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Microsoft Word 97 Lesson 

Objectives:
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Using Page and Paragraph Format


indenting


changing margins


tabs - default and custom


line spacing


autocorrect


find and replace


borders and shading


alignment


page breaks - soft and hard


views- normal and page layout

Open memo.doc  Save as memo.doc to your H: drive. We will make changes to this document.

Layout View - vertical and horizontal rulers are visible


default margins are visible - 1.25 in on left and right. 1 in on top and bottom

To change margins - FILE----> Page Setup-----> change margins here-----> OK

Indenting a paragraph: - First you must select paragraph to be formatted


a) Using the Menu Bar - FORMAT ----> Paragraph----> set left and right 
indentation  (type in numbers for inches) and Special (: click on firstline indent, 
hanging indent, or none


b) Use Drag method - 



1. To indent 1st line in paragraph, click the 1st line indent marker 
in the 


horizontal ruler and drag to desired location on ruler.



2. To create a hanging indent, click on the hanging indent marker
in the 


horizantal ruler and drag to desired location.



3. To indent all lines in a paragraph, click the indent all square in the 


horizontal ruler and drag it to the desired location on the ruler.



4. To indent right side of paragraph, drag the right in dent marker 
to the 


desired location

Default Tab stops - are set at .5”


In the MEMO , click behind TO: and press the TAB key twice to begin the name 
at 1”. Repeat for FROM:, RE:, and DATE:

Expanding text - select MEMORANDUM ------> FORMAT----> FONT -----> Make 
bold, Arial, 14 pts. and all caps-----> click on CHARACTER SPACING----
SPACING ( select expanded BY> 2 pts---->OK

Justify Body of Memo - select body of memo and click on justify button or


FORMAT----> PARAGRAPH----> ALIGNMENT ( select justified.

Double space - Select top part of Memo ----> FORMAT----> PARAGRAPH--->
 
LINE SPACING(  select double.

Setting Custom Tabs Type rest of memo and select names of school board members


FORMAT----> TABS----> 



fill in 1st tab stop :Tab Stop Position 2” 
Alignment left---> SET


fill in 2nd tab stop Tab Stop Position 6”
Alignment right---->OK


Alternative method click on left or right tab markers (└ and ┘) in the ruler 
and drag them to desired locations. To remove custom tabs, yank them down 
below ruler.

Page Breaks -Finish rest of document including agenda items


Soft page break will occur naturally showing a dotted line (-------------) across page


Hard page break - force a new page after school board members: INSERT----> 
BREAK----> OK - you will notice (-----------page break--------) across page.


Alternative method: press CTRL + ENTER to force new page

Custom Tabs with leaders - select all of the agenda items


FORMAT---> TABS----> fill in dialog box as follows:



Tab Stop

Align

Leader


     6”


right

    2



click SET ---> OK

Adding New Line Command -Add committees under committe reports by clicking after 
the S in reports. Then press SHIFT + ENTER - you will see a right angle arrow 
instead of end of paragraph mark. Type Building and Maintenance, TAB Joan 
Nunez. SHIFT + ENTER Type in rest of committees using the same keys as 
above except after the last name there should be an end of paragraph mark.

Numbering Paragraphs  Select all agenda items ( click on number buttons


To recess text from numbers  FORMAT(BULLETS and NUMBERING(MODIFY-----Change Distance from Text  to .5”

Double space all agenda items  CTRL + 2

Center all title lines  Select them and change to Arial, bold 14 pt. press center button.

Border around titles - while selected, click on border button, change to 1( pt. line, click 
on outline button.

Special symbols  Select the small n in Joan Nunez. INSERT(SYMBOL(Normal 
Text(click on ñ ( INSERT(CLOSE

Spell Check

Preview Multiple Pages  click on preview button ( click on multiple pages button( 
drag mouse through 2 windows.

Save Final Copy

Some Applications For Teachers

1. See Punctuation Exercise
2. Inserting Clipart see Math Race.doc and rubric.doc
3. Inserting WordArt see Scrambled Stories.doc
4. Inserting Tables see Stars For Good Behavior
5. Using a wizard to createa calendar
6. Using Desk Top Publishing to create a Newspaper
Format painter button  select 1st heading, click on painter button, sweep across next heading and you will have copied the same formatting to new words.

Inserting a Table click after the first paragraph under Domestic Travel
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