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Ways to Attract Readers:
· Headlines

· Graphics

· Columns

· Tables

· Pictures*
· Picture captions*
· Fonts

· Font colors

· Font styles

· Borders

· Hyperlinks

· Section headings*
Desktop Publishing

· Produces easy-to-read documents
· Programs:
· Microsoft Word, Microsoft Publish, Quark Xpress
Hyperlinks

· Active in electronic documents
· Connect with Web pages:
· www.google.com
· Display other documents:
· MoreInfo.doc
· Create email message:
· rich@hotmail.com
Insert Hyperlinks

· Select text and then:

· Click Insert > Hyperlink, or
· Right-click and choose Hyperlink, or
· Choose type of link

· Enter Web address
Columns

· Narrow columns easy to read

· Saves paper

· Each Section can have different number of columns

· The easy way to convert text into a multi-column format:

· Select text.

· Click Page Layout > Columns
· Choose 2 or 3, click OK
Graphics for Documents:

· WordArt

· ClipArt

· Pictures

· Shapes
· SmartArt (diagrams)
· Charts
WordArt

· Easy headlines

· But uses stale designs
· Designs must be customized

· Not as good as new WA in Excel or PowerPoint

· Click Insert > WordArt
Customizing WordArt

Use Word Art > Format ribbon

· Change text or font style

· Click Edit Text
· Change gallery choice

· Click WordArt Style button

· Change shape

· Click Change WordArt Shape
· Change color

· Click Shape Fill or Shape Outline buttons
ClipArt

· Easily available

· No copyrights / No permission
· Click Insert > ClipArt
· Adjust image with ribbon:

· Picture Tools > Format

Graphics Features

· Text can wrap around image
· Can anchor image to page
· One color can be transparent

· Can crop or adjust brightness

Resizing Image
· Use corner handle to preserve proper proportions

Text Wrapping

· In Line with Text
· Default method
· Image acts as giant character

· Floating

· Image can be easily moved

· Text can wrap around graphic

· Variations: “Square,” “Tight,” “Top & Bottom”
Borders

· Table cells

· Images (floating)
· Paragraphs

· Whole pages

· Text boxes
· Any text in a paragraph
How to Draw Borders:

· Select text.
· Click Home > Border arrow
· Select desired type of border

· For more choices, select:
Borders and Shading
· For same border on all sides of selection, click Box, or
· For different borders on top, sides or bottom, click Custom
· Then choose format and location for borders.

· When finished, click OK

Drop Caps
· Click inside paragraph
· Click Insert > Drop Cap
· Click Dropped
· To adjust size, 

· Click Dropped Cap Options
Repeat Previous Format
· Hit F4 key

Those @$%ing Symbols!

· Hundreds of symbols

· ...And international characters

· Method:

· Click Insert > Symbols
· Choose font, symbol, click Insert

· Or, Special Characters tab

Extra Topics
· Pictures

· Picture captions

· Section Headings

· Callouts
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