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* A font is a complete set of characters with the same typeface or design.

* Another way to alter the impact of text is to increase or decrease, its font size, which is measured in points.

* A point is 1/72 of an inch.

* You can change the font and font size of the body text, title, and headings in the flyer, selecting fonts and font sizes.

* A theme is a related set of fonts, colors, styles, and effects that is applied to an entire document to give it a cohesive appearance.

* Drop cap button in the text group to open a menu of drop cap options.

Look figure C-1 and C-2. 

* You can use the buttons in the font group to make text darker by applying BOLD or to slant text by applying ITALIC. 

* A Format Painter is a that powerful Word feature that allows you to copy all the format setting applied to selected text to other text that you want to format the same way.

Look figure C-5

* Increasing the amount of space between lines adds more white space to a document and can make it easier to read.

* Quick styles, that are designed to be used together in a document to make it attractive and readable. 

Look figure C-8

* Paragraphs are aligned relative to the left and right margins in a document.

 * Left-aligned, which means it is flush with the left margin and has a ragged right edge.

Using the alignment buttons in the paragraph group, you can right-align a paragraph make it flush with the right margin or center a paragraph so that it is positioned evenly between the left and right margins. 
* You can also justify a paragraph so that both the left and right edges of the paragraph are flush with the left and right margins.

* A tab stop is a point on the horizontal ruler that indicates the location at which to align text. 

* Tab leaders are lines that appear in front of tabbed text.  

Look table C-1.

* When you indent a paragraph, you move its edge in from the left or right margins.

* The indent markers on the horizontal ruler indicate the indent setting for the paragraph in which the insertion point is located. 


Look figure C-15.
Look figure C-16.

* A bullet is a character, often a small circle, that appears before the items in a list to add emphasis. 


Look figure C-18.
Look figure C-19. 
Look figure C-20.

* Borders are lines you add above, below, to the side, or around words or paragraphs. 

* Shading is a color or pattern you apply behind words or paragraphs to make them stand out on a page.

* A footnote or endnote is an explanatory note that consists of two linked parts: the note reference mark that appears next to text to indicate the additional information is offered in a footnote or endnote, and the corresponding footnote or endnote text. Word places footnote at the end of each page and endnotes at the end of the document.
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Margins: The blank area between the edge of the text and the edge of a page.

Portrait orientation: Page orientation in which the page is taller it is wide.

Landscape orientation: Page orientation in which the page is wider than it is tall.

Word uses an 81/2” x 11” paper size in portrait orientation.

Mirror Margin: Margin used in documents with facing pages, where the inside and outside margins are mirror images of each other.

Gutter: Extra space left for a binding at the top, left, or inside margin of a document.

Look figure D-1 and D-2.

Section: A portion of a document that is separated from the rest of the document by section breaks.

Section Break: A formatting mark that divides a document into sections.

Look table D-1. IMPRTANT.

Automatic page breaks: A page break that is inserted automatically at the bottom of a page

Manual page breaks: A page break inserted to force the text following the break to begin at the top of next page.


Look table D-2.

Column break: A break that forces text following the break to begin at the top of the next column.

Look figure D-6.

Field: A code that serves as a placeholder for data that changes in a document, such as a page number.

Quick Parts: A reusable piece of content that can be inserted into a document, including a field, document property, or a preformatted building block.

Header: Information, such as text, a page number, or a graphic, that appears at the top of every page in a document or a section.

Footer: Information, such as text, a page number, or a graphic, that appears at the bottom of every page in a document or a section.

Building Blocks are reusable pieces of formatted content or document parts, including headers and footers , page numbers, and text boxes, that are sored in galleries.

Building Blocks include predesign content that comes with Word, as well as content you create and save future use for example , you might create a custom header that contains your company name and logo and is formatted using the fonts, border, and colors you use in all company documents.

Look figure D-11.	

Symbols: are special characters , such as graphics , shapes . and foreign language characters  that you can insert into a document.

AutoText: A feature that stores frequently used text and graphics so they can be easily inserted into a document.

A table is a grid of columns and rows of cells that you can fill with text and graphics.

A cell is the box formed by the intersection of a column and a row.


Borders are the lines that divide the columns and rows of a table and help you see the grid-like structure of the table.

A table style includes format setting for the text , borders , and shading in a table.


Look figure D-15 and D-16.

Clip art is a collection of graphic images that you can insert into a document.
Clip art images are stored in the clip organizer , a library of the clips media files such as graphics , photographs, sounds, movies 	, and animations that come with Word .

Inline graphic is a graphic that is the part of a line of text.

Floating Graphic is a graphic to which a text wrapping style has been applied , making the graphic independent of text and able to be moved anywhere on a page.
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A table is a grid of columns and rows of cells that you can fill with text and graphics.

A cell is the box formed by the intersection of a column and a row.


Borders are the lines that divide the columns and rows of a table and help you see the grid-like structure of the table.


Look table  E-1.


Look figure E-1 , E-4 , E-5 , and E-6.

Sorted means the rows are organized in alphabetical or sequential order based on the data in one or more columns.

Ascending order lists data alphabetically or sequentially (from A to Z , 0 to 9, or earliest to latest.

Descending order lists data in reverse alphabetical or sequential order
 ( from Z to A , 9 to 0 , or latest to earliest.

A header row is the first row of a table that contains the column headings.

Merge : to combine adjacent cells into a single larger cell. See also mail merge.

Split : To divide a cell into two or more cells.
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