
Current page being 
viewed out of the total 
number of pages.

‘X’ on book icon indicates Word’s 
proofing tools detect errors, 
based on US English.Word count.

Buttons switch 
between different 
view modes. Magnification of view

This text appears 
grey because it is 
part of a header 
that is not currently 
being edited. 
Header elements 
are repeated at the 
top of each page or 
section. The two 
blue arrows are 
tabs, superfluous 
because the third 
tab stop is a 
centering tab so 
the entire line is 
centered. The tab 
stops in the ruler 
are not shown 
because the cursor 
is not in the 
header’s section.

Shift-return 
generates a soft 
line break instead 
of a paragraph 
break. Retains line 
spacing while 
allowing control of 
line break.

9 x 9 grid icons 
denote column 
boundaries. White 
triangles are set in 
from the 
boundaries so there 
is a nice amount of 
white space 
between the text 
and the lines of the 
table.

Page break ends 
the table instead 
of making 
another row. 
Table continues 
on the next page.

Table formatting 
allows text to 
remain centered 
vertically and 
horizontally within 
the cells, despite 
differing between 
one, two, and three 
lines.


