Getting Started: Graphical Layouts with MS Word
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Start a NEW document (FILE-NEW, choose BLANK DOCUMENT Mﬂf OD LD cum M

~ b Hyph

Change the margins to .5” top, bottom, left, right (LAYOUT-MARGINS, select the E o Bonas
option with .5” all around OR select CUSTOM MARGIN and set each to 5”. T

Go to http://www.lipsum.com and scroll down to the page. Be sure you have N E.
requested 5 PARAGRAPHS of text and to Start with
'Lorem ipsum dolor sit amet...

L

injected humour, or non-characteristic words etc.

. . . 5 is * paragraphs St ith 'L
This website will return some DUMMY TEXT parasrap g) S W Sorem
) . and words ipsum dolor sit amet...
that we will use to review TEXT WRAPPING. also > bytes
lish lists Generate Lorem Ipsum

Past that text into your new document. Please be sure
to use the NORMAL style (under the HOME tab). This style gives you a space for each “hard return”.
It is a useful way to quickly format a business document. NOTE: In business writing, we frequently
DO NOT INDENT the first line of each paragraph. We use a blank space between lines. With
modern software, we can precisely control the size of that space, using spacing that is easy to
see/read, but that is less than the height of a text line.,

Create a title, centered on the page, for the word. APPLY ARIAL BLACK, font size 16. Please capitalize
each work in our title and then capitalize the first word in paragraph one (Dolor)

Center this title and, below it, place By: Your Name. TO CREATE A SINGLE RETURN WHEN
USING THE NORMAL STYLE, HOLD THE SHIFT KEY WHILE PRESSING RETURN.

Size the blank line BELOW your title/by line to a font size of 4 D‘“““ | LRSS M"“‘ . — V_'j‘“ |
(Did you know that blank lines in M'S WORD have font sizes just Srdines Q [3’; v o | T |
like text Characters.p) Navigation Pane foom 100% < Page Width \ﬁ..-l;:zv;w .
Be sure you see the ruler (VIEW tab, tick the RULER box). L — -

Click on the first paragraph and drag the RIGHT INDENT TRIANGLE 5.5” on the ruler so that your
first paragraph does not flow all the way across the page. We are leaving a space to add a graphic.
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Repeat this right indent at 5.5 inches for the third

and 5t paragraphs. Font P Paragraph
Set the LEFT indent at 2.5” by sliding the TWO PR L L2 H ]
triangles on the left (HINT: Grab the box below

the triangles).

MS Office’s INSERT-ONLINE PICTURES feature appears to be very glitchy. While you can try to find
pictures for the spaces we created, MR. B DOES NOT RECOMMEND THIS as MS Office may crash.

Instead, create a new folder (called a directory) in MY Dolor sit amet. consectetur adipise| Lavout oFrions
PICTURES — name it gettingStartedWord Choose a theme for iﬁ;ﬂﬂ[ﬂ“ﬁ%&f&%ﬁ;ﬁ}ﬁ‘;ﬁg In(Frecih =
your document and do some image searches for CLIP ART (not A —
photographs) that will illustrate each paragraph. Save pictures LY Wtk Text Wrapping
in your project directory and use INSERT-PICTURE to add them. j S A
Add a picture to each space we created (INERT-PICTURE) and T mais] O = =
then UNWRAP the pictures to the IN FRONT OF TEXT setting as  blandit urna quam. at consectetur

) Cras eleifend turpis sit amet tellus
shown I‘lght. Cras convallis sodales erat, non coq

Move each picture and resize each to fill-up the space we have created for each paragraph.
Add 2 graphics with a call-outs as shown in my example (INSERT-SHAPES, choose a CALL OUT).
Add an appropriate comment for the figure (human or animal please) you choose to finish the project.
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Lorem Ipsum
By Your Name

Dolor sit amet, consectetur adipiscing elit. Maecenas sit amet auctor
lorem. Pellentesque iaculis laoreet justo eget aliquet. Proin eu suscipit
diam. Integer sollicitudin, mi eget ornare commodo, ipsum purus lobortis
mauris, ut efficitur ex lorem eget nisi. Ut blandit urna quam, at
consectetur est semper sed. Aliquam eu nisi enim. Cras eleifend turpis sit
amet tellus sagittis, non molestie metus tincidunt. Cras convallis sodales
erat, non convallis libero egestas ut.

Phasellus nisi odio, convallis in tempor in, auctor sed elit. Integer
luctus mollis augue, ac tincidunt risus condimentum eget. Phasellus
gravida mauris eu maximus congue. Curabitur egestas porta enim,
non venenatis turpis eleifend quis. Morbi accumsan lorem a placerat
pharetra. Ut sollicitudin felis mollis ornare auctor. Integer vulputate
urna ut placerat condimentum. Suspendisse vehicula faucibus nibh a
gravida. Praesent sollicitudin felis et felis auctor auctor.

Praesent a auctor tortor. Donec eleifend consectetur nisl, eget pellentesque
nisl gravida non. Nunc a suscipit lectus. Morbi ultrices elit in tempor
convallis. Curabitur euismod ipsum et dictum aliquet. Maecenas
vestibulum eros pretium lacus pharetra scelerisque. Morbi feugiat ornare
nulla id egestas. Nam vestibulum at nisl eget interdum. Pellentesque
bibendum felis non bibendum egestas.

Nam vel odio suscipit, scelerisque metus eget, porta augue. Duis
pretium a justo sit amet suscipit. Integer aliquet lacus id ex
accumsan sollicitudin. Donec suscipit felis neque. Curabitur id
malesuada erat, id finibus magna. Aenean in euismod velit, at
pretium magna. Praesent gravida orci quis nibh ultrices posuere.
Sed sollicitudin nunc quam, et imperdiet sapien facilisis efficitur.
Aliquam erat volutpat. Curabitur laoreet dolor et metus eleifend
aliquam. Aliquam ac felis id sapien placerat placerat. In nibh metus,
venenatis eu elit nec, iaculis ultrices dolor. Phasellus venenatis risus
dui, id rutrum arcu porta non. Pellentesque et nisl odio. Integer
cursus sem magna, at sagittis nibh luctus ac.

Sed sagittis bibendum laoreet. Praesent nunc elit, tincidunt id ligula vel,
viverra varius orci. Ut luctus placerat urna eget maximus. Suspendisse a
pellentesque massa. Etiam sodales mi nibh, a aliquam ipsum egestas nec.
Praesent facilisis viverra neque, sed posuere neque consectetur et. Morbi
nisi neque, commodo vel diam sit amet, ultricies feugiat massa. Nunc et

libero lorem.
Microsoft Word is actually a full desktop
publishing program that can approximate
almost anything you would see in print. You el ;
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will be AMAZED at what we can do!




