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CHAPTER SIX : FORMATTING DOCUMENTS

You can format entire documents in much the same way you can format paragraphs. The same basic
concepts you learned in Chapter Five, such as indenting and adding backgrounds, can be applied on a
larger scale to the pages in a document.

This Chapter Will Include:

Adjusting Page Margins

Landscape View

Adding Page Borders and Backgrounds
Applying Themes

Using Templates

Adjusting Page Margins

Page margins can be changed to allow you more or less space for text in a document. By default, every
new Word document has 10 margins on the top and bottom

To change page margins, follow these steps:

1. Onthe Menutoolbar , select File and then Page Setup .
2. Make sure the Margins tab is selected.
3. To change the margins, click anywhere in the margins boxes and replace the current numbers
with new ones. The standard margin for writing pap:¢
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4. When you are finished, click OK to apply any changes you made.
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Lands cape View

Landscape View changes the width of the margins, making the left/right margins shorter and the
top/bottom margins longer.

The Sullivan University System

The Sullivan University System is a joining of three schools—Sullivan University, Spencerian College, and Louisvile

Technical Institute—under one name, The Sulliven University Syskem marks the first time a public school has

joined with bwo private schools bo crede a unigue learning system. Students can use the Sulivan University

Swstem bo obtain a strong education From three different areas of learning, without having to commute long
distances betwesn each college, all three colleges have different benefits that will help enhance the learning & Sullvan
University Systen student recenes during the time they are enralled at the colleges.

Sullivary Linivarsity

Sullvan University, the langest private college in Eentucky, has campuses in Lowsville, Lexingtan, and FL Knox, Sullivan
aleo has a world-renowned cdinary school located near the Louisvile campus, Sullivan University promobes a "career-
first" curriculum, with many students earning their degrees in as Few & 9 months, Students attend classes Monday-
Thursday, with Friday being a "plus” day where students can receive one-on-one assistance from Faculty members,

Spencerin Collsge

Spencerian Colege has campuses in Louissle and Lexington, and offers education For anly those careers in demand,
These programs include Graphic Design, Compuber Aided Design, Health Sdences, and Business, Spencerian has classes
Manday-Thursday, with Friday being a "plus” day For studerts bo obtain one-on-one assistance with Faculty members,
With & hard work ethic and dedication to their studies, students can enter the work Force in as litthe as 6 months,

Lowisville Techrical Instifuie

Louisville Technical Institute is Lovisvile's #1 university For programs in Graphic Design, Interior Design, Computer fided
Design, Robotics, and more, LTI offers classes Monday-Thursday, with Fridey available for one-on-one assistance,
Dedicated shudents can earn a degree From LTI in as lkte as 9 months,

To change a document to landscape view, follow these steps:

1. Open the Page Setup Dialog Box and ensure that the Margins tab is selected.

2. Click Landscape in the Orientation area. Note that all four margins will adjust to comply with
the new view (typically, the left/right and top/bottom margins will switch).

3. Under Preview , make sure Whole Document is selected in the Apply t o list.

4. Click OK.

Adding Page Borders and Backgrounds

You can add borders, backgrounds, and watermarks to a document to draw attention to it. Note,
however, that background images will not print by default unless you specify such in the Print Dialog
Box (see Chapter One).
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To add a page border, follow these steps:

1. Click on Format inthe Menu toolbar and select Borders and Shading
2. Inthe Borders and Shading Dialog Box , make sure the Page Border tab is selected.
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3. The options here are essentially the same ones you saw when applying borders to a paragraph in
Chapter Five; the only addition is the Art box at the bottom of the window. Here, you can choose
different border images not available when adding borders to paragraphs.

4. When you are done, click OK.
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The Sullivan Universiy System is a joining of three schools—Sullivan University, Spencerian College, and Louisville

Technical Institute—under one name, The Sullivan University Svstem marks the first time a public school has

joined with two private schools bo creste a wnigue learning system. Students can use the Sullvan University

Swstem to obtain a strong educstion From three different areas of learning, without hawving to commute long
distances betwesn each college, all three colleges have different benefits that will help enhance the lsarming & Sullivan
University System student recenes during the bme they are enralled at the colleges.

é The Sullivan University System

Sullivar Lintversity

Sullvan University, the largest private college in Eentucky, has campuses in Louisville, Lexington, and FL Knox, Sullivan
also has a world-renowned culinary school located near the Louisville campus, Sullivan University promokes a "career-
first" curriculum, with many students earning their degrees in as Few as 9 months, Students attend classes Monday-
Thursday, with Friday being a "plus” day where students can receive one-on-one assistance from Faculby members,

Spencerirr College

Spencerian College has campuses in Louisville and Lexington, and offers education for onky those careers in demand,
These programs indude Graphic Design, Computer Aided Design, Health Sciences, and Business. Spencerian has dasses
Manday-Thursday, with Friday being a "plus" day For studerts to obtain one-on-one assistance with Faculty members,
With & hard work ethic and dedication to their studies, students can enter the work Force in as little as 6 months.,

Lowisville Technical nstitute

Louisville Technical Institute is Louisviles 1 university For programs in Graphic Design, Interior Design, Computer Sided
Design, Fobotics, and more. LTI offers classes Monday-Thursdsy, with Fridsy awvailable For one-on-one assistance,
Dedicated sbudents can earn a degree From LTI in s litble a5 9 months.

To add a page background, follow these steps:

1. Return to Format on the Menutoolbar and hover your mouse over Background . Here, you
can choose a plain background color, customize your background, or add a Watermark.



2. For now, click Fill Effects to open the Fill Effects Dialog Box
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Texture : allows you to select a preformatted texture from a list.
Pattern : allows you to select a background pattern from a list. You can also change the

colors of the pattern in this tab.
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. There are four tabs here, each

Picture : allows you to select a picture saved on your computer to add as a background.
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Sample:

[~ Rotate fill effect with shape

3. To save your settings, click OK.



© Hannah Stoltz

The Sullivan University Syst

The Sullivan Universky System is a joining of three schools-Sullivan University, Spencerian College, and Louisvile

Technical Institute—under one name, The Sullivan University System marks the first time a public school has

joined wikth two private schools to crege a unique learning system, Students can use the Sulivan University

System to obtain a strong education from three different areas of learning, without having to commute long
distances between each college. Al three colleges have different berefits tha will help enhance the learning a Sullivan
University System student receives during the time they are enrolied at the colleges.

Sullivan University

Sullivan University, the largast private college in Kentucky, has campuses in Louisville, Lexington, and Ft. Knox. Sullvan
also has a warld-renowned cuinary school located near the Louisville campus. Sullivan University promotes a "career-
first” curriculum, with many students earning their degrees in as few as 9 months. Students attend classes Monday-
Thursday, with Friday being a "plus” day where students can receive one-on-one assistance from faculty members,

Spencarin Cofege

Spencerian College has campuses in Louisville and Lexington, and offers education for only those careers in demand.
These programs include Graphic Design, Computer Aided Design, Health Sciences, and Business. Spencerian has cdasses
Monday-Thursday, with Friday being a "plus” day for studerts to obtain one-on-one assistance with Faculty members,
With a hard work ethic and dedication to their studies, students can enter the work force in as littls as 6 months,

Louisville Technica! Institute

Louisville Technical Institute is Louisvile's #1 university for programs in Graphic Design, Interior Design, Computer Aided
Design, Robotics, and more. LTI offers classes Monday-Thursday, with Friday avaidable for one-on-one assistance.
Dedicated students can earn a degree from LTI in as [tle as 9 months.

To add a watermark, follow these steps:

1. On the Menu toolbar , select Format and scroll down to Background . Click on Printed
Watermark in the menu that appears.



2.
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In the Printed Watermark Dialog Box , You can select either a picture watermark or a text

watermark.

To add a picture watermark, check the circle next to Picture watermark  and then click Select
Picture . A window will open where you can choose a picture saved on your computer to add as
a watermark.

To add a text watermark, check the circle next to Text watermark  and fill in the appropriate
fields.
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Printed Watermark x|
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5. Click Apply to add the watermark. The dialog box will remain open if you need to make
additional changes.
6. When you are finished, click OK.
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Microsoft Word comes with several themes that can be applied to a document. These themes include a
background, pictures for bullets, header styles, and text colors. However, if you have not specified

header styles already in your document, or if you are using custom bullets, they will be unaffected when

a theme is used.
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