WYSIWG Editing Quick Guide

	

	Icons
	Function/Results
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	Font formatting - allows bolding, italics, underlining, strike-through, and remove formatting. 
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	Paragraph formatting – Aligns text to the left, center, right or full alignment.
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	List formatting lets you choose regular or numbered bulleting.  Increase and decrease indent let you highlight and change indentation of blocks of text.
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	Format dropdowns – changes size and spacing of paragraphs.  

The appearance of different headings is generally size-related, with Heading 1 being largest and Heading 6 being smallest.  This is dependent upon the website’s “style sheet” and for the Nevada Reading First site.
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	Find / replace tools – let you search for certain words with the option of replacing the word in question with something else.
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	Paste tools – allow pasting of text from Word or plain text documents, preserving punctuation that would otherwise not convert properly.
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	Insert object – lets you add and remove hyperlinks, horizontal lines and images.
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	Insert table – lets you set the parameters for a table.
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	Table unit properties – allow you to fine-tune the properties of rows and cells, respectively.
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	Table row tools – let you insert rows before and after existing ones.  You can also delete rows.
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	Table column tools– let you insert columns before and after existing ones.  You can also delete columns.
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	Split/merge cell tools

	[image: image16.png]X x|




	Special characters – allow you to type in super- and subscript as well as insert special characters from other alphabets.
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	Miscellaneous tools – enable you to view the HTML source of your page or toggle to Full Screen View.
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	This is the view of the entire WYSIWYG (what you see is what you get) input window.  For information on the types and functions of the icons on this page, please refer to the other sheet of this handout. 


