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Follow to learn Word Chapter 2
1) Open Legal
a) Path: HandInOut\C-Nielsen\Hand-Out\CTech\Word\02-Laws
b) Save on Student Drive – flas1234\CTech\Word\02-Lesson”
2) Displaying Nonprinting Characters – shows codes used to set up the document.
a) [image: image1.jpg]LAUGHABLE LAWS

s flegalfo dance fothe Star Spangled Banner,

s degalto divea carin reverse.

s degalfo scarea baby.
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[image: image2.jpg]UTAH'S LAWS

InUtah, infaxsoated persons are prohibied fiom operating avehicle on any
publichighway orshest, except for @ whesibariow:”

In Cedior Cy, high buckied shoss are the only kindifo be seen on @ woman's

feetwhen she goes shopping. Women are alsobanned fiom affending church
whie affred in houseshoss orsippes.

InTremonton, iizens are banned from sefing mouse fraps
anywhereina house, in @ bam, andn the yardaroundhe
house.

InVamal, no pokfical candidateis alowed fo knock
‘on dooss o distbute fiyers before 6:00 a.m. every
day.

InProvo, men andwomen oan st on @ parkbench nexto @ member of he opposte
sexandhoid a convessation, but hey wil be arested f ey she st closer fhan
‘eightinches.

InSuganie, ciizens are prohibied fiom taking pichures of polfioal candidiates on e
Sabbath

EASTERN STATE LAWS

1. Inlowa, nokss may kst more than five minues,
2. InKentucky, s flegalfo many te sameman four fmes.

3. InManiand, s againstihe kow fo wash or scrub any sink, no matter how diry
ges.
4. InMichigan, @ woman's hairlegally belongs o her husband.

'WESTERN STATE LAWS

InCaiforia, t & flegalfo slesp in yourkichen.
InColorado, s legal for @ man o kss @ woman whie sheis asleep
Inldaho, t s legal fo fih for rout fiom the backef a giaffe.

InOregon, o dead person cannctbe requiredio serve on a ur.

DN
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Click ¶ on Quick Access Toolbar 
i) Codes tell what commands have been used in the document
ii) May be helpful to get everything lined up / shows on the screen, but will not print
iii) Click ¶ again to turn off the codes
3) Alignment – affects the way text is positioned on the left and right margins.
a) Center – puts text in the middle of left and right margins.
i) [image: image3.png]


Put cursor anywhere in the 1st Laughable law (It is illegal to dance to the Star Spangled Banner)
(1) Click Center on the Home Tab, Paragraph Group (Press Cmnd+ E) 
b) [image: image4.png]nGeEtntion
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Right – lines the text up on the right margin.
i) Put cursor anywhere in the 2nd Laughable law (It is illegal to drive a car in reverse)
(1) Click Align Text Right on the Home Tab, Paragraph Group (Press Cmnd + R)

c) Justify – lines the text up on both the left and right margins. 
i) Put cursor anywhere in the 3rd Laughable law (It is considered disorderly conduct …)
(1) Click Justify on the Home Tab, Paragraph Group (Press Cmnd + J)

d) Left – lines the text up on the left margin; default alignment for newly typed text.
i) Put cursor anywhere in the 4th Laughable law (It is illegal to scare a baby)

(1) Click Align Text Left on the Home Tab, Paragraph Group (Press Cmnd + L)
4) Spacing Before/After Paragraphs – adjusts space around paragraphs without using the enter key; default for new documents is before 0 and after 10.
a) Put cursor anywhere in the 1st law (It is illegal to dance to the Star Spangled Banner)
i) [image: image5.png]Spacing

Line spacing:

Before: [0 pt g

[ single

After: [0 pt

() Don't add space between paragraphs of the same style
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Go to the Format Menu, then Paragraph (Opt + Cmnd + M) 
(1) In the Indents & Spacing Tab, Spacing Section

(a) Change Before to 12 / Change After to 18

b) Put cursor anywhere in the 3rd law (It is considered disorderly conduct…)
i) On the Format Menu, Paragraph, Indents & Spacing, Spacing Section (Opt + Cmnd + M)
(1) Change Before to 18 / Change After to 12
5) Line Spacing – space between lines of text; default for new documents 1.15 spaced.
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Select all the laws on page 1 (do not include the title)
i) Click Line Spacing arrow on the Home Tab, Paragraph Group
(1) Click on 3.0

b) Keep the text selected & Press Cmnd + 1 (single spacing)

c) Keep the text selected & Press Cmnd + 2 (double spacing)
d) Keep the text selected & Press Cmnd + 5 (1.5 spacing)


6) Borders and Shading – allows you to customize the look of a paragraph.
a) Put cursor anywhere in the 2nd Laughable law (It is illegal to drive a car in reverse)

i) Click Bottom Border on the Home Tab, Paragraph Group
b) Put cursor anywhere in the 4th Laughable law (It is illegal to scare a baby)
i) Click Bottom Border arrow on the Home Tab, Paragraph Group
(1) Click Left Border
c) Put cursor anywhere in the 3rd Laughable law (It is considered disorderly conduct…)

i) Click Bottom Border arrow on the Home Tab, Paragraph Group
(1) Select the Format Menue, then Borders and Shading

(a) Make sure the Borders Tab is Selected

(i) Setting: Click Box

(ii) Style: Change the line to Dashed (3rd option)

(iii) Color: Change the line to Red

(iv) Width: Change the line 1 ½ point

(b) Change to the Shading Tab

(i) Fill: Change the color to Yellow.
(ii) Style: Change the option to Lt. Vertical (towards the bottom)
1. Can change the color of the style as well
(c) Click OK
7) Indenting Text – changing where the text appears in relation to the left and right margins.
a) Left Indent – moves text away from left margin.
i) Put cursor anywhere in the 1st Utah law (In Utah, intoxicated…)

(1) Press Cmnd + Shift + M

ii) Put cursor anywhere in the 2nd Utah law (In Cedar City, high…)
(1) Press Increase Indent on the Home Tab, Paragraph Group
b) Left and Right Indent – moves text away from left and right margins. 
i) Put cursor anywhere in the 3rd Utah law (In Tremonton, citizens are banned…)
(1) Change to the Page Layout Tab
(a) In the Paragraph Group, Indent Section

(i) Change Left to 0.8 / Change Right to 0.8

ii) Put cursor anywhere in the 4th Utah law (In Vernal, no political…)
(1) On the Page Layout Tab, Paragraph Group, Indent Section
(a) Change Left to 1.25 and Right to 1.25

c) Hanging Indent – first line at left margin remaining lines moved away from left margin.
i) Put cursor anywhere in the 5th Utah paragraph (In Provo, men and women…)

(1) Press Cmnd + T

ii) Put cursor anywhere in the 6th Utah law (In Sugarville, citizens are prohibited…)

(1) Open Format Menu, Paragraph (Cmnd + Opt + M)
(a) Under Indentation 
(i) Special: Change to Hanging (Right side)
(ii) By: Change to 1.5”
(b) Click OK (Command Button)
8) Format Painter – allows you to copy a one-time change to other text quickly.
a) Select the word “Utah” in the 1st Utah law
i) Change the text color to Blue
b) With “Utah” still selected, click the Format Painter button (paintbrush icon)
c) Select “Cedar City” in the 2nd Utah law change the color
d) Use the format painter to copy the new color to “Tremonton” in the 3rd Utah law
9) Creating Numbered and Bulleted Paragraphs – makes lists.
a) Select all the Eastern State Laws
i) Click Numbering on the Home Tab, Paragraph Group
b) Select all the Western State Laws
i) Click Bullets arrow on the Home Tab, Paragraph Group
(1) Select a any bullet in the Bullet Library
10) Name Requirement

a) Click Footer, on the Insert Tab, Header & Footer Group. 
i) Column 1- Click on [Type text] and Key Your First and Last Name

ii) Column 2 – Click on [Type text] and Key Your Period

iii) Column3 – Click on [Type text] and Key “02-Lesson”

iv) Change the Font of the Footer to 12-point AvantGarde Bk BT

i) Close the Footer
11) Save again, and close. (Press Cmnd + F4)


