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Chrones
Styles and Formatting

e Working in Microsoft Word
e Formatting text and paragraphs
e Introduction to styles
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What is text formatting?

Formatting = the way text is visually displayed on the screen and when printed

Formatting includes:
* the appearance of characters (font, size, color)
* the appearance of the paragraph (alignment, indentation, line spacing
e styles (uniform formatting of headings and body text)
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Character formatting and paragraph formatting

eCharacter formatting
eapplied to individual letters/words
eexample: bold, italic, underline, color

eParagraph formatting
eapplied to the entire paragraph (from Enter to Enter)
eexample: alignment, indentation, line spacing, spacing
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Selecting text

To format text, we first have to select it:
edouble-click = selects a word
triple-click = selects the whole paragrap
*Ctrl + A = selects the entire documen
edragging the mouse over the text

Without selecting — formatting is applied only at the cursor position
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Font formatting

*choosing the font(Times New Roman, Calibri...),
font size (e.g.. 11, 12, 14...),

*bold, italic, underline,

strikethrough text,

text color, background color(Text Highlight Color).
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Font formatting

FO rm at / F (0 nt Foot | Character Spacing | Text Effects |

Eaonk; Font skyle: Size:
i |Regular
Times Mew Faoman e
Times Roman Cirilica
Times Yl
P t H f t h | t d f t . Times-Extrabiold -
roperties o e selected ront: TimesRoman
Font colar: nderling skyle: Indetling colar:
) F O nt I Aukornatic j I{nu:une]l j I Autommatic j
Effects
PY Eff t [~ Strikethrough [ shadow [ Small caps
e C S [ Double strikethrough [ outline [ all caps
[ superscript [~ Emboss I Hidden
o . [ subscript [~ Engrave
Preview _
Preview
Thiz is a TrueType Font, This Font sill be used on both printer and screen,

Defaulk, ., | (0] 4 I Cancel
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Font formatting

Format/Font

I 2 x|

Font | Character Spacing I Texk Effects I

FiEId — Fo nt Farit style: Size!
|Regular |12
Times Mew Faoman -~ o] e
. FO n t ty p e ;:mz: S\Eman Cirilica _ Igt;iléclt | ??
. Times-Extrabold old kalc = .
. e.g. “Times New Roman”, “Verdana’, ... TimesRoman =l =
Font colar: nderling skyle: Indetling colar:
. FO nt Styl e I Aukomatic j I{nu:une]l j I Aukomatic j
7 " ou < n u n u )] Effects
. “Regular”, “Italic”, “Bold”, “Bold Italic FE e ishedow | Smal caps
" ) [ Double strikethrough [~ outline [ all caps
1 1 [ superscript [~ Emboss I Hidden
. Font size “Size - e [ Cboss

. e.g. 8, 12’ 20 pOlntS Preview
. Font color “Font Color”

) Thiz is a TrueType Font, This Font sill be used on both printer and screen,

. Type of text underlining “Underline Style’ o | —

Cancel

. Underline color “Underline Color”
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Font formatting
Format/Font

Effects field

. Striketrough

. Double Striketrough
. Superscript

. Subscript

. Shadow

. Outline

Emboss
Engrave
Small caps
All caps
Hidden

Tirnes Y
Times-Extrabiold
TimesF.oman

21|
Font | Character Spacing I Texk Effects I

Font skyle: Size:
|Regular |12

- ] -
Ttalic a
Bald 10
1 |Bold Ttalic 11

= =l -
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Times Foman Cirilica

Font colar: nderling skyle: Indetling colar:

I Aukornatic j I{nu:une]l j I Autommatic j
Effects

[~ Strikethrough [ shadow [ Small caps

[ Double strikethrough [~ outline [ all caps

[ superscript [~ Emboss I Hidden

[ subscript [~ Engrave
Preview

Thiz is a TrueType Font, This Font sill be used on both printer and screen,

Defaulk, ., |

(0] 4 I Cancel
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Font formatting

Exercise

FONTOVI
Vrste slova mogu biti: Times New Roman, Arial, Comis Sans Ms, Verdana,
ELERGIAN, ...

Veli¢ina slova moze biti: 6.8, 10, 11, 12, 14, 15, 16, 2 1 oo oo

Stilovi teksta mogu biti: Regular, Bold, Italic, Underline, Bold Italic, Bold Underline,
Underline Italic, Bold, Italic, Underline

Tekst moze biti podvucen na sledeéi nac¢in: Single, Words only, Double, Dotted, Dash, Dot
Dash, Wave, Double wave,

Efekti koje mozemo da primenimo na tekst mogu biti: Strikethreugh, Dea
Superscript ¢ u.ior. Shadow, Qutline, Eimilinss, Erwmye, SMALL CAPS, ALL CAPS

Tekst moze biti razli¢itih boja: Plava, Crvena, Zeleu'a y .

Razmak 1zmedu slova u re¢i moze biti: Scaled 75%. ‘?‘,caled 1 60% Scaled
200% . Scaled 32 5S ‘E’!f’ , Condensed, E‘cnhﬂedl,zp;
Expanded,Expanded 4pt...

Raised by 7pt
U odnosu na liniju teksta moze biti: 7P

" Lowered by 4pt* "

E the European Union
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Font formatting
Format/Font/Character Spacing

Text effects

Blinking Background
. Las Vegas Lights
. Marching Black Ants
Marching Red Ants
. Shimmer B -
. Sparkle text
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Font formatting

Exercise

Ruza
Moja tetka Mika je pricala da su u prastara vremena sve ruze bile bele. Jednoj takvoj ruzi, koja

se u vrtu rascvetala, pristupi mlado devojce pa je upita: - Smem li te ubrati? Ruza klimnu svojim
cvetom kao da je vetric pirnuo, a devojcetu se ucini kao da joj rece: - Smes. Prinese ruku da je
uzabere, ali joj suze udarise na oci, jer je ubola ruku na trn i krv joj poce kapati iz prsta. Ruza,
koja donde nije ni znala da ima trnja, porumene od stida. Kako je onda porumenela, takva je i
ostala. | od tog doba ima sve vise rumenih ruza.

Jovan Jovanovic Zmaj

Format the text in the following way:
Title — Las Vegas Lights effect
Body — Sparkle Text effect
Signature — Shimmer effect
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Paragraph formatting

Format/Paragraph

. Alignment
. Indentation
. Preview
. Spacing
. Before
. After
. Line spacing

Paragraph 2x

Indents and Spacing | Line and Page Breaks I
GEners I

Alignment m Cutline level: IBDd'y' kexk vl
Indentation

Left: IE' crm 5 l Special: Ey:

Right: IEI cm 5‘ I{nu:une]l j I =
Spacing

Before: IE' pt 5‘ Line spacing: Ak

After: IEI pt E‘ ISingIe j I =

I Don't add space between paragraphs of the same skyle

Prewiew




PN Co-funded by
* the European Union

QWB%@&

Paragraph formatting PEPELIUGINA CIPELA

H Ja sam Mi§ Dvorski 1 pokus$acu da vam ispri¢am §ta se desavalo sa
Exercise

Pepeljuginom cipelicom. MozZete pretpostaviti kako pocinje prica... Pa

naravno, ne moZe bez jednog Kralja 1 jednog Princa.

U jednoj dalekoj kraljevini Ziveo je mladi Princ. Kako 1 prili¢i Princu u
pri¢i, on ima neobi¢nu lepotu, mnoga znanja, rasko$i svakojake, belog konja 1
naravno - oca, Kralja. Princ je bio veoma poslusan - ba§ dobar momak! Ne
dobar, nego najbolji Princ na svetu. Ne najbolji Princ na svetu, nego jo$ bezbroj
puta bolj1!

Jednog dana, dok je Princ bezbrizno jahao u blizini dvora, Kralj ga

Je posmatrao kroz prozor. ...

First paragraph: distance from the right margin 2 cm, first line indented by 1 cm, line spacing 2. Leave blank space of 12 pt
before the paragraph and 10 pt after the paragraph.

Second paragraph: distance from the left margin 0.5 cm, from the right margin 0.7 cm, first line indented by 1 cm, line spacing
1.5. Leave blank space of 10 pt before the paragraph.

Third paragraph: distance from the left margin 1 cm, from the right margin 1.5 cm, first line indented by 0.35 cm, line spacing
1.3. Leave blank space of 6 pt after the paragraph.
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Working with text styles

Why do we use styles?

*we can quickly and easily change the appearance of the whole document,
*all headings of the same level look the same,
*necessary for:

e automatic Table of Contents,

* consistent formatting of seminar/master’s papers,

* saves time compared to “manual” formatting of each heading.
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Working with text styles

View/Task Pane/Styles and Formatting

Styles and Formatting r x New Style EI Modify Style EI
@ o) [ Properties Propetties
Formatting of selected text Marme: Parne: WJormal
Mormal Shyle bvpe: IF‘aragraph j Skyle bvpe: IParagraph j
| Select Al | | MNew Style, ., | Style based on: I 1 Marmal j Stvle based on: I (no style) j
Pick formatting to apply Skyle Far Fallowing paragraph: I 1 Skylel j Skyle For Following paragraphs; I 1 Mormal j
Clear Formatting - Formatting Farmatking
Heading 1 " |Times Mew Faman - |12 | | B 7 U |& - |Times Mew Raman - |12 | | B I U |& -

. — = = = | oa= o= | = = === = || EE = = | = = i= &=
Heading 2 1 g§§§|=——|$515|§=t= == 5 B | = |12 = |E =
Heading 3 1
Mormal 1

Marmial + Font: (Default) Times Mew Roman, 12 pk, Serbian (Latin, Serbia and
Monteneqgra), Left, Line spacing: single, YWidow/CQrphan control
™ add to template [™ automatically update [ &dd to template I Adtomatically update
| Farrnak = | (a4 I Zancel ﬂl .3 I S |

Show: [Avalible formatting [-] Creating a new style Changing the format of an existing style




Ciwenet

Working with text styles

Exercise

Create the following styles:

. Heading 1 with the following characteristics:Font: Arial, Font size 16 pt, font
style bold, Alignment: Centered,Spacing before paragraph 24 pt, and after
paragraph 18 pt;

. Heading 2 with the following characteristics:Font: Times New Roman, Font size
14 pt, font style bold and italic,Alignment: Centered, Spacing before paragraph 18
pt, and after paragraph 12 pt;

. Heading 3 with the following characteristics:Font: Comic Sans MS, Font size 13
pt, font style bold, italic and underlined,Alignment: Left, Spacing before
paragraph 12 pt, and after paragraph 10 pt.
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