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PAGE BREAKS Insert Tab, Pages Group

Keyboard Shortcut: lﬁJ

Microsoft Word 3
The Insert Tab
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If you need to add a new page to your document, page breaks can help. Page Breaks move everything after
your cursor down to a new page. Here is what that looks like:

SCENE L Athens. The palace of THESEUS.

Enter THESELS, HIPPOLYTA, PHILOSTRATE, and Attendits

SCENE L Athens. The palace of THESEUS.

Bnter THESEUS, HIPPOLYTA, PRILOSTRATE, and Attendors
THESEUS
Now, fair Hippolyta, our auptial bov

mooa: but, how
This ol e whse! e limgersmy douees,
Like 10 step-dame or a dowager

Long withenng ot 8 young man revere
HIPPOLYTA

Four days will quickly steep themselves in night.
Four maghts wall quickly dream away the time.
And thea the moon, fike to 8 silver bow
New-beat in eaven, shall betold the night

Of our solemnities

Page Break!

Stir up the Athenian youth to
Awake the pert snd sumble spirit of mint,
Tum mselancholy forth to fuerals,

The pale companion is aot for cur pomap.

THESEUS
Now, fuir Hippolyta, our suptial hour
D.mm.pm four happy days bring in

b, O, methinks, bow slow
Toi s mocn ! she lingers my deaires,
Like to 8 step-damme o a dowages

Long withenag ot yousg
HIPPOLYTA

Four days wil quickly seep thermselve
Four nights will qmc\l\ amm away mni
A then the moca, ke t0 3 sifver bow
New-beat in heaven, shail bebold the sighf

Stir up the Athesian youth to merriments;
Awaike the pent and ramble spist of mrth
Tum melancholy forth to fuecals;

The pale compenion 1 5ot for oue poesp.

Exit PHILOSTRATE

—>

Hippolyta, 1 woo'd thee with my sword,

And won thy love, doing thee injuries;

Bot I will wed thee in another key,

With pommp, with triumph and with revelling

Evter BGEUS, HERMIA, LYSANDER, and DEMETRITS
EGEUS

‘Happy be Theseus, our renowned duke!

THESEUS

Thanks, good Egeus: whats the news with thee?
EGEUS

Full of vesation come I, with complaint
Againstany child, my daughter Hermia.

Exit PHILOSTRATE
Hippolyta, 1 woo'd thee with my sword,

And woa thy love, doing thee injuries,

But] will wed thee i ancther key,

With pouup, with triumph and with revelling,

Enter EGEUS, HERAGA, LYSANDER, and DEMETRIUS

EGEUS
Happy be Theseus, our reacwaed duke!

THESEUS
Thianks, good Egeas: what's the news with thee?
EGEUS

Full of vexation come 1, with complaint
Against my dsughter Hermia

To Delete a Page Break

1. Turn on Show/Hide formatting

2. Click to move your cursor to the left of this mark —» ~---Page Break.e

3. Pressthe Delete key

CONTEXTUAL TABS

There are a lot more ways to work with objects you insert. When you have a picture or a table selected, you
might notice new tabs on the Ribbon. These are called Contextual Tabs. They appear only when needed.

PFICTURE TOOLS

TAELE TOOLS

HEADER & FOOTER TOOLS
DESIGM

Find more options in

these Contextual tabs!

FORMAT DESIGM LAYOUT

This work was created by PPL K‘x
This work is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 3.0 License. You are free to copy, distribute, transmit, and
adapt this work provided that this use is of a non-commercial nature, that any subsequent adaptations of the work are placed under a similar license,
and that appropriate attribution is provided where possible.

Page 10of4



INSERTING OBIJECTS Insert Tab, Table and lllustrations Groups

If you need to add something to your document for s FOME REERT BESIGN PAGE LAYS
any reason, look in the Insert Tab. B D . r‘l— ) SmartArt
O &% "V ichen
The two most common types of objects to insert are Pages Table Pictures Online Shapes g ik
v = r v creenshot~
pictures and tables. Read on to learn how to use them! | _':w -
= Illustrations
> | 1|

Inserting Pictures

Insert from the Computer BACK 10 SITES
1) Click ‘Pictures’
2) Choose a location on the computer
3) Click the picture to insert
4) Click ‘Open’

Rabbit

b Bing Image Search

17600 search results for Rabbit

Insert from the Internet

Inserting from

1) Click ‘Online Pictures’ : the Internet

2) Enter what you want to find in the
Search Bar.

3) Scroll through the list and click once on Rabbit  Rabbit  Rabbit  Rabbit.
the plcture you Want 1440 x 900 - photos-koorleto.blogspot.com

4) Click ‘Insert’

Images may be subject to copyright. Ensure that you have proper rights before inserting an image. x

1 item selected. Insert Cancel

Working with Pictures

To select a picture
Click once in the middle of the picture

To move a picture
Place the cursor in the middle of the picture, click and drag

To resize or rotate a picture
Select the picture. Drag one of the boxes or the circular arrow.

To delete a picture

Select the picture. Press the ‘delete’ key. 3 o\ A This picture is
selected

- Tochange how the picture works with text

= Select the picture. Click this button and select a layout setting.

Other options for pictures pcture Tools | OR right click on a picture for a shortcut menu

Explore the contextual tab! ——»
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Sales in December ‘

Tom Dick Harry
Cars $90,000 @ SO $1,000
i ? ?
Bikes S0 $145,000 = $4,000

Tables are made up of boxes called cells arranged in rows and
columns. They are a useful way to show information, and can be

Total $102,000 $145,000 $7,000

useful in organizing a resume. An example table. How much did Harry
make selling cars in December?
Inserting Tables
REpSE
1) CIICk ITabIe’ 1 1 E Plg‘Es C’;T?‘; Séﬁesl
2) Move your cursor around in the grid of cells S Pictures = 9
3) Click the cell that gives you the size you want Zx3iiahic
CICI0]
. . 2 i o0
Working with Tables [
; R
3
To select a table Pl [ || L]
i i i I
Move your mouse over the table. Click this box in the top left corner. IR EEEEEEEE

To move a table
Move your mouse over the table. Drag the box in the top left corner.

Change column or row size
Move your mouse to the border between the row or column. Drag when the cursor changes to this —»

To delete a table
Select the table. Press the ‘Delete’ key.

Other options for tables TABLE TOOLS

Explore the contextual tabs that appear when you work with the table —»
DESIGM LAYOUT

HEADERS AND FOOTERS Insert Tab, Header & Footer Group

Headers and footers are a good way to include relevant information in your document. The most common
information you’ll find in the header or footer are page numbers, author, and title. For an example of one, look
at the bottom of this page! What information do you see?

An example Footer.
This work was created by PPL Doesn’t that look awfully familiar?
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Options for Headers and Footers HEADER & FOOTER TOOLS OR right click on the Header or Footer
Explore the contextual tab! ——— > DESIGN and left click “edit Header/Footer”
This work was created by PPL (cc)
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PUTTING YOUR KNOWLEDGE TO THE TEST December 2032

Sun Mon Tues ‘ Wed ‘Thurs Fri

LET’S CREATE A FLYER

Using what you’ve learned, create a flyer. Adjust the margins
and orientation. Include different FONTS, COLORED TEXT, FONT 5 6 7 8 9 10 11
SIZE, and ALIGNMENT. If you feel comfortable, use the insert tab
to add a picture, or copy and paste a picture from the internet.

12 13 14 15 16 17 18

OR 19 20 21 22 23 24 25

LET’S CREATE A CALENDAR 26 |27 128 129 |30 31

Using what you’ve learned, create the calendar to the right.

LET’S LEARN EVEN MORE ABOUT MICROSOFT WORD
Use GCF LearnFree to explore new topics in Microsoft Word!

Go to: gcflearnfree.org

WORD AT HOME plus free alternatives

Office 2016 (includes Word, PowerPoint, Excel and OneNote)
Go to: products.office.com

e Subscribe ($6.99 to $9.99 per month)
o Use Microsoft Office as long as you pay the monthly fee

e Buy (5149.99 one-time purchase)
o Own your copy of Office
o Only have the version of Office you initially paid for

Office Online (includes online versions of Word, PowerPoint, Excel and OneNote)
Go to: outlook.com
e Completely free with a Microsoft email account
e Allfiles saved automatically and kept online
o Lacks some of the features of Office 2016

OpenOffice (includes equivalents to Word, PowerPoint and Excel)

Go to: openoffice.org Apd@ € . _-
e Completely free to download Open fflce

e Lacks the Ribbon from Microsoft Office
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