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Discover The 

Seven (7) Key Benefits 

Our mission is to provide you the best computer training manuals available, at the very best price.  Discover the Seven (7) key benefits of our CompleteVISUALTM step-by-step computer training manual, and compare them with what is available from our competitors. If you need further information, please contact us at info@computertrainingmanual.com or visit our web site at http://www.computertrainingmanual.com
	Unlimited Printing Rights 

	A single payment for our manuals allows you to print as many copies as you required and distribute the printed copies for use at the designated sites.  Imagine how much money you could save by not having to purchase individual textbooks for each user!
Other courseware: There are many computer training manual providers charge on per-book per -student basis. 

	No Annual Renewal Fees

	You can continue to use any manuals you have purchased for as long as you like. You do not have to pay an annual renewal license to keep using the manuals that you have purchased the rights to! 
Other courseware: You must renew your license for a nominal annual renewal fee after 1 year from the original purchase date.

	Affordable 

	Each comprehensive title only cost you less than US$200, and remembers - UNLIMITED PRINTING RIGHTS! Our manuals are affordable to all categories of computer training, includes commercial training companies, government agencies, internal company training departments, individual setting up their own computer training program, universities, colleges and school student. 
Other courseware: There are other training manuals with unlimited printing rights, but it cost you US$350-850 for each title. 

	Complete Visual Step-by-step

	The first ever-created complete visual manuals, with every single step fully illustrated by colorful diagrams, tables and screen snapshot to show how it looks on screen.  You are unlikely to make mistakes and can even learn without a computer!
Other courseware: Only text instructions with no or only few illustration diagrams for all steps.  You may not able to follow the step closely. 

	Easy To Understand 

	Our computer training manuals are written in non-technical writing style that is easy to understand. Complicated tasks are simplified for easier understanding and reference.  90% of the tasks in each chapter fit into a single page. All tasks are summarized to less than 10 steps with no irrelevant steps.
Other courseware: There are always too many repeating and irrelevant steps involved to perform a simple task.

	Independent and Flexible Hands-on Lessons

	No pre-installed files for all lessons. All lessons in the manuals are independent.  You are flexible to start any chapter you wish without having to finish the previous lessons.
Other courseware: Lessons are totally dependent on pre-installed files and dependent very much on the previous lessons outcome.

	Completely Customizable

	You can remove and rearrange the content of the manuals as you wish.  The table of content and the page numbering are updated automatically.  You can even add your organization's name and logo to help you build a more reputable and professional image.

Other courseware: Many training manual providers claim that their manuals are easy to customize, in fact they are NOT because their lessons and exercises are all interrelated. 


The Leader Of Computer Training Curriculum and Lesson Plans
	

	


	
	

http://www.computertrainingmanual.com


Evaluation
 Version
All freely downloadable evaluation versions of our manuals are for evaluation purpose only and MUST NOT BE USED FOR TRAINING. All evaluation versions of the manuals can be viewed and printed.

If you would like to purchase the full version of our manuals, please visit http://www.computertrainingmanual.com/order.htm or contact us at order@computertrainingmanual.com for further information.

Send your comments and suggestions to suggestion@computertrainingmanual.com
	Copyright Notice

Copyright (2001 EBook Publishing. All rights reserved. No part of this publication may be reproduced, transmitted, or translated into any language, in any form or by any means, electronically or mechanical, including photocopying, recording, storage in a database or retrieval system, or otherwise, without the prior written permission of EBook Publishing.

Disclaimer

We take great care to ensure the accuracy of these material; however, EBook Publishing makes no warranty, express or implies, including without limitation any warranty concerning the adequacy, accuracy or completeness of such information or material or the results to be obtained from using such information or material. EBook Publishing reserves the right to revise this publication and to make changes in its content at any time, without obligation to notify any person or entity of such revisions or changes.


The CompleteVISUALTM step-by-step computer training manual is specially developed and organized based on the Instructional Design concepts, to ensure the effectiveness of the knowledge transfer.  

Most of the tasks in each chapter are fit into a single page for easy reference.  Most tasks are summarized to less than 10 key steps and accompanied with actual screen illustrations. Every step you go through is practical and relevant. All chapters are independent.  No exercise files need to be installed prior to the training. Therefore, you can start training from any modules that best suit you or your trainees.  However, you are recommended to follow the module sequence that we suggest to optimize your computer learning process.
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	Instructional Actions
	You are asked to

	Click File >> Save.
	Click the File menu to pull down the menu, then click the Save command from the pull down menu.

	Press <Shift>+<Tab>
	Hold down the Shift key while pressing the Tab key on the keyboard.

	Type Photo from Kevin Jeff.
	Type the phase Photo from Kevin Jeff.
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	Formatting Paragraph
	
	Objectives:

When you have completed these lessons, you will be able to:

· Align Left, Right, Center And Justify A Paragraph

· Create Left Indent And Right Indent Using Ruler

· Create Left Indent And Right Indent Using Menu Options

· Create First Line Indent

· Create Hanging Indent

· Create Bulleted List

· Create Numbered List

· Change Bulleted And Numbered List Style

· Set Line Spacing

· Set Spacing Between Paragraphs

· Add Border To A Paragraph

· Add Shading To A Paragraph

· Use Default Tab Stop

· Set Left, Right, Center And Decimal Tab Stop

· Enter Information Using Tab

· Adjust Tab Stop Position

· Adjust Tab Stop Type

· Delete All Customized Tab Stops

· Create Leader Tab Stop

· Create Form Using Tab With Leader



	


Aligning Text In A Document

Paragraph alignment changes the appearance and orientation of the edges of the paragraph relative to the left margin, right margin or the center of the page. There are 4 different types of horizontal alignments: left-aligned, right-aligned, centered, or justified.  The left-aligned paragraph (the default alignment) will set the left edge of the paragraph parallel to the left margin.
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	How To
Align Left


	1. Open the document Invitation Letter or create the document.
Invitation Letter is the document created in lesson: Getting Started. If you are creating the document, find its content on the previous page.
Due to different font and font size being used, your document may looks different from the one illustrated here.
2. Click anywhere in the paragraph, then click the Align Left button on the Formatting toolbar.
The left edge of the paragraph appears parallel to the left margin, as shown below.
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	How To
Align Right
	3. Click anywhere in the paragraph, then click the Align Right button on the Formatting toolbar.
The right edge of the paragraph appears parallel to the right margin, as shown below.
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	How To Center A Paragraph


	4. Click anywhere in the paragraph, and then click the Center button on the Formatting toolbar.
The paragraph appears at the center of the left and right margins.
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	How To
Justify A Paragraph


1. Click anywhere in the paragraph.

2. Click the Alignment button you want on the Formatting toolbar: 
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You can also use shortcut key instead of the alignment button.


Align Left: 
<Ctrl>+<L> 
Align Right:

<Ctrl>+<R> 

Align Center <Ctrl>+<C> 
Align Justify <Ctrl>+<J> 

If you want to align a few paragraphs simultaneously, select the paragraphs before you click the alignment button.



	5. Click anywhere in the paragraph, and then click the Justify button on the Formatting toolbar.
The left and right edges of the paragraph appear parallel to both left and right margins, as shown below.
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6. Click the Save button.
Your document is saved with the justified paragraph. 
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Indenting
Paragraph indentation controls the blank space between the paragraph edge and the left and right margin of the paragraph.   There are 4 types of paragraph indentations: Left Indent, Right Indent, Hanging Indent and First Line Indent.  
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	How To Create Left Indent And Right Indent Using Ruler


How to create Left Indent

1. Click anywhere in the paragraph.

2. On the horizontal ruler, drag the [image: image23.png]


 Left Indent marker to the position you want.

How to create Right Indent
1. Click anywhere in the paragraph.

2. On the horizontal ruler, drag the [image: image24.png]


 Right Indent marker to the position you want.



	7. Click anywhere in the first paragraph.
This is to position your insertion point in the paragraph, which you want to create the left and right indent.

8. On the horizontal ruler, drag the Left Indent marker to 0.5”.
The paragraph’s left indent is set to 0.5”. 
[image: image25.png]a g '
Left Indent]





[image: image26.png]P EREEERNERES SRRNRERE RERNRRRE SRRNRRREKRRRY:

Our record shows that you are our sctive customer and you ivaliable
Suppart is the reason for our aehievmerts. For thet, we are inviing youto
attend ow annual dner this year. We are celebrating ou First
Aniversary.




9. On the horizontal ruler, drag the Right Indent marker to 5”.
The paragraph’s right indent is set to 5”.
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10. Press <Ctrl>+<Z> twice to undo the previous two indentations formatting.
The selected paragraph is no longer indented.      

	How To Create Left Indent And Right Indent Using Menu Options


	11. From the menu, click Format >> Paragraph. Under the Indentation area, enter the left and the right indent.
The Indentation area in the Paragraph dialog box is displayed as shown.
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12. Press <Ctrl>+<Z> button to undo the action.


	How To Create First Line Indent


1. Click anywhere in the paragraph.

2. On the horizontal ruler, drag the [image: image30.png]


 First Line Indent marker to the position you want.



	13. Click anywhere in the paragraph that you want to set the First Line Indent.
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14. On the horizontal ruler, drag the First Line Indent marker to 1”.
The first line of the paragraph is indented to 1”.
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15. Press <Ctrl>+<Z> to undo the action.
The first line of the paragraph is no longer indented.



	How To Create Hanging Indent


1. Click anywhere in the paragraph.

2. On the horizontal ruler, drag the [image: image34.png]


 Hanging Indent marker to the position you want.



· Hanging indents are most often used for glossary terms, bibliographic entries, and item lists.


	16. Click at the end of the First Anniversary, and then press <Enter> twice.
Pressing <Enter> twice adds two blank lines after the texts.
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17. On the horizontal ruler, drag the Hanging Indent marker to 0.5”.
The hanging indent is set to 0.5”.
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18. Type Note: and press <Tab>.  
Type For seats reservation, please let us know as soon as possible the number of your staff that will be attending our annual dinner.
The new paragraph is formatted with a Hanging Indent, as shown below.
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Creating Bulleted and Numbered List

You can add bullets to existing lines of text or you can create a Bulleted List automatically as you type. Creating a bulleted list makes your document easier to read and more attractive. 
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You can add numbers to existing lines of text or you can create a Numbered List automatically as you type. Numbered list is normally use to present step-by-step instructions and the items in the list need to be in order.
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	How To Create Bulleted List


1. Select the entire list of items you want to add bullets.

2. Click the Bullets button [image: image41.png]


.



· You can also use the menu to add bullets.  From the menu, click Format >> Bullets and Numbering. Then select the bullet list style you want.



	19. Click at the end of the First Anniversary of the first paragraph.

20. Press <Enter> twice to begin a new paragraph. Type:
Agenda:
Welcome speech by our Chairman
Dinner
Lucky Draw

You document will look like this:
[image: image42.png]Dear Mr. Dean,
First Anniversary

Our record shows that you are our active customer and your invalusble support fs
the reason for our achievements. For tha, we are nviing you to attend our annual
dinner tis year. W are celebrating our First Annivarsary.

Agenda:
Welcome speech by our Chairman
Dinrer

Lucky Draw

Note: For seats ressrvaion, please le us kniow as 500 as passibl the number of
your st that will e attencing our annus! dnner

Yous sincerely,
John Smith
Vice President




21. Select the entire list of the agenda, starts from Welcome speech by our Chairman to Lucky Draw.
22. Click the Bullets button on the Formatting toolbar.
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Bullets appear at each listed item.
[image: image44.png]Dear Mr. Dean,
First Anniversary

Our record shows that you are our active customer and your invalusble support fs
the reason for our achievements. For tha, we are nviing you to attend our annual
dinner tis year. W are celebrating our First Annivarsary.

Agenda:
« ielcome speech by our Charman
« Dinrer

* Lucky Draw

Note: For seats ressrvaion, please le us kniow as 500 as passibl the number of
your st that will e attencing our annus! dnner

Yous sincerely,
John Smith
Vice President



              


	How To Create Numbered List


1. Select the entire list of items you want to add numbers.

2. Click the Numbering button [image: image45.png]


.



· You can also use the menu to add numbers.  From the menu, click Format >> Bullets and Numbering.  Then select the numbering list style you want.



	23. Select the same items list.  Click the Numbering button on the Formatting toolbar.
The bulleted list is changed to numbered list as shown below.
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The bulleted list is changed to numbered list as shown below.
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	How To Change Bulleted And Numbered List Style


1. Click Format >> Bullets and Numbering.

2. Click the Customize button.

3. Change the settings.

4. Click the OK button.



	24. From the menu, click Format >> Bullets and Numbering.
The Bullets and Numbering dialog box is displayed with the Numbered tab selected.
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25. Click the Bulleted tab and click the Customize button.
You can then click the bullet button to see more bullets style.  The customize button is dimmed if no bullet style is selected. 
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26. Make the necessary changes to the settings.  Then click the OK button.


Adjusting Line Or Paragraph Spacing

Line spacing is the amount of vertical space between lines of text. In Microsoft Word, Single spacing is the default setting for paragraph. Adding space between lines makes a document easier to read. There are several line spacing choices in Word, listed below are some of the examples:
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Paragraph spacing is the amount of space above or below a paragraph. If you want to change the spacing between paragraphs, you can increase the amount of space before the paragraph and/or after the paragraph.
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	How To Set
Line Spacing


1. Click anywhere in the paragraph.

2. Click Format>>Paragraph.

3. Click the Line Spacing drop-down arrow.

4. Select the line spacing options you want.

5. Click the OK button.



	27. Click anywhere in the first paragraph.
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28. From the menu, click Format >> Paragraph.
The Paragraph dialog box is displayed.
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29. Under the Spacing area, click the Line Spacing drop-down arrow.
The line spacing options are displayed.
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30. Click 1.5 lines and click the OK button.
The selected paragraph is formatted with 1.5 lines spacing.
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	31. From the menu, click Format >> Paragraph.
The Paragraph dialog box is displayed. You want to change the Line Spacing again.
32. Click the Line Spacing drop-down arrow and click Exactly.
A number, 12 pt appears in the At: text box. This text box is where you specify the exact amount of line spacing you want.
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33. In the At: box, type 24.
The distance between the lines of text is set to 24 pt line spacing.
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34. Click the OK button.
The line spacing of the paragraph is changed to 24 pt.
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35. Click the Save button.
Your document is saved with the 24 pt. line spacing.


	How To Set Spacing Between Paragraphs


1. Click anywhere in the paragraph.

2. Click Format>>Paragraph.
3. Under the Spacing area, specify the paragraph distance you want in the Before and After box.

4. Click the OK button.



	36. Click anywhere in the paragraph that starts with Agenda.
We want to add some space before and after the paragraph. 
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37. From the menu, click Format >> Paragraph. 
The Paragraph dialog box is displayed. 
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38. Under the Spacing area, in the Before box, enter 12 pt.
This adds 12 pt. spacing before the paragraph. You can use the up and down arrow to adjust the spacing.
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	39. Under the Spacing area, in the After box, enter 6 pt.
This adds 6 pt. spacing, after the paragraph. You can use the up and down arrow to adjust the spacing.
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40. Click the OK button.
You will see that there are 12pt spacing above and 6pt spacing below the paragraph as shown below.
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Adding Border And Shading To Paragraph

Borders in a paragraph are lines added to the top, bottom, left or right of a paragraph. Adding borders to paragraph make the paragraph more outstanding and useful for emphasizing headings. Adding shading, colors and patterns to a paragraph act the same purpose as borders.
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	How To Add Border To A Paragraph


1. Select the paragraphs you want to add a border.

2. Click Format>>
Borders and Shading.

3. Click Borders tab.

4. Select the formatting options: Setting, Style, Color and Width for the line, 

5. Click the OK button.



· You can also use the draw border buttons under the Preview area to draw borders manually.


	41. Select the paragraphs you want to add border, from Welcome speech by our Chairman to Lucky Draw.
You want to draw a border around the selected text.
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42. From the menu, click Format >> Borders and Shading.
The Borders and Shading dialog box is displayed, with the Borders tab being shown below.
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43. Under the Setting area, click the Box options.
You can select the style, color, width of the borderline you want in the Borders and Shading dialog box.
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44. Click the OK button.
A box border appears around the selected text as shown below.
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	How To Add Shading To A Paragraph


1. Select the paragraph.

2. Click Format >>Borders and Shading.
3. Click the Shading tab.

4. Click the shading color you want. 

5. Click the OK button.



	45. Select the paragraphs you want to add shading, from Welcome speech by our Chairman to Lucky Draw.
You want to add shading to the selected text.
46. From the menu, click Format >> Borders and Shading and then click the Shading tab.
The Borders and Shading dialog box is displayed, with the Shading tab being shown below.
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47. Click light green.
This is the color you choose for the shading effect.
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48. Click the OK button.
The selected text is shaded with a light green color as shown below.
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Using Tab

Tabs are used to align information on the document.  There are different types of tab stops such as Left, Right, Center and Decimal. You can also create a special tab called Leader Tab.

	Type of Tabs
	Description
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 Left Tab
	Left aligns the text to the tab stop position.
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 Right Tab
	Right aligns the text to the tab stop position.
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 Center Tab
	Aligns text to the center of the tab stop position.
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 Decimal Tab
	Aligns numbers by the decimal point.
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Leader Tab is used to guide the reader’s eye from the left edge of the page, to related information at the right edge of the page.  Leader Tab is also useful for creating line markers on forms and totaling lines in tables.
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	How To Use Default Tab Stop


1. Press <Tab> until your insertion point is position at where you want to enter the text.

2. Type the text.


	49. Create a new document.  .  Type Product Catalog.  Press <Enter> twice to add two blank lines after the title.
You are creating a new document for the Tab lesson. To create a new document, you can just click on the New Blank Document button on the Standard toolbar.
50. Type the list heading as below.
Press <Tab>, type Product
Press <Tab> again, type Quantity 
Press <Tab> again, type Quality 
Press <Tab> again, type Unit Price
Press <Enter>. 
When you press <Tab>, the insertion point jumps to the next tab stop marker.  Even though you have not created any tab stop manually, there are default tab stops ready to be used.  The tiny gray dots that appear below the ruler represent the default left-aligned tab stops, which are set in half-inch interval.
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	How To Set
Left Tab Stop


1. Click [image: image81.png]


 the button at the far left of the horizontal ruler until it changes to the type of tab you want: [image: image82.png]
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.
2. Click the horizontal ruler where you want to set the Tab stop.



	51. Click the button at the far left of the ruler until it changes to Left Tab marker. 
Make sure your insertion point is position on the new line where you want the tab stops to be set.
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52. Click at 0.5” on the horizontal ruler to set the Left Tab stop.
The left tab marker appears at 0.5” on the horizontal ruler as shown below.  This is the position that aligns with the heading `Product’.  
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	How To Set Right Tab Stop


· If you are setting the tab stops for a few lines, select the lines before you set the tab stop.


· If you want to remove the tab marker, drag the marker away from the ruler.



	53. Click the button at the far left of the ruler until it changes to Right Tab marker.
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54. Click at 2” on the horizontal ruler to set the Right Tab stop.
The right tab marker appears at 2” on the ruler as shown below.  This is the position that aligns with the heading `Quantity’. 
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	How To Set Center Tab Stop
	55. Click the button at the far left of the ruler until it changes to Center Tab marker.
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56. Click at 2.75” on the ruler to set the Center Tab stop.
The center tab marker appears at 2.75” on the ruler as shown below.  This is the position that aligns with the heading `Quality’.
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	How To Set Decimal Tab Stop
	57. Click the button at the far left of the ruler until it changes to Decimal Tab marker.
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58. Click at 4” on the ruler to set the Decimal Tab stop. 
The decimal tab marker appears at 4” on the ruler as shown below.  This is the position that aligns with the heading `Unit Price’.
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	How To Enter Information Using Tab 


1. Press <Tab> until your insertion point is position at where you want to enter the text.

2. Type the text.


· The same tab settings will be set to the next line if you press <Enter>.


	59. Type the following text into the document.
Press <Tab>, type Table 21-B
Press <Tab>, type 23
Press <Tab>, type Good
Press <Tab>, type 75.00
When you press <Tab>, the insertion point jumps to your customized tab stops and the text you type appears align to the tab stop.  Observe how different type of tabs stop control the appearance of the text.  For example, the decimal tab aligns numbers by their decimal point. If the number doesn’t have a decimal point (e.g.:35), it will align to the left of the decimal tab stop.
60. Press <Enter> and type the second and third lines of text as shown below.
You do not need to set the tab stops again as the same tab settings will be set to the next line if you press <Enter>. 
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	How To Adjust Tab Stop Position


1. Select all lines of text that you want to change the tab settings for.

2. On the horizontal ruler, drag the Tab marker to the new location.

	61. Select the three product list.
You want to adjust the tab stops for all the lines.
62. On the horizontal ruler, drag the Center Tab marker from 2.75” to 3”.
The entire column of Quality is moved and aligned to the Tab Stop marker at 3” on the ruler. 
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	How To Adjust Tab Stop Type


1. Select all lines of text that you what to change the tab settings for.

2. Click Format>>Tabs.
3. Click the Tab stop you want to change.
4. Change the tab settings under the Alignment or Leader area.
5. Click the OK button.


	63. Select the three product list.  From the menu, click Format >>Tabs.
The Tabs dialog box is displayed.
64. In the Tab stop position list, click 3” tab stop. Under the Alignment area, click the Right radio button.
The Center Tab at 3” are changed to Right Tab.
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65. Click the OK button.
The entire column of Quality is now right aligned to the Tab Stop marker at 3” on the ruler.
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	How To
Delete All Customized Tab Stops


1. Select lines of text that contains the tab stops you want to delete.

2. Click Format>>Tabs.

3. Click Clear All button.

4. Click the OK button.



· If you want to delete only a specific tab stop, click the tab stop and press Clear button.


	66. Select the three product list.
You want to remove all customized tab stops from the selected lines.
[image: image98.png]Produt Catelag

Podwt  Quatiy  Quity  UnitPrce





67. From the menu, click Format >> Tabs.
The Tabs dialog box is displayed:
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68. Click the Clear All button.
All customize tab stops are deleted.  The existing tabs in the three products list arrange the text to align to the default tab stops as shown below.
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	How To Create Leader Tab Stop


1. Click where you want to set the Leader Tab Stop.

2. Click the button at the far left of the ruler to select the type of tab you want.
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.
3. Click to set the tab stop on the ruler.

4. Click Format>>Tabs.

5. Click the type of leader you want to set for your tab stop.

6. Click the OK button.



	69. Type Content at one line above the Product Catalog and press <Enter> twice.
Pressing <Enter>twice adds two blank lines after the Content.
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70. Move the insertion point to the blank line directly under the Content.
This is where you want to set the Leader Tab.
71. Click the button at the far left of the ruler until it changes to Right Tab marker. Click at 5” on the horizontal ruler to set the Right Tab stop. 
The leader tab is aligned with the right-align Tab stop at the 5” mark on the horizontal ruler. 
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72. From the menu, click Format  >> Tabs. 
The Tabs dialog box is displayed. You need to select type of leader you want to use.


	
· If you have a few tab stops, click the tab stop, then select the type of Leader for it.



	73. Under the Leader area, click 2……. option button. Then click the OK button.
Notice that the 5” in the Tab stop position is highlighted. This means that you are creating the Leader Tab stop for the 5” tab stop on the ruler. 
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74. Type the following text.
Type Product Catalog, and then press <Tab>.
Type Page 1, and then press <Enter>.
Type Order Form, and then press <Tab>.
Type Page 2, and then press <Enter>.
Notice that the. ……. tab stop leader line is created automatically to the page numbering, which is entered at the right leader tab stop.
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	How To Create Form Using Tab With Leader


1. Click where you want to set the Leader Tab Stop.

2. Click the button at the far left of the ruler to select the type of tab you want.
[image: image109.png]


 [image: image110.png]


 [image: image111.png]


 [image: image112.png]


.
3. Click to set the tab stops on the ruler.

4. Click Format>>Tabs.

5. Select the tab stop to set as leader tab.

6. Click the type of leader you want to set for your tab stop.

7. Click the OK button.



	75. Create a new blank document.
You will create an order form and use Tab with Leader in this document.
76. Type Order Form and press <Enter>.
Pressing <Enter> moves the cursor one line below Order Form.
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77. Click the button at the far left of the ruler until it changes to Left Tab marker.  Click at 2” and 5” on the horizontal ruler to set the Left tab stops. 
The right tab marker appears at 2” and 5” on the ruler as shown below.
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78. From the menu, click Format >> Tabs.
The Tabs dialog box is displayed. You need to select type of leader you want to set for your tab stop.
79. From the Tab stop position list, click the 5” tab stop. Then click 4        option button under the Leader area.
In this situation, you only need to set the leader for the tab stop at 5”. 
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80. Click the OK button.
The leader tab stop is set.


	
	81. Type the following text, and press <Enter> twice at the end of each line:
Type Company Name:, press <Tab> twice.
Type Product Name:, press <Tab> twice.
Type Quantity:, press <Tab> twice.
Type Delivery Date:, press <Tab> twice.
Pressing <Enter> twice add blank lines between each item. Notice that by pressing the first <Tab>, it forces the cursor to move to the first tab stop without leader.  No line appears at this point.  The pressing of the second <Tab> forces the cursor to move to the second tab stop with leader.  You will see that a line appears from the first tab stop to the second tab stop.
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Exercises

Formatting Paragraph

1. Create a new document as show below.
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To: ComputerTraningManual Ltd.

Company Details
Company Name:

Contact Person:

Tel No:
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Please send the Microsaft Word ComputerTrainingManual to the following address:

Name:





2. Type in the Title Microsoft Word ComputerTrainingManual 
Text formatting: Times New Roman font, size 14, Bold and Blue.
Paragraph formatting: Align Center.

3. Type in the first paragraph.  
Text formatting: Arial font, size 11.   
Paragraph formatting: Align Justify, First Line Indent at 0.5”

4. Type the notes.
Text formatting: Arial font, size 10.
Paragraph formatting: Align Justify. Hanging Indent 0.5”, Right Indent 3.5”.
Border: shadow.  Shading: 15% gray pattern style.

5. Type in the bulleted list.
6. Type in Order Form title.
Text Formatting: Arial font, size 18.
Paragraph formatting: Align right.
Border: box.
7. Type in Company Details with tabs settings at 3”, 3.5” and 5.5”.
8. The address with settings at 1” and 3.5”.

9. Save the file.



SUMMARY





Task Name.  Each task consists of a series of fully illustrated step-by-step instructional actions, which helps you to follow the hands-on activities precisely.





Visual step-by-step instructional actions show you the hands-on activities to accomplish the task.  These instructional actions appear as such.





The important commands or keywords are highlighted as such.





The texts that you need to type in appear as such.





Actual screen captured illustration such as the dialog boxes and the result outcomes are displayed to show you how they would appear on screen.  This helps you to learn visually and effectively.





A thick rectangle or circle is used to draw your attention to the part of the illustration that you are dealing with.





Detailed descriptions and explanations on each step help you to learn more about the step that you have just performed. 





Handy summary.  Each task concludes with a summary that reinforces the key steps in the task.  It also serves as cue card for a specific task.  





Appropriate tips, tricks, and shortcuts that you may find useful are included to further enhance your skill.





Section name.  Each section groups the related chapters under the same section to make sure you learn all the related features and skills in complete details.





Chapter introduction. Each chapter begins with a presentation and illustration to present the concepts you need to have a better understanding of a chapter before you begin.
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Step-by-step Series�Computer Training Manual


www.computertrainingmanual.com





Align Left





Centered





Align Right





Justified





Left Indent





Hanging Indent





Right Indent





First Line Indent





Bulleted list





Numbered list





Single spacing





1.5 line spacing





Double spacing





Line Spacing between texts





After Paragraph:


Create a gap between the current and the next paragraph.��





Before Paragraph: Create a gap between the current and the previous paragraph.�





Shading





Border





Leader Tab �A tab stop leaded by a line.





Left Tab�The text always appear left align to tab stop position.





Right Tab �The text always appear right align to tab stop position.





Center Tab


The text always appear center align to tab stop position. 





Decimal Tab


The decimal point always aligns to tab stop position.  





The button indicates the type of tab you are currently setting.










































































Chapter name. Each chapter is an independent learning unit.  No exercise files need to be installed prior to the training.  This lets you start your training anywhere or anytime you like.
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Microsoft Word 2000 





THE COMPLETE





A line appears prior of the leader tab stop.





No line appears prior of the non-leader tab stop.
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