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Introduction

Microsoft Word isn't just an application for word processing. You can design presentable documents for
multiple business purposes. This includes brochures, flyers, forms, programs, manuals, reports, business
cards, reference guides, and posters. It makes your work look presentable. The commands and elements
you'll be using will also help you design your document with simplicity. It will not only bring out the
aesthetics of your document but also make information or content easier to read and navigate.

Understanding Document Design

When we think of document design tools, we think of adding visuals to form a combination of text,
graphics, and layout, such as images, pictures, shapes, charts, etc. Visuals provide a logical, directional,
and intentional flow to the information you present on your document. For example, you can make
your documents interactive by using cross-reference links or hyperlinks, which helps to engage readers
by having a clearer understanding of your content and have quicker access to relevant information.

There is a fundamental step in acknowledging the use of visuals in your document, such as design
principles. They are the wheels where the visuals guide and engage the audience into understanding
and interacting with the message and purpose of your document.

In other words, to motivate the audience, you must design information in a way that's transparent to
the audience’s needs. That means designing information to connect with the audience’s thoughts to
help them achieve their goals. According to 7he Non-Designer’s Book, the award-winning and best-
selling book about design, the foundation of good communication is forming a relationship between
your audience and the information you present. You can accomplish this by being able to understand
and manage document design elements using four basic design principles, which are (Williams):

L

\ Contrast - Helps to clarify the flow of information by avoiding the constant use of similar
elements like color, size, shape, space, thickness, and type by using different elements to provide
emphasis on the content.

L
\ Repetition - The use of similar elements like fonts, color, line thickness, size, and space that unify
the theme of the document.

L
\ Alignment - Visual elements on a page that connect and flow visuallly in a certain direction to
demonstrate a logical meaning to the content.

\ Proximity — Aids in the visual hierarchy of a page by grouping relevant information and visuals
together.
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FYPIPIVIIIIIPIIVIVVIVIIITIVIROS®Y Notice how design elements are applied to this

PARENT TEACHER ASSOCIATION Valentine flyer, which is in the Microsoft Word Flyers
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Microsoft Word Ribbon

To design your documents effectively and efficiently, you must also know which design tools will get
the job done. All you have to do is get accustomed to using some of the advanced design tools
Microsoft Word has in store for you. You will always need the standard Microsoft Word Ribbon to have

access to the most common word document formatting and editing tools such as Home, Insert, View,
Page Layout, Design, etc. Each of the tabs in the ribbon contains a group of tool boxes where you can
easily and quickly find areas to format your document. However, what you see is not the only thing

you can use.

There are other commands that are not pinned to the ribbon but are hidden in a huge list of commands.
In this guide, you will learn & understand step by step instructions to customize the Microsoft Word
ribbon, get quick access to editing and other software tools, design your document by inserting and
formatting tables, text styles, borders, bullets, shapes, images, and table of contents.
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How to Customize the Microsoft Word Ribbon

1. On your Microsoft Word ribbon, click on Fileand select Options. Choose Customize Ribbon under
the Word Options menu. See below.
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2. The selected icons will show up on the Customize Ribbon List. In this case, let's say you want to add
the Developertab to the ribbon so you can create electronic data for forms and tables. Under the
‘Customize the ribbon’ drop-down menu, select Main Tabs and check off Developer. Then click OK.

The Developer tab is added to the ribbon. See display below.
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Quick Access Toolbar

The Quick Access Toolbarhelps you to have quick access to tools that can help you design your documents
efficiently. It helps you to stay focused on what you are trying to create or accomplish and save time. You
save time formatting and editing your document by eliminating those "go to file", or other "go to steps".



How to Customize Quick Access Toolbar

1. Let's say you want to add the e-mail icon to your Microsoft Word ribbon. Click on the File tab
and select Options. With Quick Access Toolbar found in File, you can add commands to the
ribbon without scrolling down the menu to find them.

2. The selected icons will show up on the Customize Quick Access Toolbar list. In this
case, you want to add the 'E-mail’ icon to the ribbon.

3. Under the drop-down menu for ‘Choose Commands from," select Popular Command's
and then select ‘E-mail'.

4. Click on the ‘Add’ button and then click OK.
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5. The e-mail icon snaps to ribbon. This way it will save you time from going to ‘File’ if
you wish to send an e-mail to a recipient. See screenshot below.
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Using Visual Guides

Implementation of text and visuals will usually need a backbone and that would be the display of

visual guides. Visual guides in can be found in the View tab of the Microsoft Word ribbon. The

reason why visual guides are important when writing or designing your document is to assist you

in aligning your content and setting up your visual hierarchy, as discussed in Understanding

Document Design.

The View tab also gives you options to increase the visibility of your document with the Zoom feature

if you need a better view for formatting and editing. The Views panel provides options to view and

at the same time preview your document in different and/or preferred layout of your content, such

as Print Layout and Web layout.
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As you can see in the educational-themed brochure below, the Guidelines were selected under the

View tab. The size of the graphics and images were adjusted to be aligned with the content using

the Guidelines as visual guides to align items on the brochure.
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Page Design

In the Design tab, you will see tools to add design elements, such as page colors, page margins,
borders, shapes, color background, font styles and colors, paragraph styles, and images. These
design tools allow you to add more emphasis to documents, reports, or brochures. In addition,
they can can help you engage your audience by adding meaning and depth to your content. In this
section, you will learn how to customize the appearance of your document by applying page
margins, color background, and adjusting page layout.

Changing Color Background

Let's say you want to add a nice color background to bring out the design of the flyer. Click on the
Design tab and then click on the Page Color drop-down menu located on the Page Background

panel. Select a color of your choice. In this case, a light red color was selected under the Page Color
palette. See screenshot below.
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Setting up Page Margins

Depending on how much content you want to add to your document, you should first set up how
much space is desirable to hold your content in place. This will help the reader proceed to the next
section or heading of your document smoothly. In some cases, the content is long enough to break
it into the next page, but if it's just a couple of lines, minimizing space between sections or
expanding the width of the right and left margins of your page will help keep content categorized
in place.

On the Layouttab of the Microsoft Word ribbon, you have three sections that you can use to manage
the space needed on each page and each paragraph of your document: Page Setup, Paragraph, and
Arrange. Let's start with Page Setup. The Margins drop-down menu contains pre-formatted settings
to automatically adjust the top, bottom, left, and right margins of your document without you having
to manually enter the amount of space you need on all sides. If you don't desire any of the pre-
formatted settings, you can adjust them using the Customize Margins page layout options.
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After you select Customize Margins, you will see measurements you can adjust for the gutter, gutter
position, top margin, bottom margin, right margin, and left margin. The gutter is the blank space
outside the content of your page. It is what frames your content. The top and bottom margins allow
you to adjust the vertical space you need to hold your content in place as the left and right margins
allow you to adjust the horizontal space of your document. In addition, the Orientation option allows
you to adjust the layout and balance of your content with either the portrait or landscape option.
See example below.
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As a result, you can see the top-left, right and left margins have been adjusted in the screenshot of
the Medicaid Alert document shown below. You also have the option to choose where you want
the margins applied — the whole document, or certain pages.
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m Medical Assistance Program (MAP)
= MEDICAID ALERT

February 9, 2026

Presumptive Eligibility Determination

[]

This Alert is to advise Medicaid Providers, Hospitals, Clinics, Client Representatives, Community Based
Organizations, and Advocates, that as of January 2026, The Human Resources Administration (HRA)
Medical Assistance Program (MAP) is only accepting retroactive presumptive eligibility applications
for PCAP services received in 2025.

Applications for Presumptive Eligibility for 2026 coverage submitted to MAP/HREA will be forwarded to
Mew York State’s contracted entity Maximus, which will be responsible for conducting outreach to
consumers to initiate an application through New York State of Health (NYS0OH) marketplace.
Therefore, the expedient way to assist clients is to help them apply on NY'S0H.

Flease be advised that there will be no guarantee of payment for services rendered on the date of
senvice or date of screening under this new process. Additionally, there will be no means to obtain a
billable Client Identification Mumber (CIN) unless the consumer compleies an application through NY
State of Health. To prevent delays in coverage for consumers and to mitigate the risk of non-payment
for services, it is strongly encouraged that you assist consumers in applying directly through NYS0H.

Applying through NY State of Health offers the advantage of providing consumers with an immediate
eligibility determination for full Medicaid coverage. Alternatively, it can grant a form of presumptive
coverage while consumers gather and submit the necessary documentation o verfy eligibility, if
required.

For your convenience, the WY State of Health website can be accessed at
hitps:finystateofhealth ny gow/?utm_source=Search&utm campaign=N%30H-

ODEFP2526&80ad source=1&gad campaignid=23060487735&0braid=0AAAAADGEL 3000z raf-
uZzX¥em-2intsOVEgdid=EAlalQobChMIvpWiu PIkQMVVER ARDgzwzlEAAYASAAEQLOEVD BwWE

We appreciate your attention to this matter and your ongoing commitment to supporting consumers
through these changes.

Please SHARE THIS ALERT WITH ALL APPROPRIATE STAFF

The example above is the result of the adjusted margins using Customize Margins option. Originally,
the left margin had a wider gap at 0.63 inches. The right margin has 0.75 inches wide, the top margin
had 1 inch, and is reduced to 0.5 inches after margins were adjusted.
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The Paragraph layout allows the user to increase or decrease space between paragraphs, sentences,
and headings. In this case, the first three paragraphs under the document title ‘Presumptive Eligibility
Determination’ had spacing increased before each paragraph to 12 pt, the left margin increased to 0.3
inches, and the right margin also increased to 0.4 inches.

Note: Keep in mind that the Page Setup layout features hold your content in place. Therefore, the
Paragraph layout features change within the margins set in the whole document.
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m Medical Assistance Program (MAP)
MEDICAID ALERT

February 9, 2026

Presumptive Eligibility Determination

This Alert is to advise Medicaid Providers, Hospitals, Clinics, Client Representatives,
Community Based Organizations, and Advocates, that as of January 2025, The Human
Resources Administration (HRA) Medical Assistance Program (MAP) is only accepfing
retroactive presumptive eligibility applications for PCAP services received in 2025,

Applications for Presumptive Eligibility for 2026 coverage submitted to MAP/HRA will be
forwarded to Mew York State's contracted entity Maximus, which will be responsible for
conducting outreach to consumers to initiate an application through MNew York State of Health
(NYS0OH) marketplace. Therefore, the expedient way to assist clients is to help them apphy
on NY'SOH.

Please be advised that there will be no guarantee of payment for services rendered on the
date of service or date of screening under this new process. Additionally, there will be no
means to obtain a billable Client Identification Mumber {CIN) unless the consumer completes
an application through NY State of Health. To prevent delays in coverage for consumers
and to mitigate the risk of non-payment for services, it is strongly encouraged that you assist

consumers in applying directly through NYSOH.

Applying through NY State of Health offers the advantage of providing consumers with an immediate
eligibility determination for full Medicaid coverage. Alternatively, it can grant a form of presumptive
coverage while consumers gather and submit the necessary documentation to venfy eligibility, if
required.
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Customizing Page Layout

The Orientation page layout tool (shown below) located under the Layouttab allows your content to
flow within the frame of your page in a Portrait (vertical), or Landscape (horizontal) direction, which
reflects how the reader’s eyes will move through the document. In doing this, it's best to consider how
to accommodate the reader’'s comfort when their eyes scan through the content.

File Home MNewTab Insert Draw Design Layout References Mailings  Review  Vie

@ |_—|§3 IE = Breaks v Indent Spacing

17 Line Numbers ~ 3= Left: |:D" ) |$§Before: |:12Pt

Margins Orientation Size Columns

M - M M bT Hyphenation ~ == Right: |D" -

1= After |.D pt |
Page Setup ] Paragraph M

Change Page Orientation

Give your pages a portrait or
landscape layout.

@ Tell me more

In many cases, the Portrait layout can give the reader a quicker view of the content if it entails a lot of
headings and descriptions. Landscape can be used for short descriptive content that doesn't entail as
many details as reports and newsletters. This type of layout is commonly used for flyers, desk guides,
directories, and calendars. Below are screenshots of portrait and landscape documents.

INTERVIEW PREP
The 'Interview Prep’ template, located
mn u m | m under the New documents options for
i | el v | i Business templates, is an example of a
:: landscape page layout where information
el is categorized across the page and fills up
:: the space throughout the page evenly.

ARBITRAGE FINANCIAL : A b , .
PROJECT SCOPE In this example for the ‘Arbitrage Financial
P Project Scope’ template, a portrait

orientation page layout is applied to the
document. The vertical flow on the page
allows the reader to focus on the hierarchy
and linearity of the content.

nancial operations by implementing
d isk management The project wil leverage cuting-edge

2. Project scope

| [The scope of the project includes the development of a robust trading platiorm, interation with existing
| ffinancial systems, and edictive analylics. The project
| il also focus on i y re ing data security.

| The new system must include the folowing:

+ Abilty to allow both intemal and extsmal users to e downioading any software |
* Abilty to interface with the existing dafs warehouse application i
* Abiity to incorporate ons based
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Adding and Formatting Page Borders

1. In this case, the hearts border was selected under the ‘Art’ drop-down menu for the Valentine's
Day Party flyer. You can adjust the size of the borders around the page. For this page border,11
inch border width was used. See result below.

Design  Layout References Mailings Review View Developer  Acrobat | 22 comments | | &7 Editing ~|
e . . | l:| = Paragraph Spacing ~ D <‘|)j
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~ Click on diagram below or
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2. Other page border features include basic border line styles and border colors to choose from. In
this example, a red 4 %2 box border width style was applied to the flyer.

Design  Layout References Mailings Review View Developer  Acrobat |2 comments | | &7 Editing ~|
- . 1 l:| § Paragraph Spacing ~ D @
s s Sotmmee | 3| o0 T [@] Effects v P ———

Fwmennem B Borders and Shading ? -
| Page Border | Shading

|| Setting: Style: Preview

Click on diagram below or

Hone use buttons to apply borders

. Box | | - —

[

|:| Shadow e
= v
E - LCalor: H H
= I - |
— Width:
ﬂ Custom 4% pt —— |E| Apply to:
Art: Whole document E
v ]

OK || Cancel |




Format Painter

While creating and modifying text styles is a quick and efficient way to reapply the formatting of your
content, the Format Painter can be used to automatically apply similar formatting styles from selected
content to other content on your document. This includes text, paragraphs, shapes, or images. The
Format Painter tool helps to eliminate multiple steps to apply font styles, shape styles, table styles, or
image styles. Below are steps you can use to apply the Format Painter on your document.

Applying Format Painter to Selected Text

1. First, select the text formatted with the font styles you want to apply to another text. In this
case, the formatted text ‘OFFICE OF POLICY, PROCEDURES, AND TRAINING (OPPT)" was
selected. See example below.

OFFICE OF Puuc*-r, PROCEDURES, AND TRAINING (OPPT)

2. On the {ljpboard panel under the Home tab, click on the Format Painter paint brush icon.
You can also press the Format Painter shortcut keys: Alt+Ctrl+C. See example below.

File Home

Ifﬁ |ﬂ Format Painter
Paste —— /
- (S5

Clipboard T

3. Then with the format painter, select the text that you want to apply the similar formatting
font style as the selected text. In this case, you want to select and apply the same formatting
style to the text ‘Medical Assistance Program (MAP)." The example below shows the text
'Medical Assistance Program (MAP)’ selected with the format painter.

Medical Assistance Program (MAP)

4. Then you will use the format painter to select the text ‘Medical Assistance Program (MAP).,
which will apply the same formatting style as the text OFFICE OF POLICY, PROCEDURES, AND
TRAINING (OPPT)'. See result below.

MEDICAL ASSISTANCE PHDGHAM“HAP]

14



Applying Format Painter to Selected Shapes

1. First, select the shape formatted with the shape style you want to apply to another shape.
In this case, you want to apply the style of the purple circle to the green pentagon. See
example below.

2. On the Clipboard panel under the Home tab, select the Format Painter paint brush icon
located on the Cljpboard panel or press the Format Painter shortcut keys: Alt+Ctrl+C.

3. Then with the format painter, select the green pentagon.

4. After the green pentagon is selected, it will be automatically formatted with the same shape
style and effect as the purple circle. See results below.
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Applying Format Painter to Images/Pictures

1. First, select the picture formatted with the picture style you want to apply to another
picture. In this case, you want to apply the style of the blue color-filtered picture of the
Holiday Train to the picture showing a group of holding hands. See screenshot below.

2. On the Clipboard panel under the Home tab, select the Format Painter paint brush icon
located on the Clipboard panel or press the Format Painter shortcut keys: Alt+Ctrl+C.

3. Then with the format painter, select the picture showing a group of holding hands.

4. After the group picture of holding hands is selected, it will be automatically formatted with
the same blue color-filtered picture style as the picture of the Holiday Train. See results
below.
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Applying and Modifying Word Styles

Creating New Word Styles

Word styles, located in the Home tab, is one of the main formatting tools when composing a
document for many purposes — creating reports, writing a business letter, memos, newsletters, etc.
The purpose of word styles is to help the user save time from formatting text repeatedly when you
can reapply a word style automatically by making one selection. You can set up any section on your
document with word styles. It can be headings, subheadings, quotes, paragraphs, and table of
contents.

To create a new word style, select the heading, quote, or paragraph that you want to create the new
style for. Click the drop-down menu under Styles under the Home tab or press the shortcut keys for
Styles, Alt+Ctrl+Shift+S.

Medicare-eligible consumers must enroll in Medicare as a condition of Stj,FlE'S WX
Medicaid eligibility so that the Medicaid Program becomes the payer of last

resort for incurred medical expenses. Medicaid consumers who are eligible Clear All =
for or reasonably appear to meet the eligibility criteria for an entitlement | Mormal 1T| '
benefit, which would reduce or eliminate the need for assistance and care, POLICY HEADING T

are Mot required to apply for or fully utilize such benefits as a condition of Default Paragraph Font @
Medicaid eligibility. Entitlement benefits include Unemployment Insurance No Spacing T
Benefits (UIB), Social Security Retirement, and Survivors and Disability Headina 1 aa v
Insurance (RSDI). [ ] Show Preview

["] Disable Linked Styles
(A (A=) [A] [ options...

Mew Style i

Using and Modifying Existing Word Styles

If you click on the drop-down menu under Styles, you will see preformatted styles that can
automatically be used for headings, quotes, table of contents, and paragraphs. In addition, you can
customize word styles and add style names.

To apply a preformatted word style from the Sty/es library, highlight the text that you are going to
format with the word style of your choice. In the example below the heading for ‘Policy Directive' is
highlighted. On the Home tab, go the Styles library, and click on Apply Styles. You will see options to
name the word style, reapply, and apply word styles.

17



If you click on Modify, you can adjust basic formatting style adjustments, such as font family, font

size, text alignment, text color, and spacing options.

Home MNewTab Insert Draw Design Layout References Mailings Review View Developer  Acrobat
|.Gadug| v”ll v| A A ma~r B == iz E LT .
| = Description MNormal Body Text  List Paragraph
(BJT U~ x ¥ A~ 2-A- == =ZF) = &~ 5~ P Sectior y
& 2 — ==
4= Font ~ Paragraph ™ | NoSpacing Table Paragraj Headin Heading 2  Heading 3
T ltl e Subtitle Subtle Emphasi: Emphasis Intense Emphas
Strong Quote Intense Quote SUBTLE REFERENC  INTENSE REFEREN
Book Title TOC1 TOC 2

A+ Create a Style
i% Clear Formatting

AA) Apply Styles...

POLICY DIRECTIVE Apply Styles Y b4

Style Mame:
POLICY HEADING -

Reapply Modify... "r':'.‘_\

AutoComplete style names
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You can select Add to Styles Gallery if you would like to reuse the word style for other headings or
paragraphs. See example below.

POLICY DIRECTIVE Apply Styles s >
Style Mame:
POLICY HEADIMNG -
Reapply Modify... "Ef.“\_
AutoComplete style names

Properties
Mame: POLICY HEADIMNG
Style type: Paragraph IEI
Style based on: L Heading1 M
Style for following paragraph: T POLICY HEADIMG |E|
Formatting
Aharoni 20 | B I U | _

+
+

i
i

=] | |

= = | *
= = |

POLICY DIRECTIVE

Font: Aharoni, Font color Accent 4, Indent:
Left: 27, Style: Show in the Styles gallery
Based on: Heading 1

Add to the Styles gallery |:| Automatically update

®) Only in this document ) Mew documents based on this template

QK | | Cancel
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Normal | POLICY | Nospacing Heading Heading2 |=| ¢} Replace

[T

Styles
- - D N

POLICY DIRECTIVE

Styles e
N

Mormal T

| POLICY HEADING 7]

Mo Spacing T

1a

ma

- »

Heading 1

Heading 2 Ta v
[ ] Show Preview
[ Disable Linked Styles

2] (/2] (&) [optons..

-hdanage Styles

POLICY DIRECTIVE
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SO Find  ~ -
Create PDF ¢
[} Select ~ and Share link 5k

] Editing A

* 't Styles (Alt+Ctrl=Shift+5)

Preview, manage and customize
the text styles in Word.

Use the window to see and edit
formatting details for each style,
create new styles, and quickly

preview styles in your document.,

You can also update styles to
match selected text.

The word style for Policy Heading was applied for the
heading 'Policy." If you want to change certain features
of a word style like font size, color, alignment, click on
the drop-down arrow under the Sty/es panel under the
Home tab, or press the shortcut keys,
Alt+Ctrl+Shift+S, and select the icon to manage
styles. See example shown on the left.




As shown under the Manage Styles formatting options, you will see editing options to customize the
style, delete the style, and choose to automatically update the style if there are adjustments made to
the formatting of the style on the document. To change the characteristics of the Word style, click on
Modity.

Manage Styles a X

Edit Eecommend | Restrict | Set Defaults

Sort order: | As Recommended |E| |:| Show recommended styles only

Select a style to edit

1 Mo Spacing |:|
T4 Heading 1

Heading 2 [Hide Until Used)

Heading 3 [Hide Until Used)

Heading 4 [Hide Until Used)

Heading 5 [Hide Until Used)

Heading & [Hide Until Used)

Heading ¥ [Hide Until Used)

Heading & [Hide Until Used)

Heading 9 [Hide Until Used)

Title

Ta subtitle

a Subtle Emphasis -

EREERERERE

=

Preview of POLICY HEADING [AutoUpdate]:

Aharoni g | Modify.. Delete

Font: Aharoni, 20 pt, Font colorn: Accent 5, Indent:
Left: 0.5
Line spacing: single, 5tyle: Automatically update, Show in the Styles gallery
Based on: Heading 4

MNew Style...

(®) Only in this document () Mew documents based on this template

Import/Export... oK Cancel

P
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Modifications were made to the added style Policy Heading. The font was changed to Aharoni Italic
style, Heading 4 type style, and size 20 pt and purple color text applied. The option to Automatically
Update was selected to update any formatting changes to any content with the word style Policy
Heading. See example below.

Properties
Mame: POLICY HEADING
Style type: Paragraph IEI
Style based on: T2 Heading 4
style for following paragraph: 1 POLICY HEADIMNG |E|

Formatting

Aharoni 2*3' B (I | U _

Ii|
Ili|
Il
l
Il
|
2
[ 1h
&£
T}
|"Ih
I

[

POLICY DIRECTIVE

Font: Aharoni, 20 pt, Font color: Accent 5, Indent:
Left: 0.5°
Line spacing: single, Style: Automatically update, Show in the 5tyles gallery
EBased on: Heading 4

E Add to the 5tyles gallery Automatically update

® Only in this document () Mew documents based on this template

Format = K Cancel
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In the screenshot below, the subheading ‘Monthly MAP Journal’ is highlighted. The word style that was
created for Policy Heading was added to the Styles gallery and will be applied to the subheading.

See example below.

The word style for Policy Heading was added to
the Styles gallery. If you want to make other
headings on your document, just highlight the
text and select any word style listed in the Sty/es
gallery or create a new style by clicking on the
Styles drop-down menu, or

shortcut keys, Alt+Ctrl+Shift+S.

pressing the

Normal POL’CY No Sp:
Sty
1030000 ; o [F‘GLIC‘r’HEADIHG]l' SRR
POLICY DIRECTIVE
Maonthly MAFP Journal
Normal POL’CY No Spacing
Styles
I vl El|2|3|
POLICY DIRECTIVE
Monthly MAP Journal
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Heading Heading2

In the example shown on the left,
the word style for Policy Heading
was applied to the subheading
‘Monthly MAP Journal under the
heading for ‘Policy Directive.’




Not only can you customize existing or preformatted Word styles in the Sty/es gallery, but you can also
create new Word styles for headings, subheadings, paragraphs, quotes, a list of items, and table of
contents. To create a new style for paragraph, select the paragraph. Click on the Sty/es gallery drop-
down menu located under the Home tab or press Alt+Ctrl+Shift+S and select New Style.

In the example shown above, the paragraph under Monthly MAP Journal was highlighted before
selecting the option for New Style under the Styles drop-down menu. Then you will see style and
formatting options under Create New style from Formatting. This is the same step to create new styles
for headings and subheadings. In this section, you can create a title or category for the Word style you
are going to create, select the type of style, font type, font size, font color, alignment, and paragraph
spacing., and paragraph indent.

As with exisiting or preformatted Word styles, the new Word style(s) you create is automatically added
to the Styles gallery. If you want to apply any Word style from the Sty/es gallery, you must first select
or highlight the text, and select the Word style you want to apply, or first highlight or select the text
that is formatted with the Word style of your choice, and then click on the format painter located in the
Clipboard section under the Home tab to apply the same format to the heading or paragraph on your
document.

1'|' A= rind ™
Normal POLICY o spacing Heading Heading 2 t 2 Replace Cre
’ [} Select ~ and £
M= Styles T2 Editing
1 |--g---|---1---|---2---|---3---|---4---|---5---|----E~---|_'|---|---
Styles e
Heading 1 Ia
POLICY DIRECTIVE Reading 2 ﬁ '
Title hE:
Subtitle Ta
Monthly MAP Journal Subtle Emphasis a
. - v

| Show Preview

L
[ Disable Linked Styles
Medicare-eligible consumers must enrcll in Medicare as a condition of Medicaid eligi —_—— — —
Medicaid Program becomes the payer of last resort for incurred medical expel |,‘5~+| |fo\| |}5¢,| | Options...

consumers who are eligible for or reasonably appear to meet the eligibility criteriafog  —— —— ——

benefit, which would reduce or eliminate the need for assistance and care, are Mot Mew Shyle
for or fully utilize such benefits as a condition of Medicaid eligibility. Entitlement benef e

Unemployment Insurance Benefits (UIB), Social Security Retirement, and Survivors and Disability
Insurance (RSDI).
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Normal Policy Desc PoOLICY

Styles
|--:---|---1---|---Z---|---3---|-
Create New Style from Formatting
Properties
Mame: Policy Description
Style type: Paragraph
Style based on; T4 Body Text

Style for following paragraph: | 9] Policy Description

Formatting

The new Word style, Policy Description was applied to the
paragraph under customized heading for Policy Directive
and subheading for Monthly MAP Journaland added to the
Styles gallery. The checkbox to Automatically Update was
also selected. This command will allow any formatting
changes on a text that is formatted with a Word style to
update the formatting changes under that Word style
without having to manually modify the formatting changes.

In addition, you can choose to Modify the existing Word
style from the Styles gallery by clicking on the Sty/es drop-
down menu or pressing the Style options shortcut keys
Alt+Ctrl+Shift+S to modify the formatting options of the
Word style.

&= a=

for or reasonably appear to meet th

Font: [Default) Arial, 14 pt, Justified, Style: Automa

Medicare-eligible consumers must enroll in Medicare as a condition of
Medicaid eligibility so that the Medicaid Program becomes the payer of last
resort for incurred medical expenses. Medicaid consumers who are eligible

Medicare-eligible consumers must enroll in Medicare as a condition of
Medicaid eligibility so that the Medicaid Program becomes the payer of last

Based on: Body Text resort for incurred medical expenses. Medicaid consumers who are eligible
for or reasonably appear to meet the eligibility criteria for an entitiement
benefit, which would reduce or eliminate the need for assistance and care,

[v| Add to the Styles gallery [v]:Automatically upda  are Mot required to apply for or fully utilize such benefits as a condition of

..................................................

(® Only in this document ) New documents base  Medicaid eligibility. Entitlement benefits include Unemployment Insurance
Benefits (UIB), Social Security Retirement, and Survivors and Disability

Insurance (R3DI).
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Formatting Headers and Footers

The Header & Footer section under the Insert tab features new automatic styles that include
preformatted fonts, font sizes, color schemes, and alignment. You can choose the style that goes best
with your document. Let's dive into the Header gallery. If you click on the Header drop-down menu
under Header & Footer, you will see a list of Header styles. See examples below.

Insert Draw Design Layout References Mailings Review \iew Developer Acrobat

I NDY QO Bdl o 4 ©@hldm 2B A E

ble Pictures Shapes Icons 3D SmartArt Chart Screenshot | Online Link Bookmark Cross- Comment | Header Footer Page

- - - Models ~ hd Videos e reference - - Murnber ~

iles INustrations Media Links Comments Header & Footer
|---|---:---|---1---|---2---|---3---|---4--

B @ 4 _g [ signature Li

Header| Footer Page Text Quick Word&rt EDEtE&TIm'
o ¥ MNumber ~ Box~ Parts ~ - E:]Object .

Built-in -

Blank

[Typa hese]

Blank (Three Columns)

[Type here] [Type o] [Type: hie]

Austin

Mocumans tis]

. In the screenshot shown on the left, the

Banded header style was selected under the

[COCUMENT TITLE]

Header drop-down menu. After selecting the
Banded F preformatted header style, you will have

Facet (Even Page)

Bold color band with document
| title in reverse text

options to adjust the formatting of that style,
' such as font, font color, alignment, font size,
Facet (Odd Page) shape color, and shape size.
@ More Headers from Office.com >
M Edit Header

@ Remove Header

|:L

26



Any header style you choose will allow you to customize any formatting options, such as font type, font
size, font style, font color, shape color, shape style, shape size, and alignment. See example below.

H . 1 1 1 2 1 c 3 1 4 1 5 | @V gv zv E E F‘DIJ
Style  Fill  Outline ':fFT':;t BET:;” Bg:‘ogn:"
: MAP REVISED II:IFORMATIONAL 0 —1
) ) | Search the menus |
------------------------------------------------------------------------------------------------- A Cut
(@ Copy
LQ'E‘I Paste Options:
Ch
If you right-click on the teal-colored text box, Edit Text
you will see a variety of layout and formatting £ Edit Points
options. Previously, the text within the text box ;L_E' N .
Jy Bring to Front
was displayed as a placeholder text for B2, Send to Back N
‘DOCUMENT  TITLE" In this example,
'DOCUMENT TITLE" was replaced with the title Save as Picture..
for 'MAP REVISED INFORMATIONAL.' E
=n- Wrap Text >
Fl View Alt Text...
Set as Default Shape
E More Layout Options...
<'y Format Shape...

E cotr R 3 g S e B b Eormat Shape ~voX

Shape Options Text Options

() ()
MAP REVISED INFORMATIONAL . MO =
L .
v Fil
O Mo il
O solid fill
O Gradient fill

In the example shown on the right, the

@] Picture or texture fill

Format Shape options appeared which © Pattenfil
shows shape formatting options for the Color -
textbox. In the Shape Options shown on the Tarsparency — (0% (]
right, a solid blue background color was ";""

Mo line

applied for the textbox.

) Salid line

Gradient line
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If you would like to change the header style, you must first click inside the header section of your
document. Then go back to the Header drop-down menu and select another style of your choice. In
the example below, the ‘Motion’ header style was selected.

The header will automatically be visible on each page of your document. Under the /nserttab, the Page
Break option is located in the Pages section. If you choose this option, you can insert as many pages
you feel you may need for your document. The customized header will automatically repeat on every
page. See example below.

Mailings ~ Review View Developer Acrobat

D :F Eé (_a) DD FE ‘Ul:l B Ig ,q [Z signature Line
wt Screenshot | Online Link Bookmark Cross- Camment | [Header| Footer  Page Text  Quick WordArt @ Date & Time
¢ Videos v reference > v Number~ Box~ Parts~ - El:l Object  ~
Media Links Comments ( | l | 'y
o ‘-E‘--\-‘-1--‘|-‘-2--‘|‘--3--‘|‘--4- i
iligree
[Decumont tie] | [Author nama]
Grid
[Bocument ] [
Integral The Header drop-down menu
shown on the left displays the
Header style gallery where
lon (Dark)
l you have options to choose
and change any header style.
lon (Light)
Motion (Even Page)
[Docummttite]
Motion (Even Page)
Document title with page number -
in accent box; ideal for use in even
@ More Header: ‘p;gjeust of a document with book b
™ Edit Header -

In the next example below, the new header style ‘Motion’ was applied and automatically visible on the
header of every page inserted into the document. See example below.

lome MewTab Insert Draw Design Layout References Mailings Review View Developer Acrobat

Ve B RO BRde BB DO BDD

llank  Page Table Pictures Shapes lcons 3D SmartArt Chart Screenshot | Online Link Bookmark Cross- Comment = Header Footer Page Test  Quick !
Jage Break hd v v Models ~ v Videos - reference v ~  Number~ Box~ Parts~
‘ages Tables lllustrations Media Links Comments Header & Footer
) £ "
Insert a Page Break (Ctrl+Return) "'""'H'"""1'"""2"""'3""'"4"'""5""""‘"'1_:"""'

End the current page here and
maove to the next page.

(@) Tell me more MAP Revised Informational
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You can also change the header style even as many pages are created in your document. Always make

sure you first click inside the header on any page of your document to select another heading style

or make header formatting changes. There is more information about customizing and formatting

headers in the next section.

Insert  Draw  Design References
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Layout Mailings

Date & Document Quick Pictures Online Goto D)Next
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Insert Navigation

MAP Revised Informational

Review  View
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Developer  Acrobat Header & Footer
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L1, Footer from Bottom: |_D.5 . | Close Header

|| Different First Page

|| Different Odd & Even Pages

| Show Document Text

[ ﬂlnsertAlignmentTab and Footer
Options Position Close
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| MAP Revised Informational

Customizing Headers and Other Formatting Options

When adding headers, you can customize your own header style using basic and advanced formatting

options. You can do this on any page of your document by first clicking the top of your document or

you can select the Blank header style under the Header styles gallery to customize your own header.

See examples below.

File Home NewTab Insert Draw Design Layout References Mailings Review View Developer Acrobat Header & Footer
B Ig @ Eﬁl EI;-I E@ El Previous ["] Different First Page gHeadarfrom Top: |D‘5" - |
= 1 e = .. -
Header| Footer Page Date & Document Quick Pictures Online Goto I:_‘) Next L Different Odd & Even Pages 1T Footerfrom Bottom: |05—'| Close Header
- > Mumber ~ Time Info~  Parts ~ Pictures Footer [+] Show Document Text ﬂ Insert Alignment Tab and Footer
Built-in Y Mavigation Options Pasition Close
R T T T e e T
Blank + =
[Type hese]
prmational MAP Revised Informational
Blank ‘
i Blank header N |
°|  Blank
AT |

The screenshot above is an example of blank header style selected under the Header Styles gallery.
Below is the result of the blank header style applied to the header of the page.
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|_| Different First Page

|__| Different Odd 8 Ewven Pages
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The customized header will automatically repeat on every page as it happens with the automatic header

styles in the Header styles gallery. In addition, you will have access to basic formatting features for the

customized header as in automatic header styles. That includes font type, font style, font color, shape

color, shape style, and alignment. See example below.
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MAP Revised ]nﬁ)mnaiiona'

Search the menus

# Review selection in Editor
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@

Font...
Paragraph...

Synonyms

. Translate

Link

MAP Revised Inﬁ)rmationa[

You can also add text and/or shape effects to your header, whether it's a customized header or an

automatic header style from the Header styles gallery. In the example below, there are options for

Advanced formatting, which includes character spacing and kerning, or spacing between the characters

of a selected word or phrase. See example below.

MAP Revised ]nﬁlnnatio'rml

Advanced

Character Spacing

Seale | 150% [v]

Spacing: | Expanded By: 1pt
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Mumber spacing: | Default |E|
Number forms: | Default [¥]
Stylistic sets: Default [¥]

|:| Use Contextual Alternates

Preview

<] |<|=}

MAP Revised Informa

This font style is imitated for display. The closest matching style will be printed,

Set As Default | | Text Effects...

oK Cancel

MARP Revised ]nformationa[

[ ——

Format Text Effects

@ A

~ Text Fill

) Nofill
O solidfill
) Gradient fill

Color

Transparency F—————— | 0% :|

? Text Qutline

B
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MAP Revised ]nforrnati.onal MAP Revised Tnformafiona[

?
Advanced
_ Format Text Effects
Character Spacing
. : A
Seale: 1509 A A
Spacing: | Expanded Izl By | 1pt .
Paosition: | Normal |E| By: - v Shadow &
Kerning for fonts: |1 : Points and above Presets
OpenType Features Colar | 2 -
Ligatures: Standard and Contextual |E| Transparency ——————+—— | 60% - |
MNumber spacing: | Default Size 1 | 100% :|
Number forms: Drefault w 0
- Blur +— | 4 pt - |
Stylistic sets: Default —
I . -
|:| Use Contextual Alternates Angle |¥|
Preview Distance — | Ipt - |
ised
MAP Revised Informa > Reflection
This font style is imitated for display. The closest matching style will be printed. > Glow
> Soft Edges v
| Set As Default | | Text Effedts... | | oK | | Cancel | | oK |

In the next example, the spacing between the words and kerning or spacing between the characters
was applied to the heading shown below for ‘'MAP Revised Informational." The Format Text Effects
formatting options is displayed, which will give you options to apply text -effects.

Insert Draw Design Layout References Mailings Review View Developer Acrobat  Header & Footer

0 0 2 i [] Different First Page T2 Header from Top: |‘D.5" -
5 S FEE EE D e Bt
o & s . :

=] = ..
Jate & Docurment Quick Pictures Online Go to g Next L Different Ocldl & Even Pages o1, Footer from Bottom: |DS—“ Close Header
Time  Info~  Parts~ Pictures Footer J [v] Show Document Text @ Insert Alignment Tab and Foater
Insert Mavigation Options Pasition Close
|E|1 B T T T P Y R PR
MAP Revised Informational MAP Revised Informational
Theaer | THeager |

In this example, text effects were applied, such as a shadow text effect and transparency. Kerning, or
spacing between the characters, and spacing between the words was also applied.

Steps to insert and format header from the Header style gallery and to customize and format your
header from the Header and Footer formatting menu, are the same steps to insert and format
automatic footer styles or customize your own footer from the Footer style gallery. In the next section,
you will learn similar steps to insert and format footers in Microsoft Word.
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As with the Header style gallery under Headers and Footers, the Footer style gallery has a variety of
footer styles with fonts, font size, font color, text effects, shape, shape styles, shape color, and alignment.
In addition, the blank footer style allows you customize your own footer style as with the header styles.
In the example below, the Semaphoreis preformatted with center-aligned page numbers.

File Home MNewTab Insert Draw Design Layout References Mailings Review View Developer Acrobat Header & Footer

B @ @ lEIﬂ lf_‘l:l F@ [l Previous [ Different First Page = Header from Top: [0.5" |
=] M = . " -

Header [Footer| Page  Date & Document Quick Pictures Online  Goto B Next [ Different Ocie & Even Pages (15 Footer from Battor: 0.5 2] Close Header
- ~ |Mumber~ = Time Info~ Parts~ Pictures  Header [+ Show Dacument Text ] Insert Alignment Tab and Footer
He| ton (Light) -~ Mavigation Options Position Close

SBeg A B B
f— rr—
Motion (Even Page) ed Informational MAP Revised Informational
Header
{omel (==
Motion (Odd Page)
[Dete]
Retrospect
Semaphore
[
{
Semaphore
Sideline Center-aligned page number and
total number of pages
!
Shice v
@ More Footers from Office.com >
2 Edit Footer
[2} Remove Footer [Fater |

If you right-click on the footer, you will have formatting options to customize the footer, such as font,
font size, font color, text effects, shape, shape color, shape styles, and alignment.

The font was changed to Aptos body style, with a blue font color, and page number centered on the
page. As with the header, the footer automatically appears on every page. Any formatting that's
adjusted automatically appears on every page as well. See examples below.

Page 1 of 2 Page 2 of 2

|centuy Gothic  ~[[12 +| A" A" <F B‘/V = =, A~
o | — 1— Line and Text Effects and
|EJ ry £ - ﬁ M Styles e Paragraph Spacing Typography

Accessibilit: Good to ao

|Aptos Body)  ~[12 AT AT Ase — =~ =¥
— — Line and
F—— B I U £ - ﬁ v iz v iz v Styles .Center Paragraph Spacing Paragraph

Pagefiof @ Page 2 0f 2
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Another way to format or modify the formatting of the footer is by using the Paragraph formatting
options located under the Home tab. If you see the examples below, the page number alignment

was changed from left to right using the Paragraph alignment tools.

e A A A A =
x, X Av £« A~

Font

=]

Q ci ' Align Left (Ctrd+1) AR R L
AP S
In this example, the Align-Left icon is
selected to align the footer to the left on
the Paragraph formatting menu options.
Page [l of @

Insert Draw Design Layout

References  Mailings  Review  Wiew  Developer  Acrobat

Header & Footer

T A A Aae A Eei=e=o = =89 ) Lfind -~ =,
:): Av 2+ A ¢ = ===z &5 Normal No Spacing Heading Heading 2 T|tl_e H ot Replace Creat:pw
B - = = = = B Select~ and Share lir
Font 7] Paragraph ] Styles F] Editing
e E . (1 2. AI.\gn R\ghl((lr\.—R) ) R=y
MAP Rev aheadmmjﬂ. al MAP Revised Informational
This example shows the Align-Right
icon is selected to align the footer to
the right on the Paragraph formatting
menu options.
Footer . o ] Footer . B
Page 1 of 2 Page 2 of 2
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Titles can also be added to footers from any footer style you choose. It can be an automatic footer style

or it can be a customizable footer style as described with the header style, and will automatically appear
on every page of the document.

1 = 1 1 1 2 1 3 1 4 1 5 1 [ [
MAP Revised Informational
In this example, the document title, ' MAP Revised
Information’, was added and aligned to the left
of the footer. This format can be used on any
footer style, whether it's an automatic style or a
blank footer style from the Footer gallery under
the Insert tab.
MAP Revised Informational Page 1 of 2
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Bookmarks and Hyperlinks

Inserting bookmarks and hyperlinks on your document can help you or the reader primarily find
references to written information or a word that links to relevant, or additional information. This can
include sources, websites, and descriptions. This is a useful method to apply when creating manuals,
reports, brochures, guides, newsletters, and electronic files or documents. It is especially helpful when
you e-mail or share the document with people you work with and feel they can learn something from
your content.

How to Create Bookmarks and Hyperlinks in Microsoft Word

1. With the cursor, select the heading, sentence, or paragraph where you want to add a bookmark.

2. Type in a short word or phrase that you feel helps to define the reference to the content on
your document. Then on select ‘Add’ button located on the right-hand side of the Bookmark pop-
up box. If the ‘Add’ button fades away, you may need to type a shorter name for your bookmark.

Insert Draw Design Layout References  Mailings Review  View  Developer  Acrobat

H DY © B il o E © [h [@

Pictures Shapes lcons D SmartArt Chart Screenshot Online Link Bookmark Cross-
- > Models ~ - Videos i reference

25 INustrations Media Links

3. On your document, select the title, subtitle, paragraph, sentence, image, or word where you
will create a link to the bookmark you created. Go back to the /nserttab and select Link drop-
down menu located on the Links panel.

Draw Design  Layout References Mailings  Review View Developer  Acrobat

H DY @ 2 dl g £ | h T

He Pictures Shapes lcons iD SrmartArt Chart Screenshot  Online Link | Bookmark Cross-
* * Models ~ v Videos - reference

25 lNustrations hedia
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The MAPDR-01, 2026 NY'5 Income and Resource Standards and Federal Pove:

Levels fFmar A mc

Bookmark
The foll

and mg Bookmark name:

e aaa -

_ |MmsH Add
= gE
Insert Draw Design Layout References Mailings Review View Developer Acrobat Table Desic
’—. == M —_— - r--a —_— p— (- =
E Edit Hyperlink ?
ble P nt
- Link to: Text to display: Forms - Client |
les Select a place in this document: its
Existing File . Top of the Document i
or Web Page . |
i Headings
2. Bookmarks Ini
MSP Target Frame... Fec
PlaceinThis | |
Document MA
0 AT
wa
Create Mew d 1
Document
gdi
Remove Link
E-mail b I
Address Ce
Target Frame: Mew window | oK | | Cancel | """
| . _dea

As shown in the example above, you should see an ‘Insert Hyperlink’ pop-up box. Select the
option for ‘Place in This Document’ located under the ‘Link to’ menu. Then select the bookmark
name where you want your information to link to. Then select ‘Ok’. To see if your bookmark
has been enabled, place your cursor over the content where you created the link to the
bookmark. You should see a small pop-up message that displays the name of the bookmark
you created and a message that tells you to click on ‘CTRL" key plus click the link again to be
directed to the bookmark it's linked to. See example below.

2UZ6 NY S Income and Keso
Federal Poverty Le

Desk Reference Number: MAPDR-01

The MAPDR-01, 2026 NYS INCOME AND RESOUR
POVERTY LEVELS (FPL), was revised to include ug
1,23456781011,12 and 16

Mote: The Figures highlighted in yellow are awaiting

Levels

The fo
and In,

12

Ctrl+Click to follow link

http://hraedocs.hra.nycnet/HRAeDocs/
The MyHome.aspx!
SearchKey=&Categorylds=5&Grouplds=p

*

Forms — Chent

-

Desk References
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5. If you want to link part of your content to a website on the internet or intranet, first select and
copy the website. See example below.

— ~— T — ————
a@j @ nhitps://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?Docld=057 ce595-4beS-40cd-afl d-f8b866f07b2 P~ac I @ hraedocs.hra.nycnet

File Edit Gote Favorites Help

9% [ https--www.msn [} glymphatic system definit... £ Online Tracking Training ... £ Home g Quotes about Gifts, Sayin... 42} WB Mason - Save on Offic.. £ Lexmark MX711 (2)

MOFFICE OF POLICY, PROCEDURES, AND 1

T I James K. Whelan, Executive Deputy Commis:

Administration

D rt t of g . < 3
Social Services Adam Waitzman, Assistant Deputy Commissioner

Office of Procedures

POLICY DIRECTIVE #19-14-OPE
(This Policy Directive Replaces PD #18-08-OPE)

. Next, select the content on your document. Click on the Inserttab.

. Then click on the drop-down menu for Link and go to Insert Link.

. Under the ‘Link to’ menu, select Existing File or Web Page.

. Then paste the address you copied from the website into the entry space for Address.

O 00 N O

Click OK. See example below.

H -0 & =-%8Y #2 = Documentl - Compatibility Mode - Word Table Tools
Design  Layout  References  Mailings  Review  View  Developer  Help Design  Layout  QQ Tell me what you want to do
- 3 > B Link ~ o % B Quick
FELERE @ B B Bowwew W L3820 £ [
P y = #
0 &g %« I a. Ly > Bookmark 4 Word
Table  Pictures Online Shapes Icons 3D  SmartArt Chart Screenshot Document s \iy Add-ins ~ Wikipedia Comment Header Footer Page Text
@ Pictures  ~ Models ~ v Item [ Cross-reference % ~  Number~ Box~
Tables Illustrations Tap Add-ins Media Links Comments Header & Footer
. . 1:8 ------ R B 30 g 4 g S v g 6 o . JEINET
[+
Policy No. January 2020 Policies and Procedures
PD 19-13 ELI: “PD 19-13 ELI: January 2020 RSDI/SSI COLA Increases” on page 4

PD 19-14 OPE “PD 19-14 OPE: Payments to Applicants/Participants for Storage of Furniture and
Personal Belongings (Storage Fees)” on page 2|

PB 19-58 ELI: ———
s H’”m

PB 19-59 ELI: Link to: Text to display: | https://hraedocs.hra.nycnet/HRAeDoCs/D Docume :}

PB 19-62 ELI: i3] Look in: | My Documents E' D

Existing File

arWetiPage Adobe Captivate Cached Projects =| [k
Current E
= Folder Attachmate
¢ Custom Office Templates Target Frame...
Place in This Fae
Document
§'r)¢;vg::d My Adobe Captivate Projects

L&l My Charts
(] My Data Sources

¥e

Create New Recent 5
Document Files . My RoboHelp Projects
\v‘ﬂ My Shapes il
= Address: ntDirectAccess.aspx?Docdd=057ce595-4be5-40cd-afl d-f‘BhS(ﬁSﬂﬂbZlE
E-mail

Address
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10. To see if your hyperlink to the website has been enabled, place your cursor over the
content where you created the link to the website. You should see a pop-up box that
that shows you the web address it is linked to. It will also tell you to press the CTRL
key and at the same time click on the hyperlink to be directed to the website. See
example below.

E -0 ﬁa. I§ < rv] Gg B Documentl - Compatibility Mode - Word Table Tools
Design Layout References Mailings Review View Developer Help Design Layout Q Tell me what you want to do
D O] o : B Link ~ * N | [a=] E Quick
- |_—‘ N @ rl:l il H]GetAdd-m; W #
- = <> i I I e L ) ) |* Bookmark 4 Waord!
Table  Pictures Online Shapes Icons 3D Smartrt Chart Screenshot  Document & My Add-ins - Wikipedia E Comment Header Footer Page Text
- Pictures - Models ~ - Ttem 2] Cross-reference - *  Number~ Box~
Tables Tllustrations Tap Add-ins Media Links Comments Header & Footer
L---.-‘&------1&5‘-|---1---|-‘-3---\---4-‘-|---5---|-‘-s---&---?---

https://hraedocs.hra.nycnet/hraedocs/
documentfunctions/

* documentdirectaccess.aspx?

Policy No. January 2020 Policies and Pr ;;ciq=057ce505-4be5-40cd-afl d-fab3

PD 15-13 ELI: “PD 19-13 ELI: January 2020 § c66f07h2

PD15-140PE | “PD 19-14 OPE: Payments to Ctri+Click to follow link f Furniture and
Personal Belongings (Storage Fees)” on page 2

PB 19-58 ELI: “PB 19-58 ELI: Revisions to the Guide to Supplemental Nutrition Assistance Program
(SNAP) Budgeting (W-204G)" on page 4

PB 19-59 ELI: “PB 19-59 ELI: January 2020 Social Security COLA Changes for NYSNIP Households”
on page 5

PB 19-62 ELI: “PB 19-62 ELI: Revisions to the Temporary Housing Facilities (W-145UU) Form” on
page 3

Note: If you save your report or document as a pdf, the links will be enabled on the pdf
version as well.
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Tab Settings

Setting tabs helps to align content on your document. This works especially with organizing a

list of items such as names, places, prices, etc. This can be useful without inserting tables if you

are not going to include much data.

How to Set Tabs

1.

First, make sure your ruler is displayed. If not, click on the View tab and check off

Ruler.

Click on the small box located on top of the ruler you use to adjust the top and

bottom margins of your document. This is where you set the Tab position of your

text or data.

Then you click on a margin on the ruler where you adjust the left and right

margins.

Click on an empty space on your document to type the information. This tool is

helpful in aligning data on reports and forms.

=5

Rught Tab

|

[

N

Name
John Smith

Mary Jones

2

Left Tab

\
Item

Laptop

Stock Paper
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Tab
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Price
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Location
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4 World Trade Center



Bullets and Numbering

Bullets and Numbering are an organized way to list things in sequence that follows a heading or a
paragraph. It helps the reader to be focused on what you are trying to emphasize on your document.

How to Insert and Format Bullets and Numbering

1. In the Hometab, you click the arrow on the bullets command to choose which bullet
design you prefer.

2. You can use the left and right indent tabs to align the position of the bullets. See example

below.
Left and Right Indent
-0 @gdl+ Bullets and Table of Contents/docx - Microsoft Word
l Home Insert Page Layout References Mailings Revie Developer

ibri = v IAS - | B | E=la= =~ A
Calibri (Body) 11 A A Aa 2 | 3=17] 3= i- | T . AaBbCcDc¢

3 —
f B 7 U ~ abe x, X* N~ 3y o A - Recently Used Bullet® i
d Font - , ® |
—_— — |
w X el G 0. (TS
0 o 5~ Bullet Library ,
Documen P ~| | o 1 >
- None ) O ] = “.
0| = | a w -
o | = =
s document - s
s not -
itain i ; Document Bullets
1dings. s Time and Le |
3 | -
create ; - su ‘ ’ S
‘igation 3 |
s, create i = Plar = change List Level >
idings in {
Ir dogcument __, = lun Define New Bullet...
applying ]
iding Styles. = HRA Staff Resources

e Employee Self-Service
e CityTime

e e Payroll Administration
e Recruitment

i e Training
HRA Benefits

> NYCERS
> 401k
> Life Insurance
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Inserting Images as Bullets for a List of Items

In the latest version of Microsoft Word, you can use images as bullets by adding an image to your
Bullet Library on the Paragraph panel under the Home tab.

1. You can use any image or shape you want to add in your Bullet Library. First, make sure your
image or shape is saved as a picture-whether it's a png or jpeg. Right-click on the image or shape
and select Save as Picture. If you choose an image, you will also see options for image styles and
formatting. See examples below.

éﬁv (I/qv ’?v E== rl‘_—.l_'l = @VH
] ) Behind Bring to |In Front style Crop
Style Fill  Outline Text Front | of Text |
|Eﬁf| | Search the menus
Search the menus | A cut
A Cut (& copy
Ela Copy ﬁ:‘l P-aste[)ptions:
& ros 0ot i
00 Paste Options:
Z ¢/ Change Picture
7 & 5 Crang ,
Add Text
{3 Edit Points
@ Link >
T, Bringto Front b
Save as Picture...
[mE]
Th Sendto Back >
u] = Bl Insert Caption...
@y Link > o Wrap Text >
Save as Picture... E] View Alt Text...
E Size and Position...
cﬂv Format Picture...

2. Let's say you are creating a brochure on Cancer Awareness and you want to use pink ribbons as
bullets instead of the default circle bullets in the Bullet Library. First, select the list of items you
want to apply the bullets to. See example below.

Types of Cancer Treatments as reported by NCI include:

Biomarlker Testing - Before choosing the best cancer treatment, you and your doctor should
use biomarkers, also known as tumor markers, that can help you look for genes and other
substances.

Chemotherapy - This type of cancer treatment is commonly used to kill cancer cell. It is
essential to consult a doctor to learn how to manage treatment with chemotherapy.

Hormone Therapy — For breast cancer and prostate cancer, this treatment is used to stop the
growth of cancer cells.

Hyperthermia - This is used as a cancer treatment to heat up the body tissue to a high 113°F to

kill cancer cells without causing damage to normal tissue.
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3. In the Hometab, click on the Bullets drop-down menu, and select Define New Bullet. See
example below.

Home MewTab Inset Draw Design  Layout References Mailings  Review  View  Develop

|Gadugi 2 oA A A A [EESE EE2Y
B I U+~ a3 x, ¥ A~ &+ A Recently Used Bullets
< : - <
d N Fant I \
Bullet Library
’ i
MNone \ . ::} x ®

DI«LO’#}/

Document Bullets
% T,
. \ ® O | ”
£2= Change List Level »

Define Mew Bullet...

4. On the Define New Bullet pop-up box, click on Picture under the Bullet character section. You
will see another pop-up box that will ask you to select the saved image from the File folder on
your PC, web image, or OneDrive . After you find the image you saved, click OK.

Define Mew Bullet u -

Bullet character |
symbol.. | [ | Insert Pictures
Alignment:
Left
oreui M From afile B
Tevieww
Bing Image Search
N b sngimag
A Y
& OneDrive - Personal B
N\

OK | | Cancel
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5. Click on the Hometab. On the Paragraph panel, click on the drop-down arrow next to the
bullets icon located on the Microsoft Word ribbon. In this case, the pink ribbon is selected.

. —— e - S

= —_— v VJ“:V £= E A” Q @w E’]B 8'_1

Ao Bullet Library Create PDF  Create PDFand  Request [

AY A e and Share link Share via Outlook Signatures
=l | ™ LA x x @ Adobe Acrobat

O = % & » vV

Document Bullets
r treatment, you and your doctor should

x x & can help you look for genes and other

ommonly used to kill cancer cell. It is
nt with chemotherapy.
this treatment is used to stop the

Define New Bullet...

Hyperthermia - This is used as a cancer treatment to heat up the body tissue to a high 113°F to
kill cancer cells without causing damage to normal tissue.

Photodynamic Therapy - Another way to treat abnormal calls is by using photodynamic
therapy, which kills cancer activated by light.

6. The pink ribbons are applied as bullet lists on the selected paragraph. See demonstration below.

Types of Cancer Treatments as reported by NC| include:

R Biomarker Testing — Before choosing the best cancer treatment, you and your doctor
should use biomarkers, also Known as tumor markers, that can help yvou look for genes

and other substances.

R Chemotherapy — This type of cancer treatment is commonly used to kill cancer cell. It is

essential to consult a doctor to learn how to manage treatment with chemotherapy.

R Hoermone Therapy - For breast cancer and prostate cancer, this treatment is used to stop

the growth of cancer cells.

R Hyperthermia - This is used as a cancer treatment to heat up the body tissue to a high

113°F to kill cancer cells without causing damage to normal tissue.
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Inserting Table of Contents

When putting together a guide, manual, presentation, or report, having table of contents can help readers
quickly find what they need to look for. With the newest version of Microsoft Word, you can now insert
table of contents automatically without having to manually type in and align the titles with the page
numbers. According to NYC-HRA-DSS Office of Policy and Procedures, the font for Table of Contents and

documents must be formatted as Arial font type, size 12 pt.

Inserting and Formatting Heading Styles and Page Numbers
First, you will need to have headings and subheadings to categorize your content using the Sty/es heading

gallery under the Home tab of the Microsoft Word ribbon. In this example, a document was created for
the topic “What You Need to Know About Willpower.” There are headings and subheadings on this manual.

1. Before you automatically insert 7able of Contents, choose a heading format for each
heading or subject located in the Sty/es gallery under the Home tab on the ribbon. While
the heading styles are preformatted with a specified font, the font type can be modified
using the Fontformatting tools under the Hometab. For instance, Heading 2 is preformatted
as Arial Narrow font type, but the font type can be changed to the regular Arial font when

the heading style is applied.

Home MNewTab Insert Draw Design Layout References Mailings Review View Developer  Acrobat

& |_Ar|aIBIack 9“_13 V|AA A Aa~ /50 == =~ EE 32 %l T .
-3 (B)r Uu-w x x A 2~ A~ E===|i=- &~ - Normal nospacing | Headim | Heading2  Headings |+

Styles ]

£l

I = Fant =] Paragraph

2. In the example below, Heading 1 was applied for the main headings of the document.
Heading 2 was applied for the subheadings. The font for Heading 1 remained as Arial
Black, but the font for Heading 2 changed to Arial, such as ‘Defining Willpower.”

e Mome MewTeb nser Draw Design Layour Refersnces Malings Review View Developsr  Acrobat
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3. Then go to the Insert tab on the ribbon and click on the Page Number drop-down menu

under the Footer drop-down menu, and choose which alignment you prefer, whether you
want the Left, Center, or Right alignment. You can also select the Page Number drop-down

menu or the E£dit Footer option under the Footer drop-down menu to format your page

numbers. See example below.

nsert Draw

s

Design  Layout References Mailings Review View Developer  Acrobat
r==1
[ HIH ]
 NDY QO Bl oi & © [h @
Pictures Shapes lcons 30 SmartArt Chart Screenshot  Online Link Bookmark Cross- Comment
v v Madels ~ v Videos v reference
lllustrations Media Links Comments

What You Need to Know about
Willpower:

The Psychological Science of Self-Control
hitps:/fwww.apa.orgltopics/personality/willpower

Many people believe they could improve their lives if only they had more of that
mysterious thing called willpower. With more self-control we would all eat right, exercise
reqularly, avoid drugs and alcohol, save for retirement, stop procrastinating, and achieve
all sorts of noble goals. Take, for example, the results of the American Psychological
Association’s annual Stress in America Survey. The survey asks, among other things,
about participants’ abilities to make healthy lifestyle changes. Survey participants
regularly cite lack of willpower as the No. 1 reason for not following through with such
changes.

Introduction

In 2011, 27 percent of Stress in America survey respondents
reported that lack of willpower was the most significant barrier
to change. Yet although many people blame faulty willpower for
their imperfect choices, it's clear they haven't given up hope. A

can be learned. Those respondents are on to something.
Recent research suggests some ways in which willpower can in fact be strengthened with
practice. On the other hand, many survey participants reported that having more time for
themselves would help them overcome their lack of willpower. Yet willpower doesn’t
automatically grow when you have extra time on your hands. So how can individuals
resist in the face of temptation? In recent years, scientists have made some compelling
discoveries about the ways that willpower works. This report will explore our current
understanding of self-control.

Lack of willpower isn't the only reason you might fail fo reach your goals. Willpower
researcher Roy Baumeister, PhD, a psychologist at Florida State University, describes
three necessary components for achieving objectives: First, he says, you need to
establish the motivation for change and set a clear goal. Second, you need to monitor
your behavior toward that goal. The third component is willpower. Whether your goal is

The nsuchaloaicnl science of self-rantral
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4. The sections and pages are set up for the table of contents. Go to the References
tab on your ribbon and click on the 7abl/e of Contents drop-down menu and choose an automatic
format. In this example, Automatic Table 2 was selected. See below.

|
File Home MewTab Insert Draw Design Layout References Mailings Review  View

& @ Add Text ~ ab‘ E‘] Insert Endnote i [F Manage Sources —_—
5 v : .
Table of Dl Update Tzble Insert 9 Next Foatnate Insert n} Style: |u‘ Change
Contents Footnote Citation ~ [T_'l) Bibliography ~ Provider~  C
Built-In Citations & Bibliography
- | Automatic Table 1
§ 1 Need to Know about
N Contents
| Headngs , Fd
b Heading 2. 1
i HEBAING o esesmsesernnened (0] Science of Self-Control
[ ra/topics/personalityfwillpower
.| Automatic Table 2

elieve they could improve their lives i
Table of Automatic Table 2 called willpower. With more self-control
rugs and alcohol, save for retirement, st

M| 2ot formattad with he Heading |- 7 goals. Take, for example, the results
1.3 styles nual Stress in America Survey. The sul

ts' abilities t0 make healthy lifestyle
k of willpower as the No. 1 reason for |

Heading L Aytomatic table contents (labeled

Manual Table

Table of Contents
T | Tvpe chaptertitie pewel 1) 1
- L T ——————————— . |
i Type chapter tite {level 3] 3
]
s

Type chaptar titie (avel 1)
u Tune chanter title level 21

In 2011, 27 percent of Stress
reported that lack of willpower
- @ Maore Tables of Contents from Office.com > to C_h_ange' Yet anhE]th_many P
3 their imperfect cheices, it's clea
i Custom Table of Contents... majority of respondents believe
can be leamed. Those respc
suggests some ways in which willpower
pther hand, many survey participants ref

E.‘;& Remove Table of Contents

5. Notice how the subtitles and page numbers are automatically in place. This saves time from
manually creating table of contents, and is a very useful tool for training manuals and brochures.

Table of Contents
What You Need to Know about Willpower: ...
Introduction ...

Defining Willpower
Delaying Gratification ... e

Willpower and Healthy Behaviors .....................

1
1
2
3
Is willpower a limited reSoUrce? ... A
6
Willpower, poverty, and financial decision-making ... B

9

Strengthening self-control ...

Key points and conclusions ... e 11

What You Need to Know about p i

Willpower: ,ﬂ( -

The Psychological Science of Self-Control
https:/fwww.apa.org/topics/personality/willpower

Let's say you want the headings for “What You Need to Know about Willpower” and "Introduction”
to go on the page 2 instead of page 1. In this case, you will first move these sections to page 2.
In the next set of steps, you will learn how to add a page by using Page Break under the Layouttab
and automatically adjust the updated page numbers only on the table of contents.
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H [ update Table...

File Home MNewTab Insert Draw Design Layout References Mailings  Review
-- Table of Contents
IR R N
----- . H : |What You Need to Know about Wil -1
I% D i = O t{f(’% = @1+ Introduction ) 1 Wha
Cover Blank Page Table Pictures Shapes lcons E) SmartArt Chart Screenshot = Or oo - .
Page~ Page Break - > - Models ~ > vi| Defining Willpower .. -2 Willg
) Delaying Gratification.................... 3
Pages Tables llustrations Is willpower a limited resource? ... 4 The Ps
Insert a Page Break (Ctrl+Return) What You Need to Know about Willpower: _..|Willpower and Healthy Behaviors .................. - hitps:liw
End the current page here and Introduction ... ..|Willpower, poverty. and financial decision-ma -8
ove te ge. : . i 7 Man
move to the next page Defining Willpower Strengthening self-control .. .9 " styeriz
= ) B ) Key points and conclusions . -1 ¥:
) Tell me more Delaying Gratification ... regularty
Is willpower a limited resource? ... all sorts
Associa
Willpower and Healthy Behaviors . i~ e 3 < P
n

Willpower, poverty, and financial decision-making .
Strengthening self-control ...

Key points and conclusions ...

What You Need to Know about

Willpower:

Word is updating the table of contents. Select one 3
of the following options:
Update page numbers only

Update gntire table

6. Insert a page break before the heading "“What You Need to Know about Willpower” so that it

will be on page 2 instead of page 1. Click before the first heading and select Page Break on the

Pages formatting options under the /nsert tab. See example below.

7. The heading for "What You Need to Know about Willpower” is now on page 2 but still shows

page 1 on the Table of Contents. Now the Table of Contents needs to be updated with the

correct page numbers.

Table of Contents
What You Need to Know about Willpower:

Defining Willpower

Delaying

Is willpower a limited resource?
Willpower and Healthy Behaviors

Willpower, poverty, and financial decision-maki

self-control

Lo oo s w N o

Key points and

What You Need to Know about
Willpower:

‘i {
=3
The Psychological Science of Self-Control
https:/fwww.apa i ower

Many people believe they could improve their lives if only they had more of that
mysterious thing called willpower. With more self-conirol we would all eat right, exercise
reqularty, avoid drugs and alcohol, save for retirement, stop procrastinating, and achieve
all sorts of noble goals. Take, for example, the results of the American Psychelogical
Association’s annual Stress in America Survey. The survey asks. among other things,
about participants' abilities to make healthy lifestyle changes. Survey participants
regularly cite lack of willpower as the No. 1 reason for not following through with such

changes
Introduction
F 1 In 2011, 27 percent of Siress in America surve,

¢. reported that lack of willpower was the most significant barrier

10 change. Yet although many people blame faulty willpower for
F‘ their imperfect choices, it's clear they haven't given up hope. A_
b majority of respondents believe that willpower is something that

4 can be learmed. Those respondents are on to something

Recent research suggests some ways in which willpower can in fact be strengthened with
practice. On the other hand, many survey participants reported that having more time for
themselves would help them overcome their lack of willpower. Yet willpower doesnt
automatically grow when you have extra time on your hands. So how can individuals
resist in the face of temptation? In recent years, scientists have made some compelling
discoveries about the ways that willpower works. This report will explore our current
understanding of self-control

Lack of willpower isn't the only reason you might fail to reach your goals. Willpower
researcher Roy Baumeister, PhD, a psychologist at Florida State University, describes
three necessary components for achieving objectives: First, he says, you need to
establish the motivation for change and set a clear goal. Second, you need to monitor
your behavior toward that goal. The third component is willpower. Whether your goal is

8. Click on the Table of Contents section on the document and select Update Table. In this case,
only a page number changed. Therefore, you select Update page numbers only.

Then select OK.
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9. The page numbers are adjusted on the updated Table of Contents. See example below.

@~ [lvpdate Table...

Table of Contents
‘What You Need to Know about Willpower:

What You Need to Know about KD {

2
2 2
Defining Willpower ............. 3 Willpower: m(
Delaying Gratificati 4 - ~
5
7
g

Is willpower a limited

The Psychological Science of Self-Control

https://www.apa lity/willpower

Willpower and Healthy Behaviors
Willpower, poverty, and financial decision-making
self-control 10 Many people believe they could improve their lives if only they had more of that

Key points and N " 12 mysterious thing called willpower. With more self-control we would all eat right, exercise
regularly, avoid drugs and alcohol, save for retirement, stop procrastinating, and achieve

all sorts of noble goals. Take, for example, the results of the American Psychological

Association’s annual Stress in America Survey. The survey asks, among other things,

about participants’ abilities to make healthy lifestyle changes. Survey participants

requiarly cite lack of willpower as the No. 1 reason for not following through with such

changes.
4 Introduction
P A In 2011, 27 percent of Stress in America survey respondents
¢ L reported that lack of willpower was the most significant barrier
!I to change. Yet although many people blame faulty willpower for
| their imperfect choices, it's clear they haven't given up hope. A

k majority of respondents believe that willpower is something that
4 can be leamed. Those respondents are on to something
Recent research suggests some ways in which willpower can in fact be strengthened with
practice. On the other hand, many survey participants reported that having more time for
themselves would help them overcome their lack of willpower. Yet willpower doesn't
automatically grow when you have extra time on your hands. So how can individuals
resist in the face of temptation? In recent years, scientists have made some compelling
discoveries about the ways that willpower works. This report will explore our current
understanding of self-control.

Lack of willpower isn't the only reason you might fail to reach your goals. Willpower
researcher Roy Baumeister, PhD, a psychologist at Florida State University, describes
three necessary componenis for achieving objectives: First, he says, you need to
establish the motivation for change and set a clear goal. Second, you need to monitor
your behavior toward that goal. The third component is willpower. Whether your goal is

You can also change the formatting style of your Table of Contents if you decide another style is
more ideal to display the structure of your headings and subheadings. This option is also useful if
you want to manually set up the Table of Contents. Below are a couple of steps to do this. Click on
the drop-down arrow next to Update Table and choose another style to format the Table of
Contents. Currently, the selected style for the Table of Contents is Automatic Table 2. It will be
changed to Automatic Table 1. See example below.

: B~ [Olupdate Table...|

Built-In
1
Vi Automatic Table 1
N contents e
Heading 1 = SO
Meading 2. 1
Sy e
V]

Vi Automatic Table 2

Table of Contents [

K Heading 1 1
Heading 2. 1
Heading 3 ..
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10.
See results below.

In this case, the formatting style changed from Automatic Table 2 to Automatic Table 1.

Contents

What You Need to Ko about Wil o et z

DD EILIEEIOI ettt et et et e et e s oo mes s e e s mn e emt e emn e et em s e 2
Drefining Wl O e e 3
[0 A e e Ly T s DT 4
Is willpower a limited resource? e 5

Willpower and Healthy Behaviors .o 7

Willpower, poverty, and financial decision-making ... 9
B =g gL Tt oo Ly ' | OO 10

Key points and conclusions. ... 12

11. The formatting can also be adjusted to any automatic style selected from the 7able of Contents

style library. You can first double-click inside the table to have quick access to the formatting

options or first select the part of the table you want to format and use the formatting options

under the Home tab of the Microsoft Word ribbon. In this case, the font was changed back to

Arial, font size 12pt, and the topic for “Contents” was centered. See example below.

= + [l Update Table..,

Contents

Defining WIlDOWET ...
Delaying Gratification ...
Is willpower a limited resouUrce? ...
Willpower and Healthy Behaviors......................
Willpower, poverty, and financial decision-making ...
Strengthening self-control ...
Key points and conclusions ...

| il

v‘||-12 v

B I U Z2- Ay iz

AN ;glfv -Ltj

-

Styles

—_— rT=_ —
_— = pr—
Mew Line and .
Cent Justif
Comment | Enier Paragraph Spacing Hsty

Search the menus

J

Paste Options:

2 (&
Font...

Paragraph...

Synonyms

I} Read Aloud

5 Translate

Link

MNew Comment
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Editing the Footer by Moving Page 1 to Another Page

Because the Table of Contents automatically starts on page 1, the footer will show that the first

page starts with the Table of Contents. However, the footer can be edited to have page 1 start on

another page. This way your content begins at the correct starting point of your document while

the Table of Contents is independent from the structure of your document while displaying the

structure of the document itself.

1.
2.

3.

On the first page of your document, place the cursor at the end of the content or paragraph.
Then click on the Layouttab and select the Breaks drop-down menu.

Next, select Next Page under Section Breaks. This will allow you to customize the layout,
including headers and footers on each page with a section break. See examples below.

On the Page numbering section under Page Number Format, select the Start at option and
enter the number 1 or use the up and down arrows to automatically input a page number.
Then select Ok.

Design  Layout References  Mailings Review  View Developer Acrobat Header & Footer

F f . [Z] Previous [_| Different First Page £ Header fro
1 &

Quick Pictures Online Go to E'_} Mext (| Different Odd & Even Pages E Footer fror

Parts ~ Pictures  Header |'E| Link to Previous [+] Show Document Text 51 Insert Alig

Insert Mavigation Options
|---|---'_|---|---1---|---2---|---3-_L-|---4---|---5---|----E~---L_'u---|---

resist-in-the-face-of temptation?- In-recent-years, -scientists-have-made-some-compelling
discoveries- about- the- ways- that- willpower- works. - This- report- will- explore- our- current
understanding-of-sefi-control

Lack- of- willpower- isn't- the- only- reason- you- might- fail- to- reach- your- goals. - Willpower
researcher- Roy-Baumeister,- PhD,-a-psychologist-at- Florida- State- University - describes
three- necessary- components- for- achieving- objectives:- First,- he- says,- you- need- fo

establish- the-modivation- for-change-and-set-a-clear-goal.- Second, - you-need-to-monitor
your-behavior-toward- that- goal. - The-third- component-is-willpower. -Whether-yvour-goal-is

Footer -5ection 2- S5ame as Previous

-'.I'."Je-ps}-'chofag.fn:a.'-sc.ience-nf‘:,ﬁl'}r'-canrm.'ﬂ
kL

On the next page, click inside the footer. Under the Header and Footertab, deselect Link to
Previous on the Navigation section.

Delete the page number on the first page. In the example below, page number 1 was
deleted on the first page that has the Table of Contents.
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7. Then on the next page, click inside the footer. On the Footertab, select Format Page
Numbers under the section for Page Numbers.

File Home MewTab  Insert Draw Design Layout References Mailings Review View Developer Acrobat Header & Foote

B @ @ EIﬂ E Eé |:| |_E|<_Previous [ Different First Page gHeader

IS L . 7T S =
Header Footer  Page Date & Document Quick Pictures Online Got j0dd & Even Pages Ly Footerd
. - Page Number Format ?
~ ~  MNumber~ Time Info~  Parts~ Pictures = Head ~ icument Text ﬂ Insert £
Header & Footer Insert MNumber format: |1, 2, 3, ... |E| Options
= | |
' ' I_—1] : |:| Include chapter number | (=l '
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wes and | Page numbering willpowrer in
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We have psolve, self-
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e
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8. The page number on the second page where the introduction of the document begins is
now page 1 instead of page 2. See example below.

9. Now that the page numbers have changed on each page of the document, the Table of
Contents must be updated again showing page 1 starting in a different section while the
Table of Contents is the only page that does not have a page number.

C 1

| IR IO ---|---1---|---I-l---|---3-_L-|---4---|---5---|---6---L_'I_I---l---
L L LI
changes.
Introduction

In 2011, 27 perced FOr  this  example, the page

e reported that lack . .
to change. Yet alfh numbering will start at 1 for the

thedr imperfect cho Second page'

nainsity of respond

: can be leamed. . -

Recent research suggests some ways in which willpowrer can in fact be sirengthenad with

practice. On the ather hand. many sureey participants reporied that hawing more time for

themselves would help them owercome their lack of willpower. Yet willpower dossn't

automatically grow when you hawe extra fime on your hands. So how can individuals

resist in the face of temptation? In recent years, scientists have made some compediing

discoveries about the ways that willpower works. This report will explore our current
understanding of self-control.

Lack of willpower isn't the only reason you might fail to reach your goals. Willpower
researcher Roy Baumeisier, PhD, 3 psychologist at Florida State University, describes
three necessary components for achieving objectives: First, he says, you need fo
: muatinn for change and set a clear goal. Second, you ne -
Footer -Section 2- @ - = == ¥ Same as Previous

| The pspchiodagion! science of self-controd

LR
2
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10.  Click on the Update Tableicon on the table with the Table of Contents. Since the page
numbers only were shifted, select Page numbers only. See example below.

Paragraph la Styles M Adobe Acrobat

||||||||E|||||1|||I|||-.||||I|||1|||I||||||I||| IIE“IIl-.LlIIIIIII
| Update Table of Contents ?

‘Word is updating the table of contents. Select one
- of the following options:

':i':'EUpdate page numbers only —[

) Update entire table .
2
3
4
5
7
g

What Y
Introdug
Diafini
Delaying Sratmcaton
|5 willpowner & Imited rESOURSET .. e
Willpoweer and Healthy Behawiors .
Willpowesr, powverty, and financia] decision-miaking ...
Strengthening self-contral 10
HKzy points and conclusions 12

]

Ok Cancel

11.  The Table of Contents is updated again, and this time page 1 starts with the
introduction on the second page. The standard formatting for font type Arial, size 12 as
part of NYC-HRA-DSS Office of Procedures style guidelines must be maintained as
shown in the examples. See result below.

- « [l Update Table...

Contents [
What You Need to Know sbout Willpowear:

g LT
Ty e e L
Oelaying Gratification ...
Is willpowier & limibed resoUrCE T e

I U % P
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Video on Removing and Editing Page Numbers

Below is a video for editing documents with a demonstration on how to shift and adjust the orderly
placement of page numbers on a document. This step is very useful to organize page numbers for the
Table of Contents as demonstrated in this Microsoft Word user guide for inserting and managing Table

of Contents.

https://www.youtube.com/watch?v=FH4Bm37Khvw&list=PLxOpLKN7tdenskvagJkCG5tMm7qgOTI60OZc



https://www.youtube.com/embed/FH4Bm37Khvw?feature=oembed
https://www.youtube.com/embed/FH4Bm37Khvw?feature=oembed
https://www.youtube.com/watch?v=FH4Bm37Khvw&list=PLxOpLKN7tdenskvgJkCG5tMm7qOTl6OZc

Adding Watermarks

Watermarks from Microsoft Word help you to label your document and let the reader know the
developmental stage of your document before finalizing its submission, or alert the reader to know
what the rights are when handling or reading information on your document. For example, if a
document has 'Confidential’ as the watermark inserted into the document, the reader will know not
to disclose confidential information on that document to anyone who is not entitled to know about
that information. Another popular example of using watermarks is when submitting drafts.

If a document has 'Draft’ as the watermark, the reader would know the document either needs to be
reviewed or is in process of being updated with changes or additional information.

Below are steps to insert a watermark on your document:

1. You can add text to label documents known as Watermarks. For example, the
Design tab is used to insert a Watermark for this form known as ‘Confidential.’

HE-D R -

Layout  References  Malings  Review  View  Developer

Title

|
Smith, John

Documentl - Compatibility Mode - Word

Q Tell me what you want to do

Tme Title TITLE

Title
oo

Human Resources Administration

Address:
1544 Bothgote Avenue
Bronx, NY10453

Home Phone: [ 718 ) 2345678

Address:
150 Greenwich Street
New York, NY 10007]

o

Sometimes watermarks are also needed to display information that is essential to support
the purpose of a document, not just the document itself. . For instance, a procedural writer
develops content about a policy or an update on a policy, and it includes a description
about a form or another document. The procedural writer can customize a watermark using

a page label for ‘Sample’ or ‘Copy.’
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Tables

Tables are helpful to use for displaying data such a list of names, items, and numbers. They are made
up of rows and columns. Columns are used to divide rows into different categories such as subject,
name of item, etc. Rows are used for entries within each column. Tables can be used for other document

purposes such as designing forms and page layouts. Tables can be inserted or drawn. In the examples
below, a table is drawn.

1. Go to Insert on the ribbon and click on the table icon.
2. On the 7abledrop-down menu, select Draw Table.

& =~ 20

Layout References Mailings
B Cover Page -~ = I i <> b i
222 |l y gk < |
Table Pictures Online Shapes Icons 3D  SmanAnt Chi
Page Break - Pictures - Models -

‘] Blank Page

Pages Insert Table Hiustrations

e[S Wor

ou can even draw diagonal lines >w to Inse:

Go to New doc

3. A pencil image will be displayed. Click and drag the pencil across your document. You can
drag it up to the size you want for your table.

4. After a table is inserted or drawn onto your document, the 7able Design and Table Layout
tabs automatically appear on the Microsoft Word ribbon. See example below.

Acrobat I Table Design  Table Layout I

e —II—_=| % = T View Side by Side % L%:_‘ E

Pages

MNew  Arrange  Split Switch Macros | Properties
ith Window  All Windows ~ -
Window Macros | SharePaint
-&E---.---l---u"-2---.---3i_$-|---4---|---5"-.---e---.x--

Table is Drawn

/

5. The 7able Design tab contains the tools you need to format table borders, such as border
colors, color shading for rows and/or columns, and adjusting borders styles. On the 7able
Layout tab, you will see tools to resize, add, or remove borders, tables, rows, and columns.
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6. If you want to delete any cells, rows or columns, click on the 7able Layouttab and point

to where you would delete the row or column and select the Delete icon for rows or
columns.

7. You can insert rows above or below and insert columns in right or left direction by first locating
your arrow to where you desire to insert a row or column. The row or column to where you
want to insert a row or column should be highlighted. Then you can either right-click to make
your selection or click on the 7able Layouttab to insert a row above or below or insert a column
to the left or right. You can use these steps to delete a row or set of rows. See example below.

Design  Layout References Mailings Review View Developer Acrobat Table Design Table Layout |2 comments
] E:l\é B Insert Row Below EMergecens  [[o4  J|0F  [E|[cotbrigoay ~|12 <A A" ¥ EH- R~
:2 Insert Row &H Insert Column Left =2 Split Cells E ; | B =] b4+ | Insert Delete
Above [ Insert Column Right  F Split Table = AutoFit ~ Jx Formula
Rows & Columns ] Merge Cell Size ] | Search the menus | Data
(B TR - SN BURCRCIS SCRCEEIN BURae.. SCRCRE BERCECE: JCRCEEIN BERREEIE SRR S ERCRE SRR B
;? Review selection in Editor
& Cut
@ Copy
Lk

Human Resources Administration (HRA) Employee List (B Paste Options:

e v &
sz | o >
_ 530,000 Delete Cells...

Border Styles >

l’i Text Direction...

E Table Properties...

8. In the 7able Design tab, you can add or remove border lines. The Borders has drop-down
menus that also allow you to select border line size and border styles to apply to your rows
and columns. You also have the option to use the Border Painter by first selecting a border
style and then clicking on the Border Painter to instantly apply a border style on a row or
column. In addition, you can select one of the table styles on top of the 7able Styles panel to
design your table. See display below.

View Developer Acrobat Table Design  Table Layout

----- oo - EEEEE EEEEE EEEEE EEEEE EEEEE === |- | = T — {—
ZZzzz Zizzz:z BEEEHE EEEEE czc-zz EEEEE EzEz:= ==l=== Shading  Border | ! Borders Border
J h Styles~ [Z pen Color ~ v Painter
Table Styles Borders ]

[ T T T T R S T - L R S ST S SRR RN SRS S S SR T S R ST NN - SRR A (R
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Inserting and Formatting Objects

Types of objects you can insert on your document include tables, pictures, charts, screenshots, media,
text boxes, and symbols. They are the visual aids that connect with the message you are presenting to
your audience. In addition, you must know how to use your objects. As discussed in the section for
Understanding Document Design, applying the right principles, such as contrast, repetition, alignment,

and proximity, the visuals you use and how well you use them will result in gaining positive feedback
and attention from your audience.

Adding and Formatting Text Boxes

1. Toinsert a text box on your document, click on the /nsert tab on the Microsoft Word ribbon, and
select the 7ext Box drop-down menu. See example below.

Insert Draw

Design  Layout  References Mailings Review View Developer  Acrobat
o — X T 0 |TA]
I NDY QO Bl bp B o h B3 @ O3 @ (A
ible Pictures Shapes lcons s} Smart&rt Chart  Screenshot Online Link Bookmark Cross- Comment Header Footer Page Text
- - - Madels ~ - Videos - reference - - Murnber ~ Box ~

ales

INustrations

IMedia

Links

Comments

Header & Footer

If you prefer to customize a text box, you can insert the Simple Text Box style under the Text Box
drop-down menu. See screenshot of text box below.

£ Signature Line  ~
A A= B T O
Text | Quick WaordArt @Date&Tlme Equation Symbol
Box > | Parts ~ ~ El:lObject v ~ ~

Built-in -

Simple Text Box Austin Quote Austin Sidebar

The 7ext Box drop-down menu consists of various text
box formatting and design styles. You can choose the
best one that goes with the presentation of your
document or customize a text box use text and shape
formatting tools.

Banded Quote Banded Sidebar Facet Quote

Facet Sidebar (Left) Facet Sidebar (Right) Filigree Quote

@ More Text Boxes from Office.com >

Draw Text Box

=)
=
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You can type and highlight the text you entered in the textbox. To format the text and/or the
text box, right-click after you highlight the text to be able to select formatting features, such as
font type, font size, font style, text color, text effects.

To format the text box, you can click on the text box, and right-click to have quick access to
shape formatting options as well, such as shape color, shape effects, and shape size.

Developer  Acrobat ShapeFormat

7 ShapeFill ~ A Text Fill ~ |4 Text Direction ~
I [Z shape Outline ~ A A A Text Outline~ [+ Align Text ~
&) Shape Effects ~ [\ Text Effects ~ @3 Create Link

] WardArt Styles ] Text

I S N S I S I I IR - R

-~ v

'_|||
H

[Grab your reader's attention with a great guote from the document or use this
space to emphasize a key point. To place this text box anywhers on the pags,
just drag it.]

)
ot

aptos Boay)  ~[16 | AT AT <Y Az~ ] = =
Line and .
Justify

a—  —
w om— e 2— w  Styl
. I U &~ ﬁ = i= tyles Paragraph Spacing

| Search the menus

A& Review selection in Editor

d\';. Cut
(& Copy

f"I:I Paste Options:

i

A Eont..
=% Paragraph...

Synonyms >
5% Translate
& Link >
]
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per Acrobat Shape Format

<M Shape Fill ~ A Text Fill ~ |/} Text Direction ~ F‘ H| s Ly
_ . . _ . . =] — — ,
- Eﬂhape Outline ~ A A f’_‘@ul‘_'-. - &Tﬂ{t Outline ~ [ Align Text ~ Alt Position Wrap |__I|:|
&/ Shape Effects ~ [ﬂ Text Effects ~ ] £2> Create Link Text v Teut ~ |:'_||;u !
& WordArt Styles | | Text Accessibility
-|---1---|---IJ_---|---]---|----4---|---5-|-_I ASW >
Mo Glow
Office of Policy, Procedures, and Training (OPPT)
Glow Variations
Medical Assistance Program (MAP)
In this example, text and shape effects were applied. [Gmw: 11 point: Orange, Accent color 2]
An outer, orange-colored glow effect was applied to Fa\ '\’
the text. A red shape color, shape outline, bevel, and
shadow effect was applied to the text box using the More Glow Colors 3
Shape Format design tools under Shape Outline and
. . [] Glow Options...
Shape Effects, on the Microsoft Word ribbon.
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In addition to text and shape formatting options, you have options to choose special text direction, alignment, and insert text links
using the Text design tools located under the Shape Format tab on the Microsoft Word ribbon. See screenshot of 7extand Shape
Format document design tools below.

Review View Developer Acrobat Shape Format

A ractinn v - 5 p——— i
l¢ Text Direction ,_:El e |:I|J Bring Forward

[ Align Text ~ [ Send Backward

Alt Position  Wrap
L2y Create Link Text v Text il Selection Pane
Text ccessibility Arrange

- . r . - . o

Developer  Acrobat  Shape Format

£ ShapeFill A Text Fill ~ ' Text Direction ~ [~z
Abc ~ E Shape Outline ~ A A ~ &Text Outline ~

The screenshot on the left

shows different text alignment

@ Shape Efecs - P ABC|  Horizontal and layout you can apply to
5 WordArt Styles & the text in your text box. There

(I I R A B A T IR S B S BRI S IR IR ORI . .
% Rotate sl text 90° are also other Text Direction

options to choose from..

Rotate all text 270°

ABC

.
Office of Policy, Procedures, and Training (OPPT) 14 Text Direction Options..

Medical Assitance Program (MAP)
O
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You can also change the word style for the selected text on your text box.. If you look in the Styles
gallery on the Microsoft Word ribbon, there are different pre-formatted styles you can shoose from. For
the example below, the Book title format was applied to 'Office of Policy, Procedures, and Training
(OPPT)-Medical Assistance Program (MAP).

|Aptos Boay)  ~[[16 ~| A" A" Y )‘f'_‘néy = = ﬁ
= 1— Line and Shape
Y 7 ﬁ Vo= Styles B Paragraph Spacing  Fijl| ~

Normal No Spacing Heading Heading 2
T itle Subtitle Subtle Empha  Emphasis

Intense Emph Strong Quote Intense Quote

SUBTLE REFERE INTENSE REFER | Book Title | ListParagrapt

A,_ Create a Style
.‘5@ Clear Formatting

A_) Apply Styles...

The Format Shape options has advanced formatting features, such as 3D rotation, shadow effects,
reflection, and other filters as well as basic shape formatting features. See example below.

L) & Shape Effects ~ L) [ Text Effects ~ L& Create Link 18Xt M IBXT ! Selection Pane
] WordArt Styles G Tavt Arreceihilitu Arrange
=
|---‘:|---|---1---|---2---|---3---|---4---|---5-|_|-|---|---| FﬂrmatShap-e v %

Shape Options Text Options

& (0] =
¥ Shadow a

> Reflection

> Glow

> Soft Edges
> 3-D Format

In this example, the 3D v 3-D Rotation

rotation was applied along Presets

=)

i

with a shadow effect from the XRotation |3255° .| P.e"p“ti“:mm“Rigm”m”p]

|

Format Shape options. Y Rotation | 8.1° 2]
Z Rotation | 29" - |

|

4

n .- | on= ~

‘wmc
v (@] (&) [2]
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Editing Images and Shapes

Microsoft Word has many options that allow you to edit images which include rotating, scaling,
cropping, applying filters, removing backgrounds, grouping, and adding special effects. It all depends
on what you feel will make your image stand out. Keep in mind that any edits you make must still allow
your content to be readable and be able to connect with the purpose of your document. In other words,
your visuals must be clear and concise as well as the message.

Let's dive into image-editing tools. On the Microsoft Word Ribbon, click on the /nsert tab. Select the
Pictures drop-down menu.

Once you insert your image from either your device or from the web, the Picture Format tab should
appear on the Microsoft Word ribbon. See example below.

Insert Draw Design Layout References Mailings Review View  Developer  Acrobat

1D Y U Bl of BB @ [ @

Pictures| Shapes lcons 3D SmartArt Chart Screenshot Online Link Bookmark Cross-
~ ~ Maodels ~ - Videos - reference

'5 Insert Picture From lustrations Media Links

'_lu .
F This Device... =

Fal Stock Images...

F& Online Pictures...

Insert Draw  Design Layout  References  Mailings Review View Developer Acrobat Picture Format

E E|g E|§ B Compress Pictures | z Picture Border ~ F‘

slor  Artistic  Transparency &4 Change Picture ~ Pl P} — | P e = E E @ < | & Picture Effects ~ Alt

v Effects ~ e {7 Reset Picture  ~ J @5 Picture Layout ~ Text
Adjust Picture Styles M Accessibility

fooofood NEEEE TR PR RS PN PN P R -SRI

=X
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Style

Crop

Search the menus

&
Ik
in

¢

3 I

& i &l

Cut

Copy

Paste Options:

n
& [

Change Picture

Link

Save as Picture...
Insert Caption...
Wrap Text

View Alt Text...

Size and Position...

Format Picture...

In addition to the Picture Format options, you can right-click on the
inserted image and have access to other image-editing options, such
as copying, pasting, adding links, formatting, adding captions,
cropping, changing styles, alignment, adjusting width and height,
and changing image. The picture on the left is selected and displays
these options.

Before moving or positioning an image on a document, you must
first choose a Wrap Text option, which is the icon showing an arc
within the blue lines displayed to the right of the image. Positioning
or wrapping an image is similar to any inserted object on a document
as described in Inserting and Formatting Objects. After you position

the image or choose a Wrap Text option, you can freely move the
image around the document and still make formatting adjustments
at any time.

For this example, the Size and Positionis selected. This option is used
commonly by Microsoft Word users to adjust the height and width
of an object. The circle with an arrow located on top of the selected
image allows users to rotate an image by using the mouse of their
device to drag the arrow to any direction they prefer.
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In the example shown to the left, the image is rotated
to a 350-degree angle. This adjustment can be done
using the Rotate Objects tool located on the Arrange
formatting tools under the Picture Format tab on the
Microsoft Word ribbon.

TZ[ I [IHeight: [3.3" 2
Crop Swidth: [495° 7|

Size I

Note: The Picture Formatimage-editing tools is enabled after you click on the image you want to format.
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Acrobat

1 E_ppictureBorderv
] ~== [~—— —
E A |§| @ @ g |Q Picture Effects v |
» = Preset
Picture Styles
o T 1 | 2 | + 3. | 4 | 5 —
= Shadow
E Reflection
=] Glow
Soft Edges
\ é Bevel
pre
o " "
50 2 3-D Rotation >
o e
é
e ‘ Y
_:‘ —
R e
—
> o=

Picture Format

\

\

If you right-click on the picture, you will see
other image-editing tools, such as:

Link — to insert a web or file link on
the picture or image.

Insert Caption - to insert and
display a brief description or label
the picture or image.

Crop - to trim an image to display
certain objects and/or omit other
objects within an image.

Wrap Text - Image-alignment
options to position an image
around other content.

Style — a set of picture frame and
picture effects that add style to an
image, also found under Picture
Format style options.

Under the Picture Format section on the Microsoft
Word ribbon, you can explore various picture styles,
image filters, and picture effects to apply to an
image or photo on your document.

Types of picture effects applied to the picture on
the left are picture border color, glow effect, and
picture reflection.
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& Cut
[@® Copy

E)['] Paste Options:
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Save as Picture...

Insert Caption...
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Wrap Text >
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Size and Position...
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The Format Picture options contains the same image-editing tools as Picture Format options on the
Microsoft Word ribbon. In the image shown on the right, there are various picture formatting used that
was used to filter the picture on the left. For instance, the recoloring effect was applied, which replaces
the original coloring of the picture as shown in previous examples.

? Format Picture v X
5 S O @ (e
Brightness/Contrast &
Presets ‘ : "‘
Brightness —+— ‘0%7*‘
Contrast —+— | 0% ‘
O v Picture Color
Color Saturation
Presets ‘ E'g "‘
Saturation —+— | 100% g |
Color Tone )
Th. I h h | Presets 1 Elg "‘
is example shows how color e (e
adjustments were applied to Recolor D
= a W o | . s BY e
the picture using the Picture LBt el g oy iy L]
. v Picture Transparency B I L= e = 3
Color formatting tools under e P PR AR PAR TR A Ta
:

the Format Picture image-
editing panel shown on the
right to the picture.

O

0

Q

In this example, the Picture Transparency effect was
applied. For many picture formatting features such
as this transparency effect, you can either use the
slide bar or input a percentage that will measure
the visibility of that picture effect.
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0 O

O O O
Other picture formatting options
include  special  image-cropping

effects and image-wrapping options
that help to organize and create
interesting focal

points of your

document.

In the screenshot shown on the left,
the recolored picture was cropped
into a shape known as the Speech
Bubble: Oval. This option is in the Size
section under the Picture Format tab
on the Microsoft Word ribbon.

e~ |'=' Align ~
~ 0 g 4F
Wrap Selection
Text ~ Pane - Rotate~
Arrange
Rectangles

HoboboOooodg

Basic Shapes

OANOTOLOOSOCOROEROE
GCodJdorky 00O
O®~LHOORREGCON(]
I O

Block Arrows

oftdoeo P
CEouvunm=D >[4 h
D e

Equation Shapes
=8 =57
Flowchart

Oo<c /U0 oocavyw
OUdd®@e X & AVAD
Qe 0O

Stars and Banners

Te ook 4 Vo xR O I B
RS g 3 i A

Callouts
A O3 . 000 A7 A3 d3 43 A7

i A0 ’[Speech Bubble: Oval]

Z DHEIght |33
Crop | 55 width: |4 9

L Crop

L_::'} Crop to Shape *
Aspect Ratio >

bl Fill

B Fit

- The actions or intera:
- Other relevant inforn

(1-2 detailed sentence:

A picture containing
people

Al-generated content

| Generate alt

[] Approve alt text @
[] Mark as decorative

Give feedback on this

In the next section, you will learn more about how to use image-editing tools for grouping

pictures, images, and shapes.
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Grouping Objects

There is no one-way to edit pictures, images, or
shapes. At times you may want to combine
shapes, images, and pictures together to form a
single message when developing or creating your
content. In learning the document design
elements of proximity, grouped objects assist in
developing the visual hierarchy of your
document. Keep in mind, this works with
grouping items that are relevent to the content.
Another example was shown in the Valentine's
Day Party flyer for Understanding Document

Design on page 4.

The screenshot on the right shows a crop-shaped
light, blue-filtered image with a group of people
communicating. Then there is blue colored
Speech Bubble: Oval in another position of the
document. Transparency was added to the blue
speech bubble. In this example, the shape will be

.~

Picture Format

(_)'qé,, Picture Layout ~ Text

cture Styles I Accessibility

T

Prvod e a B B e

-

Z Picture Border ~ l?‘ e
[ _ . El
|E| !-:::l. @ & Picture Effects - Alt Position

Send Selection
Forward ~ | Backward ~  Pane

|__||_‘| Bring Forward

|.|v_—| Comments | |é

= lign ~ H 1T Height

Crop
o Width:
21 Rotate ~ - 77

Size

rlj_, Bring to Front

% Bring in Front of Text

Bring to Front

Bring the selected object in front
of all other objects. |

RS- )

To place a shape or image in front or behind another object, go to the Arrange section under the
Picture Format tab, click on either the Bring Forward or Send Backward drop-down menu to move
the blue transparent shape on top or behind the light, blue color-filtered image. In this example, the

blue shape was placed on top of the light, blue color-filtered image.
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The blue speech bubble image is now placed on
top of the light, blue-filtered image, which is
also transparent to the blue speech bubble
shape. See image on the left.

Sometimes the purpose for grouping objects is to form one single object. In other words, visuals
assist other visuals in making connections to communicate a message to the audience. There are
two objects that will be grouped in the example below: the person model and the image-cropped
speech bubble. To group these objects, first click on one object. Then press the key and keep
it pressed while clicking on the other object. On the Group drop-down menu under Picture Format,
select Group to group the selected objects together.

Picture Format |+ Comments | | &7 Editing ~|

Eraweoser 3 B e By [g ) B U e T

m = | & Picture Effects ~ — i
— Alt Position Wrap  Bring Send Selection |-

™ Text v Text~ Forward ~ Backward~  Pane

op e, | |
L_Pj Group Group
Join objects together to move and ~

format them as if they were a
single objedt.

[ Accessibility Arrange

e
MOoU
T e L T S RIS BT - R S IR 1L Ungroup

This example shows how more than one In this example, the selected objects are
image is selected e by clicking on the objects grouped using the Group command under
and pressing the key at the same time. the Picture Format options.
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7 & Z

Style Fill  Qutline

Search the menus |

d\;: Cut
[@ Copy
|_ﬂ|f| Paste Options:

7 &

I Group b
i)
= TJ, Bring to Front >
% Sendto Back >
2y Link >

Save as Picture...

Insert Capticn...

4

o Wrap Text >

View Alt Text...

(i

Mare Layout Options...

& |l

Format Object...

Ink to Text

£
w®

Grouped objects can also be formatted using picture styles, colors, and filters. If you right-click
on the grouped object, you will see similar picture formatting, such as arranging, grouping,
and options to wrap text. You also have an option to Save as Picture and save a grouped
image as a jpeg or png.
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Types of images with removable backgrounds
in Microsoft Word

You may be wondering about the types of images you can use
to remove a background if you prefer your image to be in front
of another background. Images that have a solid white
background only can be removed using the Remove
Background tool under the Picture Formattab on the Microsoft
Word ribbon. Then you will see options to mark the shaded
areas of your image that you want to remove or keep.

File Home Mew Tab  Insert Draw Design  Layout References Mailings Review View Developer Acrobat  Picture Format

e Compress Pictures
,OH | * H P
Ed o Bd B2 g v | 2 2 [ TR s s
Remawve Corrections Color  Artistic  Transparency & ANgE Fieture é é é é é
Background - - Effects ~ > £ Reset Picture  ~
Adjust Picture Styles
I'I"E"'I"'l"'l"'l"'l'

File Background Removal View  Picture Format

Y @ W v

Mark Areas Mark Areas  Discard All - Keep
to Keep  to Remove Changes Changes

Refine Close

The pink-shaded white areas are either
removable or can be marked using the options
to Mark Areas to Keep or Mark Areasto remove
or keep parts of the shaded image under the
Background Removal options.
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Whether you select to MARK Areas to Keep or Mark Areas to Remove, you will use the pencil to click

on the shaded areas you want to recover and keep hidden in the shaded areas. See example of image
background edits below.

In this example, the pencil was used to

After areas were marked, Keep Changes
mark the parts of the image that needed to

under the Background Removal options

be recovered from the shaded area was selected to remove shaded, hidden
covering the background of the image.

areas and make the marked areas visible.
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Drawing and Converting Shapes

Apart from shapes being used to be grouped with images or frame images, they can stand alone to
help demonstrate the purpose of your document. You can edit shapes by adjusting size, color, and
using angles to form a shape into another shape. Shapes are used for multi-purposes for the
representation of data, such as infographics, symbols, icons, labels, and charts.

On the Insert tab, you will see the J/lustrations library, You will see a category of visuals you can use to
interpret data or any piece of information you demonstrate on your document. Below is a rectangle
shape inserted from the Shapes drop-down menu under the Hustrations library.

Insert Draw Design Layout  Reference —
2 < Layout Options X
[0y Shapes ~ = SrnartArt | |
Bictures ¥ lcons ]l Chart In Line with Text
“' €0 30 Models  ~ &1 Screenshot ~ M
Nustrations
With Text Wrapping
The shape inserted was formatted using Shape Fill under then
Shape Format options. In this example, a green color was applied O Maove with text @
to the shape. Other shape formatting tools you can use are Shape ) Fix positionon (@
Outline and Shape Effects. See screenshot below. page
See more...

Design  Layout  References Mailings  Review View  Developer Acrobat Shape Format

<7 Shape Fill ~

() (=) (=] [= =) |- A

&) Shape Effects ~
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5earch the menus
You can adjust corner points of any shape
A cut from the Shapes library. In this example, the
[® Copy green shape was selected. If you right-click,
[ Paste Options: you will see an option called £dlit Points. This
will allow you to click on any of the corner
[%;’ [-’—% points of a shape and drag either upwards,
Add Text downwards, or further left or right.

i 4, Edit Points

rl:h Bring to Front >
7 Send to Back >
2y Link >

Save as Picture..,

Insert Capticn...

St

- Wrap Text

View Alt Text..

Set as Default Shape
More Layout Options...

Format Shape...

Z & =

Style Fill  Outline

18]

e Joal =™

E More Layout Options...
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Not only do you have options to edit points on a shape, you can also
add corner points and edit the sharpness of any corner point. For
instance, you can use the Curved Segment option to keep a straight
corner point as you see in these examples or select to have a curved

corner point .

The shape below shows an added point to the
top-middle corner, and it was dragged
upwards to convert the rectangle into a
house-shaped icon.

Add Point

Open Path

Delete Segment

Curved Segment

Exit Edit Point

Set as Default Shape

% Format Shape...

E Maore Layout Options...

Style Fill

Z & 2

Cutline

o~
In Frant| Bring to Behind
| of Text | Front Text

=
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The example on the left shows other options, such as layout
and shape formatting options. As discussed in the Wrap
Text/Layout Options, you can align shapes around text and
other graphics to present information on your document.




Format Shape wooX

Shape Options Text Options

B O =

~ Fill

) Nofill

O solid fill

) Gradient fill

Picture or texture fill
) pattern fill

O >

Calor ‘ i “.

Transparency b—— | 0% :|

When you right-click on a shape, there are three formatting categories under the Format
Shape options:
\ Fill - This option allows you to apply color, outlines, gradients, and patterns to
shapes. In this example, a red color was applied to the shape.

\Effects — You can make shapes stand out more on your document using the £ffects
option. Types of shape effects you will find are Reflection, Shadow, Soft Edges, 3-D
Format, and 3-D Rotation. In this example, the Shadow, Reflection, and Glow
effects were applied to the shape on the right.

\Layout - The Layout options are located after the Effects options. If you right-click
and select Add Text to a shape, you can use the layout properties to align text to
the top, middle, or bottom of the shape. In addition, you can choose to rotate text
inside a shape vertically or horizontally.

\ Text Options —In addition to the Layoutoptions, you can use Text Optionslocated
next to Shape Options to format text using color, effects, and style adjustments.
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The Illustrations panel is also equipped with time-saving features that allow you to insert labeled
objects and icons that are designed and categorized to communicate information visually. For
example, if you are creating a report on health and medical information, click on the Zcons image
gallery (see image below) and you will find a set of icons under various categories. If you need to

insert an icon that supports medical information on your content, select Medlical/ on the top
navigation bar.

Insert Draw Design Layout References Mailings F

I NDG O B il o

ible Pictures Shapes lcons 1] Smart&rt Chart  Screenshot
- ¥ - Models ~ v

oles Illustrations

Insert an lcon

Insert an icon to visually
communicate using symbols,

Images Icons Cutout People Stickers INlustrations Cartoon People

/O Medical

~ ’0@
g O B 3 P H G B X 2 R

o O S %
X Y £y @& (A B @ e 0 WO
(D) As a Microsoft 365 subscriber, you have access to the full library of creative content. m Cancel

File Home MNew Tab Insert Draw Design Layout References Mailings Review View Developer Acrobat Graphics Format

L_C‘> F‘é i D_‘] Bring Forward ~ ~ L:_":' v 'El: I:[HF| ' »
Change D D W v EEN | postion W ‘DSendackward v BB~ Fose I
L -

Graphics Styles M Accessibility Arrange Size ]

1
€

-

~ Text~ Ll Selection Pane 2~

The screenshot above shows a category of icons from the Jcons image gallery under the Insert
tab. This example shows an icon selected under the Medical category. If you see the icon you
need for your document, select the icon and click on /nsert. After an icon is inserted into your
document, click on the icon and the Graphics Formattab appears on the Microsoft Word ribbon
to format an icon. As shown next to the Graphics Format screenshot above, a purple color was
applied to the selected icon.
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Connecting Visuals with SmartArt Graphics

On the Insert tab, you will see the Smart Art tool located on the Jllustrations panel. The Smart Art
tool aids in the design elements of proximity with multiple options to display relevant information
on a page with charts and diagrams. Charts and diagrams are used in a wide range of documents,
such as statistical reports, fact sheets, reference guides, manuals, and flyers. Smart Art graphics are
ideal in displaying charts and diagrams to present data in both a relational and sequential order.

SmartArt also contains predesigned infographics to help you demonstrate a step-by-step process
to help the audience complete a task or help them understand the level of importance when
presenting information. After you insert a SmartArt graphic, you will see options to format the
design of your graphics using SmartArt Styles, Format Shape, and Wrap Text options.

Home Mew Tab  Insert Draw Design  Layout References Mailings  Review View  Developer  Acrok

NeE B DS Q2 5 B @ W

Blank Page Table Pictures Shapes lcons 3D Srnartrt )| Chart Screenshot | Online Link Bookmark Cros

Page Break - - - Maodels ~ - Videos - refere
Pages Tables Illustrations MMedia Links
‘hoose a Smarthrt Graphic L-
Al _]
85 List EaTEaT| BEER £z -
2% Process _ =] - = =
¢ Cycle = 4 O Ed —_ =
; CEOE =3 [EEE
Hierarchy
Eg Relationship = = — - = =
. (=1 = [ = ] -
ﬁ} Matrix S
A Pyramid = 'EIJ T — Basic Block List
. =] [
Picture HIEln B - Use to show non-sequential or grouped
. blocks of information. Maximizes both
@ Office.com horizontal and vertical display space for

shapes.

The image above is a screenshot of the Smart Art Graphics gallery. Charts and diagrams are
categorized for different purposes, but they all function as a visual hierarchy to label and organize
information depending on how it needs to be prioritized to the audience’s goals and needs.
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On the left, is an image of a Hierarchy

== Layout Options X chart. This SmartArt graphic is useful
In Line with Text to create staff charts, which is widely
P~ used to show the level of
responsibility and workflow among a
With Text Wrapping .
group of employees in an
EACEE ATl organization.
N = A After you insert the Hierarchy chart,

you have access to layout and design
tools to format the style and design
your chart. For more details on layout
See more.. options, see section for Wrap
Text/Layout Options.

Acrobat  SmartArt Design  Format

f;e e T [% e D

Colors ~

SmartArt Styles

Above is a screenshot of the SmartArt Design tool, which offers a variety of styles and colors that
you can customize and apply to your chart or other graphics. In the image above, a style is
selected for the chart. Below are two snapshots of the SmartArt Change Colors options to adjust
the color scheme of your chart or any other graphic to edit and format text. You can click on the
Format options to customize font, font size, text styles, and text colors.

D) m om0 mm

Change| N N Em Em [ /[ HE B -
Colors ~
Primary Theme Colors -
I%I:I I%'I:I e
B B B
oot [Text]ff(TexIf(Text]

[ - - -
[ ] [ ] [ ] [ ] |
EEEE e RN S EE | 5
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[ ] )
Director Director
Supervsar
1

You can also customize and rearrange the order of the information you present on any SmartArt graphic. For instance, the
two images above show that the "Writer' title was selected and dragged upwards to connect besides the other title for
‘Supervisor.” If you wish to add another shape for other information, first select the chart and right-click to see options to
add shapes. See examples below.

rF » :
O Change Shape Director
1 add Shape > '-_- Add Shape After —

o [l Add Shape Before m
@ Link > | T2 Add Shape Above
1
ia?e - PiCturE“I E Add Shape EE'DH m m
= Add Assistant

fﬂ Reset Shape

E Mare Layout Options... |

< Faormat Shape... This example shows how another shape was added
' after the title for ‘Trainer’ using the Add Shape

P g,* L~ = B= option shown on screenshot on the left.

Style  Fill  Outline Mg:t'i“:i‘:“t ign ‘“‘L'Lf:
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Applying Wrap Text Options

A good way to support the purpose and of your document is by using Wrap Text as an option to align
an object close to the content that conveys a message or meaning. The Wrap Text features support

the design elements of alignment and proximity. You can wrap a group of items that form a

relationship to present the same idea and position them around the text that describes an idea while
they can be aligned besides or in the center of the text. This process was also demonstrated in the

Grouping Objects section.

Let's say you are preparing a notice titled New MAP Flash to go out to the staff and you want the NYC-
DSS logo to appear beside the title. On the /nserttab, select the Pictures drop-down menu. You will see

options to insert an image from a device, which is your Pc or laptop, stock images, or online pictures. In

this case, This Device was selected. See screenshot of the /nsert options below.

MARCH 1, 2024

New MAP Flash

Requesting Access to the HRA One Viewer

Viewer Manual.

Flash Number: 2024 MAP Flash-002

This Flash is being released to advise staff of the process fo request access to the
HRA One Viewer. It also contains the contact information for the MAP liaisons as
well as links to obfain the MAP HRA One Viewer Access Form and the One

MNote: HCSP supervizors must contact their liaisons to request access to the HRA
Cne Viewer for their staff members.

The 2024 MAFP Flash-002. Reguesting Access to the HRA One Viewer, is available on

eDocs for review.

and Informationals:

The following links provide access to MAP Forms, Desk References, Procedures

+ Forms — Client

+ Desk References i- Procedures i

+  Forms — Mon-Client

Insert Draw Design Layout References

+  lofarmationals

I [ @D S © = i

e Pictures| Shapes lcons 3D
~ V Models ~
les lustrations

Insert Picture From

b This Device...

kdl Stock Images...

Fé. Online Pictures...
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The Logos folder is where the NYC-DSS logo is located. In this case, you would click on the Logos
folder, select and insert the NYC MICSA LOGO-Color.jpg image file. See example below.

Mew folder
e Mame - Date moedified Type Size
6 Logos 10/21/2021 3:50 PM File folder
tion Re My Images /29,2026 4:06 PM File folder
El MY MICSA LOGO 2.jpg 7/23/2020 12:56 PM JPG File 127 KB
@ NYC MIC5A LOGO,jpg 4/27/2020 5:02 PM JPG File 26 KB
I @ MYC MICSA LOGO-Celorjpg I 10/14/2021 2:19 PM JPG File KB

The NYC-DSS logo instead appears at the bottom, but you can align it next to the title.

Next to the logo, is an icon that shows an arc within a set of lines. This icon appears as your Layout
Options. The icon is visible when you insert the image or click on the image. When you click on the
image, the Picture Format tab becomes visible on the Microsoft Word Ribbon. Similarly, the layout
options are also shown in the Arrange panel on the Wrap Text drop-down menu as shown in the example
of the New MAP Flash announcement below.

New MAP Flash

MARCH 1, 2024

Requesting Access to the HRA One Viewer

Flash Number: 2024 MAP Flash-002

Thiz Flazh is being released to advise staff of the process fo request access to the
HRA One Viewer. It also contains the contact information for the MARP liaisons as
well as links to obtain the MAP HRA One Viewer Access Form and the One
Viewer Manual.

Note: HCSP supervisors must contact their liaisons to request access to the HRA
One Viewer for their staff m Ers.

The 2024 MAF F to the HRA One Viewer, is available on

=:| Layout Options

i Choose how your object interacts
eDocs for review ] with the text around it.
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There are several different type of layout options to wrap your image to text. The Wrap Textdrop-down
menu under the Picture Format tab labels all the picture layout options shown on the Layout Options
icon displayed next to the inserted image.

o the HRAS——s : et
station ﬁ? Layout Options X
In Line with Text .
wing links provide access to MAF Forms, Desk For this |OgO to be placed
oms - Client . DeskRefersnces |+ P N beside the title, the layout
mEsherioan . ghmElatil With Text Wrapping option for In line with Text
A S S is selected.
N — &
Picture Format  Table Design  Table Layout
1 L& Picture Border ~ - =] —|
= ~ = —M-
|E| E E @ |E & Picture Effects ~ FEI — I_—I D [
Alt Position | Wrap Se
! @5 Picture Layout ~ Text v Teut ~ I
icture Styles Ia Accessibility In Line with T
B S B IR S IRRRRU SO SURCIE- SN BRI - St SRR B E- thiet
At Square
A Tight
A Through
~ Topand Bottom
= Behind Text
= InFront of Text
MAP Flash

Requesting Access to the HRA One Viewer

nhar- 2024 MAP Flash-ANn2

New MAP Flash

. Human R
Idrnlnlsiuhnn
Deommm of

The logo is placed beside the heading. You can adjust the size of the height and width of the image, or

crop the image if you need to remove unwanted parts of the image. You can also place your cursor on

the right or left corners, or the top and bottom corners of the image and drag until you have the correct

size of the image. See example below.

Picture Format  Table Design  Table Layout |.ﬂ Comments | |/ Editing Q|
W Picture Border ~ v E—— ’—I B align ~ JE,[ - '
! = A S T Height: [0.67"
= e g BE=0 o o~ Do |
— Alt Position  Wrap Selection = Cop Syt |.203"
) B Picture Layout v Text v Tet~ Pane  CqRotate~ . 7 |
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Once a picture or image is inserted into your document, you first select the image and apply a wrap
text option to be able to move the image to around the text or paragraphs (s). In addition, you can
either click on the image and choose any of the image-editing features on the Picture Format options
or right-click on the image and select the Format Picture option. See Editing Images for details on

formatting pictures and images.

Wrap Text/Layout Options

What is Communication?

Communication is known as the sct of
conveying information through speaking or
writing to develop a8 shared understanding of
A topic or discussion (What ___is

Communication? Tha Definition of

Communication). Itis alzo processed through
a8 system of signe, images, symbols, and body

language (Communicetion). Thare ara two

types of communication: werbal and

nonverbal communication. Both typas of Communication work interchangeably to deliver
the message to a targeted sudience in different, but valuable ways to implement an
understanding of the ideas presented. According to The Knowladge Academy, verbal
communication is the usa of voice and tone to support the readability of words and ideas
with accuracy, clarity, and precision while nonverbal communication enhances the meaning
of spoken words, ideas, and phrases through facial exprassions and hand gastures [What is
Verbal Communication?].

There are other steps you can take to ensure you are on the right path towards cancer treatment and being
a cancer survivor. Forinstance, if you know a friend, a family member, coworker, or loved ones you feel
you can trust, try sharing any information from your
experience with cancer and learn how they survived cancer or

know someone who survived cancer as well. Furthermore,

you can learn through doctors or health care providers on how

to prepare and what to expect when changes occur in your

body. In addition, you can join cancer support groups to learn

various ways you can survive and manage cancer treatment

Image of Cancer Ribbons, boldsky.com
{Cancer Diagnosis: 11 Tips for Coping).
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There are other steps you can take to ensure you are on the right path towards cancer treatment and being
a cancer survivor. For instance, if you know a friend, a family member, coworker, or loved ones you feel

you can trust, try sharing any information from your experience with cancer and learn how they survived

Image d-Cmrw Ribhans, M;:Ml

cancer or know someone who survived cancer as well. Furthermore, you can learn through doctors or

health care providers on how to prepare and what to expect when changes occurin your body. In addition,
you can join cancer support groups to learn various ways you can survive and manage cancer treatment

{Cancer Diagnosis: 11 Tips for Coping).

Thers are other steps you can take to ensure you are on the right

w path towards cancer treatment and being a cancer survivor. For

instance, if you know a friend, a family member, coworker, or loved

)% ﬂ ones you feel you can trust, try sharing any information from your
expearience with cancer and learm how they survived cancer or

- know someones who survived cancer as well. Furthermore, you

‘?-"' can learn through doctors or health care providers on how to
dmage af Cancer Ribbans, bolddycom prepare and what to expect when changes occur in your body. In

addition, you can join cancer support groups to learn varicus ways you can survive and manage cancer

treatment (Cancer Diagnosis: 11 Tips for Coping).

Build a Team of Cancer Survivors

The chances of suwivingmnéig=l§§p e more advanced whe fight cancer together. As we
experience positive outéw can help keep tpe cycle go"\mpmding our knowledge and
support to others. You would know what steps to take to be tested for cancer cells and go
through various types can.t.:er treatments if it wasn't for a network of cancer survivors that
helped to research, di ove}. establish, and provide medical resources for those in need of
support. In other word!he more you reach out, the more you will contilge to develop an open
mind on cancer preve on, diagnosis, and treatment from peopl{ with different health

conditions and medicalk ‘curounds.
Imme of Cancer Survivars marancerhosniial com
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’ Build a Team of Cancer Survivors

The chances of survivi hncer together. As we
experience positive out \ ! _ g our knowledge and

r cancer cells and go In Front Of

through various types (¢ ancer survivors that Text

helped to research, di b : EELEBRA“NG SURVNURS for those in need of

support. In other word e

mind on cancer preve ‘

conditions and medica

support to others. You
S,

e to develop an open

ith different health

Note: You can make one of these picture layouts your default layout or select other layout
options. Click on the image, then click on the Picture Formattab. Then click on the Wrap Texticon
or the Positionicon and More Layout Options, or Set as Default.
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Developer

The Developertab consists of a form control toolbox. The icons located in the form control toolbox are
used for designing electronic fillable forms. They can also be used to design regular print forms.

Designing Forms with Developer

1. Some tables you draw and format can be used as printed or electronic forms. Let's say you want to
use your form as a human resources personnel employee form and you want to add a check box next
to 'Holiday Observations’. You go to the Developertab and look for the Check Box Content Control
icon as shown in the example below.

HS OaE-D@ -

Home Insert Design Layout References Mailings i Developer

G 7 Record M »—| Aa Aa [= G5 P£ Design Mod
A

_ R B &
Visual Macros . dd- Word COM XML Mapping
Basic ! Macro Security ins  Add-ins Add-ins Pane
Code Add-ins Controls Mapping

= Check Box Content Control A
= Insert a check box content control.

Address: Address:

1544 Bathgote Avenue 150 Greenwich Street

Bronx, NY10453 New York, NY 10007

Home Phone: (718 ) 234-5678

Holiday Observation\ﬂj
J J

2. Now you need to include the hiring date, you can use the Date Picker Content Contro/ under the
DeveloperTab to insert a date.

> 8 =] AaAa S W DesignMode 82 &2 Schema 2 w ]
e Y — ~ - —
A AL TR) o _g = = i x )
Addins COM = e i Structure Restrit  Document {
ty Addins e EE f & Expansion Packs Edding Template
in A

4 Date Picker Content Control }

Insert 5 date content control

Personnel Form
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3. A monthly calendar is displayed, and you can search for the year and date. In this case, March
16, 2015, is the chosen date.

Addvers Address

1335 Sarrpate Aaene 2150 Greenwnch Street

Brone NY 10453 New York, NY 10007

Home Phone: [ 718 ) 2345678 Oote of i Zi3p&/ 20 F >
4 March, 2015 4

2
8 9 .30 311 12 13 4
1S 16 17 18 19 20 21
2 23 24 25 % 27 B
2 30N

4. In the DeveloperTab, you can insert a drop-down box using the Drop-Down List Content Control
command.

Home Insert Page Layout References Mailings Review View Develope

E Record Macro S58 g Design Mode ' % Scher
B E i < . ;
s ) Tran

i

11® Pause Recording

1al Macros Add-Ins - Structure
ic 3\ Macro Security = @ Group % Expar
Code | Add-Ins | . Controls | XML
Drop-Down List Content Control L
Insert a drop-down list content
control.

5. After you insert a drop-down box, go to Properties located next to the content control commands
to create a list.

lesences Mading: Reven View Developet Agsadny gt
A An B B Detgn Mage E & Sthema
i Sh»mm : ‘9 _xf] ._] ,-.x
Strodure L Restit  Document Document
[ M@ e € Upanven Packs ey tating Template  Paned
Contyols MWL Profed Templates
| Control Progenties

View Ot modily propenties fOr the
selected controd

0 Press F1 for more help.

* Choose an tam

85



6. This is where you can add items to your list. You have options to modify any entries, move,
or delete. You can also choose a formatting style for your content. In addition, you can lock
the edits of your content by selecting/deselecting the Locking option. See Adding and
Modifying Word Styles for more information on adding new and editing existing Word styles
and Content Control Property options below.

rCoﬂlem Control Properties M

General
Tithe:
Tag:
|V Ue= & style to format contents
shie: YT v |
| Htiew Ste... |
Lodug
[ Content control cannot be deleted
Contents carnnot be gdted

Drop-Down Lst Properbes

| Display Nome Vahe | adde. ||
| Choose an item, |
Mo Mo

7. If you want to perform user testing on the form, click on Design Mode to turn off design
features. To go back and edit any content control features, click Design Mode again.

=) A Ig v 'L"V] 6@ = Documentl - Compatibility Mode - Word
File Home Insert Design Layout References Mailings i Developer Help Q Tell me what you want to do
9 D 7 Record Macro ’ d‘!?‘ —] |Aa pa [= B ,?_.éDesign Mode [@ [‘ﬁ mi
LJ &, ing | @ B VEET | B ropen , | e
Visual Macros ) Add- Word COM 7 N XML Mapping Restrict Document
Basic ! Macro Security ins  Add-ins Add-ins = - =i~ i Pane ‘ Editing Template
Code Add-ins Controls Mapping Protect Templates
L 1"'I'DesignMode 2 0 e e 3 e 4

Turn on or off design mode.

86



References
Williams, Robin. “The Non-Designer’s Book Fourth Edition”, 2015.

“Mircrosoft Word" Computer Hope,
https://www.computerhope.com/jargon/m/microsoft-word.htm 05 Mar 2025

87


https://www.computerhope.com/jargon/m/microsoft-word.htm

