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Use the various fools
sections on the Kibbon
fo format and Customize
ifems in your publication.

The tabs on the Ribbon

| Toing manhtting loch T the bosie} | hold the major Commands
g Work space - J for the program.

4 KMBOAYA Skof"’oﬂk C Formgtti rteuts
Progran Shortr Mﬁﬂfﬂfm‘ dods | Gk T B |
trl+0 ?fe“ Gt ShiteL  Zoom o Full Page } CTr|+X Gt | Gkl Ialics
e+ eate New! Cirl+ SpifteN  [nsert New Page | Cirl+(C Copy | il
el }{uve | Chrls Shidtv @X licate Page | Ctel+V Paste © (i<l
fr+ int LC’frI+fhrﬁ+0 how/Hide Guides | (iylez undo - Gk

tel+W lose | CirleM Switch fo Master | Ciy|+Y Redo | Cr+R
f \ Open felp | f5 6o 1o Page [CMJfA Select ﬂll ()

® Pro vam Basics
(reate Neg Publication:

Click File Tab and choose New
Opena Publication:

cfm file Tab and choose Open
Save o Publication:

(lict. File Tab and choose Save
Save- Publication with 4 New Name:
(lick file Tab, Save As, type title
Print-Preview:

(lick. file Tab and choose Print

Print- Publication:

Clict file Tab, Print and click Print

Rapost the: Marging of & Publcation
Click Page Design Tab, in Page
Setop qrovp click Mnrgms
Ihowlﬂide Lagout Guides:
Click. Page Design tab, in Lagout grovp
dlick the checkboy next to quides
Change Page Orientation:
(lick."Page Design 1ab, in Page Selvp
grw[' thck Orienfation
lose Publication:

Click. the Close butfon
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Formatfing Fonts: usic Tormatting Tis: Move: Click and drag 1o location |

Style: vse the Pold, Malics and (reate a bulleted list:

Underline butfons
Type: Choose an option from the
Font List
Size: (hoose an option from the
font Size Lis
Color:Choose an ogfion by clicking

the Font Color Putton
e e

Create a numbered lisf:

' Change. paragragh alignment:

- felect the text, click Bullet icon on
| the Home tab in Farg?rafh grovp

' Select the text, click Numbering icon elete:
on the flome fab in Pavagragh grovp Grouy:

 Select paragragh, click an alignment  Rotoe:
“icon on Home Tab in Paraqraph qrovp

Resize: Select i, click and drag |
the sliding handle to the
desired size (hold down
Shift to stay proportional) |
j[eled and ‘press Delete
elect abjects, press
Contral S%\iﬁ 0
Select objectclick. and
draq the vofution handle
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You r;mbq ea,sq_gcﬂc\_gss ﬁﬁ%‘““’f Keme:\hber; o L Text Box Basics
obiec iy ort fab on  Use The Tools sections on e B
1&"1{%«\. the Ribbon fo format and | et “Tot g

costomize your publicafion. |

- Graphius £ Drawing

Adding_Graghics:
Clp Art: Click fnsert fab, in Mhstrations qrovp click. Chip At

Pictore: Click sert fab, in Mlustvations qrovp Click. Fichure,
Choose file

Table: Click nsert fab, in Tables qroup, click Table

Shages: Click. nsert tab, in Mustrations grovp click. Shapes
and Choose & shape then click and drag

Click. Text Box icon on Insert tab,
click. and drag o desired size
Format Text Bog:™
 Right-click: and choose format Text Pox
Lt Tyt Boes:-
 (elect first fext boy and then click
 Create Toxt Doy link on the Text Poy
Tools Section y
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