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Columns

Select text you want to change and then
choose the page layout tab and the click
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Microsoft Word 4 - Advanced Formatting
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Wrap text and layout

Change the wrapping style to
adjust the way text goes
around your graphic

Image options

Use the choices to alter the image )
Use crop to cut the image
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Picture Styles
Use picture styles to give the edges of your image a much more interesting look
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Text Boxes

A Text box allows you to move a block
A of text like a graphic
Click on insert tab and click text box
[+ Text and choose from the styles presented
Box® Start typing and move it around
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down. Note do not point to
the handles (circles¥
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To resize it: click and hold
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AutoShapes

Click the insert tab and choose Shapes.
Click on the shape you want.

Your arrow will change to a
cross. Click once where you
want the shape.
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Page Background

Click on the Page tab to
see more choices
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Change format

of text boxes Edit Spacng _
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Text
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Border

WordArt

Click the insert tab and
choose WordArt . Choose
a style and then type a
message.

Use tools like the

change shape button |-l"
to alter the style of the
WordArt

Use the 3 choices to do
overall changes to the

page

Used to put a stylized

border around the
Page Borders gptire document

Change the
line style\

Change the

line width ™~

Change the
line to an art
border

Click on lines and sides to turn

on/off parts



