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then highlight just the text that you want to
appear in a column, and return to
Format/Columns, choose the style of
column and then check that “Selected Text”
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between.

If you would like to shade and add borders to a segment of your document, then:
Format/Borders & Shading. Notice how a file appears: Borders and Shading (ignore Page
Border). Start with Borders. Highlight the section of text that you would like to have either a
solid box or lines bordering. Then go to Shading and choose a color. If you select “paragraph”
the entire paragraph background is colored, versus if you choose “Text” each line is colored.
Notice this paragraph has a border on three sides and is shaded gray.

Tables

Tables can be a tremendous help when you attempt to format information and you don’t want it to move.

Go To Main Menu
Open Table

Click on Insert
Click on Table

Choose the number of rows and columns.
We are using 2 columns and 2 rows in our
example. The Title bar has been merged.
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Outlining
Also useful is the outline function seen to the

left. Just highlight the words that you would
like to “Outline” and either click on the outline
icon, or MM/Format/Bullets and Numbering.
The Indentation Icon can also be very useful
when formatting a page.

Finally, it would be nice to have a picture inserted into this document.

MM/Insert/Picture. As you browse for the photo,

problem is that the photo is to big and it ruined my paragraph after | inserted
it. Solution: Click on the graphic, and then MM/Format/Picture/Layout. Choose
the Text Wrapping feature that works best with how you want the picture and
text to appear. In this example, “Tight” was used. Then the photo was dragged
a little to the right, as a result, the text shifted to the left.

Add a “Header/Footer” MM/View/HeaderFooter/begin typing your name.

it is named “Blue Devil "The

You are finished. Take a look at the whole document by viewing as “Whole Page” instead of

100%.
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