WORD TEXT FORMATTING
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A quick brown fox jumped over a lazy dog.  Who would have thought?
The dog chased after the fox.  The fox ran down a hole in the ground.  The dog dug up the hole in going after the fox.  Who would have thought? 
Adjust margins and tabs by selecting “View”, “Ruler”, and then drag, insert, or delete margins and tab stops.  Alternatively, click on view ruler Icon on far right at top of scroll bar.
Insert page numbers by selecting “Insert” and then “Page Number”.
Insert tables by selecting “Insert”, “Table” and then choose rows and columns OR select “Insert Microsoft Excel Spreadsheet”
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PAGE BREAKING AND COLUMN LAYOUT
Page break with Ctrl-Enter or select “Insert” and “Page Break”.

Section break by selecting “Page Layout”, “Breaks”, and then type of break.
Column Layout.  This is a two column page layout.  The text will wrap to the next line within the column when the limits of the column are reached.  Select “Page Layout”, “Columns”, and then number of columns.


The columns may be shortened by use of the Page Layout and Column Break procedures.  This will allow having multiple breaks per page.

INSERTING COMMENTS AND EDITS
Select “Review”, “Tracking”,  and “Balloons”.  To display comments and edits, select “Track Changes”.  To hide changes and comments, deselect  “Track Changes.”
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