the space between the left boundary of the
columns (vertical dashed gridlines) and the text inserted into the cells. By default, this space is 0.25
cm. This makes it easy to distinguish each cell in the table, especially when a border (row) is added
to them. Be aware that if you change this setting, all cells in the table will be affected.

INSERT HEADERS ON ALL PAG

Select the Title row and choose » Repeat Header Rows » Group Data » Tab Layout

218 |E A

rt Repeat onvert Formula
eader Rows Jto Text

Data
SORT DATA
x  Don’t forget to Sort
Sort ? X
Sort by
Column 1 ~ | Type: | Text | O ascending
Using: |Paragraphs ~ O Descending
Then by
o Type: | Text - OAsgend\'ng
Using: |Paragraphs o O Descending
Then by
~v| Type: | Text v Ascending
Using: |Paragraphs s Descending
My list has
Header row No header row
Options.. Cancel

x We have a maximum of three choices.
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AUTO-ADJUSTMEN']

x  To change the width of a column, you can double-click the right border of the column

x

Or choose the measure to change the
height of rows or columns from the » Cell

Size Group » Layout tab

D:T; Distribute Rows

~ E Distribute Columns

x (Distribute Rows

x| Distribute Columns ) e a s
x (Auto-Adjust ~ FH Autofit Window
AutoFit Contents B Fixed Column Width

il

AutoFit Window
\Fixed Column Width )

TABLE ALIGNMEN-

When a table is created, it extends between the left and right margins of the document. As columns
are added or removed, or enlarged or shrunk, the table is either squeezed to the left or spread to the
right since the table is, by default, left-aligned.

Word allows three types of horizontal alignment for a table: left, centered, or right.

x  Click Layout tab,

x  Then Table Group

1. Properties to open the dialog box »Table Properties
[} @
Properties

Select | View
2. It's up to you to choose between

v  |Gridlines
x  Left

Table Row Column Cell Alt Text

Size

mnmenl

Indent from left

0 cm

&
I=
Ie

Table

Left Center Right

Text wrapping

I
I

\ None Around ) Positioning..

x Center
x  Right

Borders and Shading. Opticns..

x  Text underneath

Cancel

Table Properties ? X

@ Freferred width:  99,4% 2| Measurein: | Percent ~

x  Text Around

TAB: DESIGN

CHANGING BORDERS AROUND TABLE CE

Editing or deleting borders can be applied to a single cell, a group of cells, cells in an entire row, cells
in an entire column, or cells in the entire table.
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ADDING SHADES TO TABLE CELI

You can modify your cells with a variety of shadings. Background screens are printed differently from

what appears on the screen and differ from printer to printer.

CHOOSE A (TEMPLATE) TABLE STYL

In the Design tab, you will be able to choose a table style, click on the button located at the far right

of the Group » Table Styles

Grid Tables
INSERT: TEXT BOX OR SHAPES, WORDART, IMAG

TEXT BOXES AND/OR SHAPE

To insert a text box: Under the "Insert" tab, in the “Text" group, click the "Text box" button. or Group

“lllustrations”, "Shapes".

= ESignatureLine >
@Date & Time
8] object ~
Text
Lo
NDGg OB o1+
Pictures Shapes Icons 3D SmartArt Chart Screenshot
e e Models e
lllustrations

To set up the text, you can use the commands in the “Font” and “Paragraphs" groups ("Home" tab).

On an object where it is not possible to write, you can always add a text box.

WORD BEGINNER
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WORDART

WordArt refers to a text presented artistically. This is also in the “Font" group

It can be considered either as a formatting of characters or as a graphic object. The result is the
same.

Select the text beforehand and choose a style from the "Font" group, the button represented with an
A with visual effect.

A~ 2 v

[Arial |10 A A Al A

B I U-a x, l{]A-|2A-

A
A
A

Font ¥

Or you can write it down instead of "Your text here".

To view the WordArt gallery: under the "Insert" tab, in the "Text” group, activate the “WordArt"
button. Click on the desired effect.

LA | /q = @Signature-Line .
Text Quick | WordArt [ Date & Time Your text here

Box >~ Parts v v El:lotnject v

Text

To format text and shape, use the "Formatting"” tab in the "Shape Format." As far as text is concerned,
you can use the commands in the “Font" and "Paragraph” in the "Home" tab.

IMAGE FROM A FII
x Open the “Reading" file : ‘
xUnder the “Insert" tab, in the "lllustrations" group, click the "?j t,r@}
“Pictures" button Pictljres Sheipes lcons

M

x Inthe "Insert Picture From" window, then "This Device," browse your
"Word Pictures" folder and files to find the “Read” image and double-

Insert Picture From

click on it to insert it. Or click on the image and press the "Insert" = T L
button. ED Mobile Device...
x  The image is aligned with the text Ed] stock Images..

F‘é Online Pictures...
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IMAGE POSITION

Now, where do you want to drop your image, in “Picture Format", explore “Position"

Help  Picture Format

= 0 M
Position] Wrap
Text ~

.Reading-can-do-you-good.‘

<

In Line with Text

I

With Text Wrapping

18l (1]

i'IT

alll

B (1B [
@0 &0 (e

you.-Well,I-think-so,-but-is-it- better-in-itself- than-¢ T More LayoutOptions.. |
activities?-Maybe-sometimes. ||

in

The other option in "Picture Format" is to move the image in the document to the desired location
with "Wrap Text"

s \y/

Here's an example of an image
with a shape

" ) === N
.Reading-can-do-you-good. i o \
::):?E ['E Selection Pane

In Line with Text

My-book-is-very-

Square

I 13RI

interesting... |

1
2

Tight

1
3

Bl L Dol

Through
Top and Bottom

Behind Text

In Front of Text
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LAYOUT OF A DOCUME

The margins are used to define the frame within which you want to place the text. You need to set
the vertical and horizontal margins.

Word offers the ability to print your documents in two orientations: portrait or landscape. Portrait
orientation print the document vertically, while landscape orientation prints widthwise.

You also have the option of printing on sheets of different sizes. For example, you may need to print
the first page of your document in a regular size, on letterhead, and the other pages of your document

on regular pape

r.

Word allows you to change the type of section break, header and footer settings, vertical alignment,

and more.

x  From the Layout tab, click the dialog box launcher in the Page Setup group.

x  Change the options you want.

Multiple pages:

Preview

Page Setup
Margins Paper Layout
Margins
Top: 2,7 cm =
Inside: 3cm =
Gutter: 0cm z
Qrientation
Portrait Landzcape
Pages

Mirror margins

Applyto: | This s

Set As Default

ection =2

Bottom:

Outside:

Gutter position:

? X
2cm =
2,54 cm =
Left 7
Page Setup X
Margins Paper | Layout
Paper size:

Lettre US (2159 x 279,4 mm)

Width:  |21,5% cm

v 4[| <

Height: 27,94 cm

Paper source

First page:

Default tray (Sélection automatique d)
Sélection automatique
Sélection automatique d

Apply to: | This section v

Set As Default

Other pages:

Page Setup

Margins Paper

Section

Section start:

Headers and footers

(] pifferent first pag

Preview

Mew page

Suppress endnotes

Different odd and even

e

Header:
From edge
FEooter:
Page
Vertical alignment: | Top

125 em

Tem

<[ 4]

Apply to: | This section v Line Numbers... Borders...
Set As Default Cancel
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SETTING MARGIN®

When you create a document in Word, you must first
define the margins, size, and orientation of the paper.

The top, bottom, left, and right margins are the blank
spaces, measured in centimeters or inches, on eit
side of the page

=

eading can do you good.

My book is very

interesting_._

x  Top Margin

x  Left margin

x Right margin \
x  Bottom margin

By default, Word assigns values of 2.54 cm (or
to the top and bottom margins, and a value of 3.1
(1.25 inches) to the left and right margins. You can
increase or decrease the value of margins to improve
the presentation of your document.

First, let's take & lank at = firm idea: reading is healthy, goad for your heslth and good for
you. Well, | think so, but is it better in itself than any of the hundreds of other axisting
sctivities? Maybe sometimes.

ok beiter than playing outside? Better than s good conversation? Better
than exploring wa n & topic you're passionste about? Better then exploring nature?
Better than playing sporis than drawing or resding or playing music or dsncing?

| dont think so. | think esch sctivity has its own & 2= and sources of plessure.
Is it better to read thsn to wateh TV? | tnd to believe that yes, if I22 important to
you, but not necassarily if your main gos! is fun. Both sctivities can be mesning i
owm way.

Is it better to read than to play video games? Ifs going to be controversial, but | dan't think
itis.

aps better than many sctivities if your main gosl is to cultivate yourself and
ur chances of sucoess in various careers. however. . reading is more than s
way 15 Stitieve 8 gosl... reading is an end in itself. Its & plessure, and that's how you
should spprosch it

And if you banafit incidentslly from being batter preparad for your studias and for your life,
then so much the better]

This value can be changed either with the horizontal and vertical rulers,
or by using the "Layout" dialog box tab wLayout »button located on the

far right» Group Page Setup
You can use the margin gallery in the Layout tab

Use Custom Margins to specify desired margins

[ —

i

—J

L |

Breaks ~

0| |

17 Line Numbers ¥

Margins Orientation Size Columns
v h h v b?:_ Hyphenation ~
Page Setup

File  Home Insert Design Layout
N S = ki
1-
Margins| Orientation  Size Columns 2~ Line Nun
¥ v v M bE Hyphen:
Last Custom Setting
Top:  1cm Bottom: 1 cm
Left: 1cm Right: 1cm
Normal
Top:  25cm Bottom: 2,5 cm
Left: 2,5¢cm Right: 2,5ecm
Narrow
Top: 127 cm  Bottom:1,27 cm
Left: 127cm  Right 127 cm
M~ Moderate
Top: 254 cm  Bottom:2,54 cm
Left: 191ecm Right: 191em
Wide
Top:  254cm  Bottom:2,54 cm
Left: 508cm Right 508cm
Mirrored
m Top:  254cm  Bottom:2,54 cm
Inside: 3,18 cm  Outside:2,54 cm
Custom Margins
Custom Margins...

WORD BEGINNER
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SECTIONS

DEFINITION OF A SECTION

A section is a part of a document that has distinct formatting elements (margins, paper orientation,
header and footer, and numbering). A section can be described as a document within a document.

\ Y4

- Do the difference between Page Breaks and Section Bre

INSERT A SIMPLE PAGE BREAK

x To insert a Page Break with Insert Tab, from group Pages, choose Page Break

x  Or from Layout Tab, group Page Setup, Breaks and choose Page Breaks

% E Layout References Mailings Review Vie

|-ﬁ- Breaks v ‘ Indent Spacing

Pages Table Picty " Page Breaks
~ ~ b
= —
Tables M ark the point at which ane page ends

and the next page begins.

N

.

break will begin in the next column.

Cover Blank | Page

L ]~
—————— Column
I I Indicate that the text following the column

Page ¥ Page | Break Text Wrapping
Separate text around objects on web
PEgES pages, such as caption text from body text.
INSERT SECTION BREAK:

x  Layout Tab, group Page Setup, in Section Breaks choose
Next Page

x_You will not be able to do modification a header or footer
from one page to another if there’s no New Section

x  To be able to modify anything, always choose "Section
Breaks " and "Next Page "

",:% Breaks v ‘ Indent

Layout References Mailings Review Vie

Spacing|

Page Breaks
Page
and the next page begins.

Column

Text Wrapping

L . .
,—‘ Mark the point at which one page ends

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

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

Section Breaks

Next Page

i

section on the next page.

N

Insert a section break and start the new

S

Continuous

section on the same page.

Even Page

][
2|
i

0Odd Page

T
W
i

Insert a section break and start the new

Insert a section break and start the new
section on the next even-numbered page.

Insert a section break and start the new
section on the next odd-numbered page.
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PAPER ORIENTATION OF A DOCUM

@ FORMATION

Example: A four-page document with odd-numbered pages displayed in portrait orientation and

even-numbered pages in landscape orientation

First page

Second page

Fourth page

x At the end of Page 1, insert a section
Layout Tab, group Page Setup, in Section Breaks choose Next Page

x  On the second page, go back to Page Setup and change the orientation for Landscape

x  Repeat again the last step if you want to return to Portrait

At any time, you can change the layout of a section: go to "Apply to" and choose "To this section”

and Layout. Be sure to apply to this section. You also have other options, su

selected texts.

Page Setup ?
Margins Paper | Layout |
Section
Section start: New page v

Suppress endnotes
Headers and footers
Different odd and even
(] pifferent first page

Header: |1,25 cm
From edge:

<o [4)»

Footer: | 1cm
Page

Vertical alignment: | Top ~

Preview

Apply to: | This section ~ Line Numbers... Borders..
Set s et conce

as: To or from

WORD BEGINNER
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PAGE HEADER:

A header is text that appears at the top of pages. It can appear on all pages or only on certain pages
(even page, odd page).

CREATING A NEW HEAD!

). §

Click the Insert tab.
In the Header & Footer group, click the Header button.
Click the Edit Header command.

The Design tab opens. The page header pane appears, separated from the body by a
dotted line.

Type the header text.

When you're done, click the Close button

X

Close Header
and Footer

Close

FOOTER

A footer is text that appears at the bottom of pages. It can appear on all pages or only on certain
pages (even page, odd page).

CREATING A NEW FOOT!]

) ¢

Click the Insert tab.

x In the Header & Footer group, click the Footer button.
x  Click the Edit Footer command.
x  The Design tab opens. The page header pane opens, separated from the body by a
dotted line.
x  Type the footer text.
x  When you're done, click the Close button
x One can easily switch from the header to the footer or vice versa by the buttons
F|<_ Previous
Go to D’ Next
Header (_|;| Link to Previous
MNavigation
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USING THE GALLER

Word offers you many templates to insert into your
document.

). §

). §

Click the Insert tab.

In the Header & Footer group, click the Header

button.

Select the desired header from the templates in

the header gallery.

You can do the same to access the footer

gallery.

Page Number is interesting also

When you're done, click the Close button.

0] 3 =b

Page Date & Document
Number ~ Time Info~ P
™ Top of Page >
[2] Bottom of Page >
Page Margins >
Ia Current Position >

% Format Page Numbers...

@ FORMATION

_
s
Header| Footer  Page
= ¥ Number v

[ = B &) g

Date & Document Quick Pictures Online
Time Info~  Parts v Pictures

Built-in

Blank

[Type bese]

Blank (Three Columns)

[Type beve]

[Typa hove] [Type hose]

E?( Remove Page Numbers

Close Header
and Footer

Close

Austin

Banded

[Documes tik]

A Edit Header

@ More Headers from Office.com

ﬁ Remove Header

TRICK: CORRECTING A DOCUMENT WITH VARIOUS HEADERS AND F(

To correct a document with multiple sections and various headings and footers, always start the
review from the end. This will allow you to link headers and footers or not, and review whether or not
the first pages of each section are different from the section headers and footers.

It is important to remember that when you create a new section, this new section inherits the layout
of the previous section.

KEYBOARD SHORTCUT

DESCRIPTION

View online help

Undo an action

Go to the end of the document

Go to the beginning of the document

Paste a selected item

Copy a selected item

Cut a selected item

KEY

[F1]

[CTRL] + [Z]
[CTRL] + [End]
[CTRL] + [Home]
[CTRL] + [V]
[CTRL] + [C]
[CTRL] + [X]

WORD BEGINNER
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DESCRIPTION

Save a document

Print

Update Fields

Search for text

Repeat the last operation
Revert what you just undone

Select All

WORD

Insert Page Break

Insert paragraph break

Move the insertion point to the beginning of the document
Move the insertion point to the end of the document
Insert Page Break

Insert paragraph break

Move the insertion point to the beginning of the document
Move the insertion point to the end of the document
Create a non-breaking space

Create a non-breaking dash

Apply bold formatting

Apply italic formatting

Apply underlined formatting

Decrease font size by one value

Increase font size by one value

Decrease font size by one point

Increase font size by one point

Remove formatting from a paragraph or character
Copy Selected Text or Object

Cut the selected text or object

Paste text or an object

Special Bonding

Paste Format Only

Undo Last Action

KEY
[CTRL] + [S]
[CTRL] + [P]
[FI]

[CTRL] + [F]
[F4]

[CTRL] + [Y]
[CTRL] + [A]

KEY

[CTRL] + [Enter]
[Enter]

[CTRL] + [Start]
[CTRL] + [End]
[CTRL] + [Enter]
[Enter]

[CTRL] + [Home]
[CTRL] + [End]
Ctrl+Shift+Space

Ctrl+Shift+- (hyphen)

Ctrl+Shift+B
Ctrl+l

Ctrl+U
Ctrl+Shift+»
Ctrl+Alt+Shift+»
Alt+Ctrl+»
Alt+Ctrl+Shift+»
Ctrl+Space
Ctrl+C

Ctrl+X

Ctrl+V
Ctrl+Alt+V
Ctrl+Shift+V
Ctrl+z
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EXERCISE FONT AND PARAGF

1 Openthe document "Atmosphere", Save as: "Planet _Final"
x  Request a justified alignment to the entire document
x  Title = Center horizontally, Color Blue, Small Caps, underlined, size = 20 pt.
x Title = "Font"= "Advanced" = "Expanded" = character spacing of 15 pt

2 Inthe paragraphs in the "Earth" section

x  Select words: "500 MILLION YEARS" Change case for Uppercase (All caps), = italics,
double underline

x  Select the 2nd paragraph of this section and choose = All caps and Text Effect located in
= Font, (choose a style), explore and change color.

3 Inthe paragraphs in the "Venus" section
x  Paragraph indent (left and right) at 0.7 inches on each side (1 cm)
4 Inthe paragraphs in the "Mercury" section
x Line spacing at 1.5
5 Inthe paragraphs in the "Mars" section
x  Blue color = , size 11.5 pt and small caps letters
6 Inthe paragraphs in the "Jupiter" section

x  Framing of your choice = Paragraph = Borders & Shading =choose a style, a color and
apply to "Paragraph " and click OK

7 Inthe paragraphs in the "Saturn" section

x  Monotype Corsiva Font, size 14pt
x Line Spacing = Exactly
x  Left and right paragraph indent at less than (-1cm)

8 Inthe paragraphs in the "Uranus" section
x  Uppercase, Bold, and =Font Choose a style

9 Inthe paragraphs in the "Neptune" section

x  This paragraph will be = copied = and pasted to the end of the document.

10 After pasting it, change the font color of the original paragraph (color of your choice)

x Line Spacing = 1.2 pt
11 Inthe paragraphs of the "Pluto" section
x  Font = Comic sans MS = underlined = size 14 pt = blue color
x  Expanded character spacing = 1 pt
12 Replace all words "earth" with "EARTH"
x  Bold, underlines

x  Font size 14 points = "Comic sans MS and color of your choice".
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EXERCISE: TRE

‘Come and decorate our
Lree

Presented by
Type your name

CREATE A NEW DOCUMENT SIMILAR TO THIS ONE.

1. Font of your choice

2. Writing just big enough for the word "Tree" switches to the other line, you have the right
to use the spacing in Font, Advanced tab

3. The design of the tree is a few "X"

4.  The font must be in the "Time New Roman", bold, size: 36

5. The spacing before and after the tree (in drawing) should be 36 pt

6. "Presented by" on one line and "Your Name" on the next line, but both lines must be part
of the same paragraph. Also, same font as the top text but the size reduced by half

7. Layout: Left, right, top and bottom at 2.5 cm

8. Vertical page alignment should be "CENTERED"

9. In Border & Shading » Choose a Page Border with "Art"

10. FINALLY, the background color of the tree should be green with Highlight color

11. Save as: "TREE"
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EXERCISE — TABLE 1 AND

Open File: "Table 1

[EnY

2 First column: Width at 5.5 cm

3 Column: January, February and March
Column "Width" at 3.50 cm

4  Text: centered horizontally and vertically,
except for the first column which will be left-
aligned

Title: Line height: 1.5 cm

Balance: Line height: 1 cm

First thing to do is to "Distribute Rows" and "Distribute Columns"

q:l] Height: |:D,45 o | DI Distribute Rows E E

EWidth: |—:| r':T Distribute Columns E E E
I = E

L Cell Size 5 Y,

Merge cells first row, Font 18, replace XXXX for the present year

5
6
7 Insert the sum of sales into the appropriate cells
8
9

Double and single outer edging on the inside, color "Blue "

10 Last row: Bold and double line on the top

11 Can we try to remove the border on Text "Table -1 "

12 Save as: "Quarter 1" and verify your result

Table -1
Quarter 1 for the year XXXX
Monthly Sale January February March
Electric Range 480 5565 619
Refrigerator 157 213 323
Washer 380 417 599
Dryer 355 401 532
Statistics 1372 1586 2073

Open file: " Table 2"
x  First row with a fill color

x  "Repeat Header Rows "

x  Sort the table: first sort by "Department " second " City "

and third by "Last name "

Aol 2l @

Shading Sort Repeat
Header Rows

w

WORD BEGINNER
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EXERCISE — TABLE - CALENDAF

. . . . . . Character 5 in
Please create a calendar similar to tis on, with a different month and year, different c : e
cale: bl

Also, don’t forget to create "Caracter spacing” between letter in Font Group "Advance " Spacing: | Expanded v Be 30pt

F EBRUARY

SUNDAY MONDAY TUESDAY  WEDNESDAY THURSDAY FRIDAY SATURDAY
1 2. 3
4 5 6 7. 8 9 10
11. 12. 13. 14. 15. 16. 17.
18. 19. 20. 21. 22, 23. 24,
25. 26. 27. 28.
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EXERCISE: LAYOUT AND NUMBERII

10.

Open "Layout_Bullet Back to school" file.

Title "Back to school Healthy" should be on
the first page, balance on the second page.

To create a Page Breaks, click before

Page Breaks

Page

’—‘ Mark the point at which one page ends
and the next page begins.

>

Click in Layout Tab » group Page Setup,
open the Page Setup dialog box

Click on the » Layout tab » Choose

» Center

Use Spacing before and After with your first
page (Your choice)

On the second page, numbers to create
All your text in bold: number to insert
Number at 1 cm and text at 2 cm

You should have from 1 to 6

Make sure to uncheck "Don’t’ add space
between paragraph of the same style "
All the paragraph under Numbering should
follow the text above

If the number start at 1 cm and the space
between text and the bullet is 1 cm
Indentation, Left should be 2 cm

BACK-TO-SCHOOLY

iv

HEALTHYY

Page

Vertical alignm Center

Indentation
g““ﬂ.’ _—
Right: y =

Hanging

Spacing
Before: 12 pt : Line spacing:
After: 0 pt = single

E] Don't add space between paragraphs of the same style
A\

P
Indentation
=
__yt: 0cm =

See your res ult belo

BACK-TO-SCHOOLY

HEALTHYY

Page Break %

Prepare Healthy Meals§

Doy
outarthrowing it away?

Folfow these quidelines to get o winning

2.+ P ith-ge 1

g
Prepare a-soft sailed g for herto-shell-atiunchtme.§

4. = Think-smally
Chadren eat- small- portions- with- good- appetts, and- they. tand- to- snack

and-sugary fruitjuices.§|
o

ey fake up
emik

atyour-child-wants-to-eat

y
preparation. 7

g Then
ke bist about their lnch b3
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EXERCISE - ORIENTATION (PORTRAIT — LANDSC

Open "Page_Break Landscape” file

Drop the insertion point at the end of the first page:
"...all the gold in the world!"

From » Layout tab, » click on » Breaks »
choose » in Section Breaks » Next Page

Drop the insertion point on the second page and
from the Layout tab » Orientation » choose »

Page Setup
Margins Paper Layout
Section
Section start: New page

Suppress endnotes
Headers and footers

Different odd and even

C] Different first page

Landscape Header

R From edge: - '

5.  Click OK T e
6. You have now "2 sections" Fea

x  First page "Portrait"

x  Second page "Landscape"

7. Click anywhere in the first page, open Page Setup
(dialogue box) » Layouttab » choose » Vertical

alignment » Justified

See your result belo

Vertical alignment: | Justified

Preview

1,25 cm

Tem

ar 4

Set As Default

Apply to: i

Line Numbers...

Borders...

Cancel

THE GIFT

The best gift in the world
It's a gift with love

The best gift for children
It's tenderness and affection

A parent's greatest gift
He's a child

And the greatest gift I've received since | was born
1 wouldn't frade it for all the gold in the world!

By Valérie Lauzier

She, the snow
She is so beautiful
She brings
Joy in all hearts
She gives the signal
To dear Santa Claus
That it must give light to the eyes
Of all the little kids
Of the whole world
We have fun, we laugh
Thanks to her
This white blanket
Who brings the Christmas spirit
Without her, what would Christmas

be in Qubec?

. A
Winter

By Philippe Coté Pilipette,
the poet!”

Sometimes you see in winter
Something that sparkles
It's a snowflake
That descends slowly
On my little frozen nose
It's the wind that blows it away
On the edge of my window
Do you see this little point of light
That goes beyond space
And brings me joy.
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EXERCISE - HHERARCHICAL NUMBERI

File: Personnel Managemes:

Layout: document center on page vertically
Use the Fomat Painter to reproduce the same format

x  ox oW X

1st level: Uppercase, blue color, 12pt paragraph spacing before and after
2nd level: Uppercase, red color, paragraph spacing before 12pt and after 6pt

1. GENERAL PERSONNEL MAMAGEMENT

1.1. HISTORICAL DEVELOPMENTS]|

1.1.1. Personnel management in its embryonic stage.

1.1.2. The reorientation of personnel management activities.
1.1.3. Consolidation of personnel management activities.
1.1.4. The age of maturity of personnel management.

1.2. DEFINITIONS AND OBJECTIVES OF PERSONNEL MANAGEMENT

1.2.1. Conventional definitions.
1.2.2. Systemic Definitions
1.2.3. Objectives

1.3. PERSONNEL MANAGEMENT ACTIVITIES

1.3.1. Personnel administration

1.3.2. Personnel management (in the broadest sense)
1.3.3. Communication and information.

1.3.4. Working conditions

1.3.5. Industrial relations.

2. ROLES OF PERSONNEL MANAGEMENT

2 1. FUTURE ROLE OF THE FUNCTION
2.1.1. According to some French authors
2.1.2. According to some American authors.
3. STRUCTURAL SUPPORT FOR PERSONMNEL MANAGEMENT.

3.1. GENERAL

3.1.1. The resources that make up the organization.
3.1.2. Organization Life Cycle

3.1.3. The personnel department.

3.1.4. The environment.

4. CORPORATE SOCIAL RESPONSIBILITY

4.1. NATURE OF SOCIAL RESPONSIBILITY

4.1.1. Implications
4.1.2. People Management vs. Social Responsibility
4.1.3. Profile of a manager.

EREEIE

+12-0 0130 21400

Current List

1
a.
i

List Library

None

1)
a)
)

Article 1.7
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11111111

111111111J

WORD BEGINNER

Pag



CERB

EXERCISE "BACK TO SCHC

_ *  Alignment: Justified
1. The entire document: * Paragraph spacing: 12pt before and after
2 Picture: *  Alignment: Centered
) x Centered Title
3.  Title: Prepare Healthy Meals * Bottom Border Color: Blue
4. Next Paragraph * Italic and Size 12
5. Title: Follow these guidelines.... *  Spacing Before 24 pt
*  First sentence in bold
6. Numbering on the first page * Number: Bold and blue color
Under Follow these. ... *  Clear the checkbox in paragraph: "Don’t add space
See result between paragraphs of the same style”
* Indent Leftat 2 cm
7. Next page - Paragraph under the *  Font: Comic Sans MS .
heading: * Borders & Shading, double border = width 1 1/2 pt
"Identify back-to-school stress" Colour: blue
_ _ * Bullet: Blue (will be nice if you change the bullet in Symbol)
8. Section under: " Signs that your * Indent = Leftat 2 cm
child may be stressed... " % Line Spacing: 2.2
_ _ ' % Font: Comic sans MS
9. Fwstpa{agraph under the heading: If | & "\wave" underline
you notice... * Line Spacing: 1.2
% Bold, italic
10. Next paragraph: * Left and right indentation: 2cm
% Italic and Small Caps
11. Third paragraph * Size: 11.5
* Alignment: Centered
12. Third page: Paragraph: under * Font:size 12
"Beware of these pests... " * Character Spacing: Expanded to 1pt
* Open paragraph
13. Stepl-2-3and4 * Indentation: Left at 0 cm, Special "Hanging" by 2 cm
* See the result
14. Subtitle: (last page) * Paragraph Spacing:
How to Get Rid of Head Lice * Before: 24 pt
How to Get Rid of Pinworms *  After: 12 pt
* Bullet of your choice
* Bullet Indent: Left at 1.5
15. Last three paragraphs: * Respect paragraph spacing (without making unnecessary
feedback)
* Bullet: Bold and blue color
16. Picture * Explore "Picture Format"
17. Footer Insert a page number in the footer (Your choice)

See the result on the following pages. Good luck!
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Prepare Healthy Meals

Would you like to prepare a nutritious lunch for your school children? Do you want to
make sure your child will eat it themselves instead of swapping it out or throwing it

away?

Follow these guidelines to get a winning combination:

1.

Avoid snacks with heavily processed food products such as granola bars and
potato chips. Of course, it's convenient to grab a package from the pantry, but these
products usually contain a lot of sugar, salt, saturated fat and their nutritional value is
sometimes negligible

Feed them products with good natural nutritional value. Wholemeal breads and
crackers, fresh fruits and vegetables, and cheeses are all ingredients of choice for a
healthy lunch. You can even divide them ahead of time into smaller portions that will
be easier to swallow.

Give your child the opportunity to be entertained with appetizers. Give them the
opportunity to experiment with a variety of nutritious dips and toasts such as yogurt,
salsa or hummus for their vegetables and crackers. Prepare a soft-boiled egg for her
to shell at lunchtime

Think small. Children eat the small portions with a good appetite, and they tend to
snack throughout the day, so substitute several small bites for a submarine.

Leave out soft drinks and sugary fruit juices. They promote cavities and they take
up a lot of space in the stomach which needs it for healthier fluids like milk

Consider what your child wants to eat. The best way to make sure they eat their
lunch is to involve them in their preparation. Find out what their favourite snacks are or
give-them a choice of 2 or 3 items in the morning. Then, at the end of the day, ask them
what they liked best about their lunch bag.
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Identify back-to-school stress

Sometimes children don't respond well to changes, and it can take some time to adjust to the start
of the school year. Back-to-school stress can have a variety of causes. These include adjusting to
new teachers and classmates, homework in addition to homework, or simply changing routines.
Stress can sometimes come from more important causes, such as bullying by other children or the
presence of a school-related phobia. To properly prepare to help your child, there are some
important signs you need to pay attention to.

Signs that your child may be stressed or worried include:
Difficult departures to school, crying or irritability

Sudden bouts of bedwetting or incontinence during the day

Sleep disturbances

School truancy or dropping out of social activities

The occurrence of problems in the school environment

The appearance of nervous tics (twisting of the hair or biting of the nails)

Regressive driving

e & & & & & & &

Headaches or abdominal pain at short intervals.

If you notice that your child is stressed, start a dialogue.

Talk to them about different ways to cope with this problem or possible solutions to the causes o
their stress. Make sure your child's diet is balanced and encourage physical activity that will allow
them to decompress. Make sure your child has some rest time.in their schedule

Involve your child's teachers or the school principal if a problem-solving

method is required. And consult your doctor if stress seems like an
excessive or unsolvable problem.

ABOVE ALL, REASSURE YOUR CHILD BY TELLING THEM THAT YOU SUPPORT AND LOVE THEM,
KISSING THEM OFTEN, HUGGING THEM FREQUENTLY, AND ENCOURAGING THEM.

(Page 54)




CERB

Beware of these two parasites: Head lice and pinworms

In schools across Canada, lice and pinworms are two of the most common
parasites in children.

How to get rid of head [ice:

Step 1:

Step 2:

Step 3:

Step 4:

Check your child's hair every week, especially looking for lice or their nits. You can also use
a lice comb with very fine teeth.

Remove as many parasites and eggs as possible by hand, then talk to your pharmacist
about therapeutic products like medicated shampoos.

Wash all clothes and bedding in very hot water to kill lice and nits. Vacuum furniture and
floors.

Don't let your child, whether infected or not, share a hairbrush, comb, headband or hat with
friends.

How to get rid of pinworms:

Use a medicine prescribed by your doctor to free your child from pinworms.
You should also treat other family members even if they don't have any
symptoms. A second dose is usually taken 2 weeks later to prevent
reinfection

L)

L)

Wash sheets, underwear, and pajamas to remove eggs

Make sure your children's nails are cut short and don't let them bite their nails or suck their
fingers.

Teach your child, whether infected or not, to wash their hands thoroughly and regularly,
especially after using the toilet and before meals.
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