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Tutor Setup Information

e Copy the sample files folder called Word 2010 Basics to the Docum ents folder.

e Atthe end of the course, remove all files modified or created during the course, prior to re-
running the course.

e Atthe end of the course, reset all program and operating system defaults that may have
been modified during the course, prior to re-running the course.
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The Microsoft Word 2010 Screen

Starting Microsoft Word 2010

e If necessary switch on your computer and if required enter the necessary logon and
passwords. To start Microsoft Word 2010 click on the Start icon, at the bottom left of your
screen.

o=

e Youwill see a popup menu displayed. Click on All programs

Devices and Printers

Default Programs

B All Programs Help and Support

(oo g enaie Er

¢ Fromthe menu displayed and you can select Micros oft Office.

| Microsoft Office Computer

.. Wozilla Firefox
. Mozilla Thunderbird Control Panel

. Online Services
.. Paint Shop Pro 5 B Devices and Printers

.. Recovery Manager
. Skype Default Programs

4 Back Help and Support

e \J\@HBH*

e Finally select Microsoft Word 2010.

NOT E: These menu options may vary slightly from one computer to another, but with a little
hunting around you should be able to locate the Microsoft Word 2010 option.

Once you click on the Microsoft Word option this will load the Microsoft Word program from
your hard disk into memory. You can then start using the program.
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The Microsoft Word 2010 screen

e When the Microsoft Word 2010 program loads, your screenw ill look something like this.

lﬂ = LR Document? - Microsoft Word = =

“ Home Insert Page Layouwt References Mailings Review View Add-Ins & @
< M Find -

a
Sac Replace

Calibrl (Body) = 11 = A" &7 Aa- | &)

AaBbCcDe | AaBbceDe AaBbCi %—R

v - TMormal |7 MoSpad.. Headingl | Change
Siyles -

=33rc; B 7 U~ x, x° WA IEEES

liphoard Font » Paragraph

Mavigation v x|

This document does not
contain headings. I

Ta create navigation tabs,
create headings In your
document by applying
Heading Styles.

- 0 = 4

|4
Page:lofl | Words: 0, | i i = = 100% (=) p 7

TIP: If you have seen previous versions of Microsoft Word, such as Word 2003, you w ill
notice that at first glance the screen looks differentfrom the w ay Microsoft Word used to

look. Don't panic how ever, youwi ll find that in fact it is not all that different, and is in many
ways easier to use than older versions.

o Youwill find that if you move the mouse pointer over icons at the top of the screen a help
popup is displayed explaining the function of each item. As you can see Microsoft Word is
telling you w hat the function of this particular button is. Try moving the mouse pointer over
the Change Case icon and you w ill see information about this icon, as illustrated below .

@' H LN Documen
Home Insert Page Layout References Mailings Review View Add-Ins
=L |
j ! Calibri [Body) ~ 11 = A~ A~ q
Paste i - 2 -
v o Format Painter NI =
Clipboard Font
Navigation v X Change Case
Search Document 2 Change all the selected text to
UPPERCASE, lowercase, or other
= | oo J commaon capitalizations.
= | go =
e Press F1 for more help.
This document does not
contain headinas. 1

o Experiment with moving the mouse pointer over other icons and you wi ill get information
about w hat they do.
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The levels of command organization

e The Microsoft Word 2010 screen is made up of different levels of organization.

File Tab
[ (LN
Home Insert Page Layout References Mailings
j g Calibri (Body] ~ 11~ A" A7 | Aa~ &
Paste - - 2 -~ abp . - |
+ < Format Painter LA D ¥ - A ]
Clipboard " Faont
Tabs
= LG Document2
Home Insert Page Layout References Mailings Review View Add-Ins
= ] - P Aal - — = 14— i=3= A [
= Calibri Body) ~ 11 ~ A" A7 Aav % Z-i=-Nz- EE 4T,
Paste - 2 - by . - EE=E= s - Tl
+ < Format Painter B I U-abex x Z-A S = = = |+ )
Clipboard . Font a Paragraph
Groups:
Within each tab you will see groups. ltems w ithin a group perform a related function.
|E H o= Document2 - Micro
Home Insert Page Layout References Mailings Review View Add-Ins
Ty P a— _a— = = [
= ’ Calibri Body) = 11 - AT A7 | Aa- E||iIZ- = -4z EE A M| pssbea
Paste = 2 - abF . dE=E=== =
- JFormatPainter B I U abe X, X “—j é == == | T Maormal
Clipboard 1 Font 1 Paragraph

Dialog Box Launcher Buttons:
Groups often display a Dialog Box Launcher at the bottom-right of the group. Clicking this
will display a dialog box displaying additional options.

@ = 0|~ Document? - Micr
Home Insert Page Layout References Mailings Review View Add-Ins
— a— — J— S
J ibri - - AC T . B T LT . 4. | EEEE A
=5 Calibri (Body) 11 A A | Aa S =eisetioe EE 4T ASBbCC
Paste ) o 2 LA A EE=E= = o B
- fFormat Painter ER dbe x, X - = = = = 4= ] e TMNorm
Clipboard . Font . Paragraph "
|Na\r|uat|0n * X |

The File Tab

e Clicking on the File Tab will display the follow ing.
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Information about Word_2010_Basics_Manual

CA2010 COLRSEWAREWeed M0 Baiee sl marrasl mannusl_misd_ voreon| Word_X10_Bases_ Manus
5 Opem

o O

Hecert
Miw
0 PeTmnissons
Frint E1T Arrpieree can & d thange sy pa
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are e
Help Bwtated Budes
i Add-e -
1] oet ; £ Baate thil & camiBing
ptient .
Chexk far o' nama and relsted pacple
- X
u - Ewated Progle
TLEERCYT
Cartent that cannet be chegled far pidr i Bt of 1h
oot ke By
sted B
fersions
. Vers
- You £an apen or delete 1 version i Mgt 5 B Rrsanny doe delebed when
...... e th fibe
IIJ'J_]F .
Viergasnt = =] Todey, 136 PH (sutcire

] Todey, 1:36 PM {suteran

¢ Within the dialog box displayed are common commands such as Open (for opening a
Microsoft Word document stored on your hard disk), Save (for saving a Microsoft Word

document to your hard disk) and Print (for printing a Microsoft Word document). We will
use these commands shortly. For now just remember w hat is available w hen you click on
the File Tab.

Ribbon Tabs

¢ When you first start Microsoft Word, you normally see the Hom e tab displayed, as
illustrated.

q,‘_-:-uu 3 [

Kow b W EcEeE EEON W s FEH AnBbE AaBbi AsBLC Asfinsol astmol ':'1-';

N

e This tab contains icons and other controls that are most commonly used w ithin Microsoft
Word, such as making text display as bold or underlined. You can also find more advanced
options such as paragraph alignment, numbering and bulleting. Move the mouse pointer
over some of the icons and get a feel for what options are contained w ithin this tab.

e Click on the Insert tab and youw ill see commands and options relating to inserting items
within your Microsoft Word document. Again move the mouse pointer over the items and
seew hat is available.
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Wi d9-wvi- Word_20
Home Insert Fage Layout References Mailings Review View
= e Ella] |_T ) j @
..g B - | i p_— =
= HE P E2 M - 9
Cover Blank Page Table Picture Clip Shapes Smartart Chart Hyperlink Bod
Page~ Page Break i Art -
Pages Tables Illustrations

¢ Click on the Page Layout tab and briefly examine w hat is available w ithin this tab. Do the
same for the other tabs. In some cases, such as the Mailings tab youwon't make much
sense out of the commands at the moment, but all will become clear once you start using
Microsoft Word for real.

[E' H Lol = Word_2010_Basics_Manual [Compatibility Mode] - Microsoft Word
Home Insert Page Layout References Mailings Review View Add-Ins
Gy Ij Y= Breaks ~ j @ J Indent Spacing
I [& _J #2 Line Numbers ~ EE left: Ocm s I: Before: 2 pt s
Margins Orientation Size Columns Watermark Page Page e reliE] .
- - - - b~ Hyphenation = - Color~ Borders | =% Right: 0 cm - | 4= After  2pt -
Themes Page Setup Page Background Paragraph

Minimizing the Ribbon

¢ On certain computer monitors you may find that the Ribbon occupies a large proportion of
the screen areaw hich may be better used for view ing your document.

You can reduce the size of the Ribbon by clicking on the Minimize the Ribbon control
(located tow ards the top-right of your screen):

= e 22
Bz

% 33 Find ~ L]
BhCcl _

o 2ac Replace

- ange

trong 7| Styles~ | W Select~
Editing

e To restore the Ribbon, simply re-click on the Minimize the Ribbon control once more.

Switching between tabs using the mouse wheel

¢ Move the mouse pointer over the ribbon w hich contains the tabs (displayed across the top of
your Microsoft Word document). Move the mouse w heel in one direction and then in the
opposite direction. You should find that you scroll through the various tabs.

FOR USE AT THE LICENCED SITE(S) ONLY
© 2010 Chetenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au




WORD 2010 BASICS Page 13

Groups

o Did you notice that within each tab, commands are grouped? For instance look at the Home
tab.

H- J‘ ﬁ = EJ' * Weed 2010 _Easics l’!FJI'IL{lmPE'.Iﬂlll'!:r Made]| - Microgoft Weed
neet Page Lapout Helereres Bmlingt CLAL iew Adddng
| & Z AW me ® EREE EE 8T umer JAAE AaBbC AaBbi AaBt
it # Format Painer B S U - s o W oA EEEIE 5 M- - Lmphadis 1M fH2 fHD f Headin

Tyl

e You normally see the follow ing groups of commands under the Home tab.

Clipboard:
W =9~ 0
m Home Inser
_J =3 Copy
Faste
- anrmat Fainter
Clipboard -
Font:
Arial 11 v AT A Aav | E |
B 7 U ~abe x, X° B A
u Faont d
Paragraph:
Efi=-w =mE 4T
== = = =
=EE=EE=EE = &y - T
Paragraph -
Styles:

4aBbcer AAE AaBbC AaBbt AaBb( AaBbCcl 4aBbCd %

Emphasis THL TH2 TH3 THeading4 T MNormal Strong - Change
Styles =
Styles

Editing:
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34 Find -

3¢ Replace

i Select -
i Editing

e Look at the other tabs and you w ill see that in each case commands are grouped.

Dialog box launcher

o If you look carefully at the bottomright of many groups, there is a small control called the
dialog box launcher. Clicking on this will display a dialog box containing even more
options. Display the Home tab, and click in the Font dialog box launcher.

Wid9-wls
Home Insert Page Layout References Mailings Ri
2 o Arial 14 v A A | Aa- | B iZ
- 53 Copy
Paste - 2 aby - | |=
- F Format Painter L0 ke x, x i é =
Clipboard F] Font F]

e Youwill see the Font dialog box displayed.

Font @
Font Advanced
Font: Font style:
Arial Reqgular
AR ESSENCE o -
AR HERMAMN |—| Italic
AR JULIAN —| |Bold
Arahic Typesetting Bold Italic
%
Font color: Underline style: Underline color:
Automatic El (none) E Automatic
Effects
[ strikethrough [ shadow [ small caps
[7] Double strikethrough [ Qutline [ All caps
[ superseript [ Emboss [ Hidden
[ subscript [ Engrave
Preview
Arial

This is & TrueType font, This font will be used an both printer and screen,

Set As Default ok || cancel
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As you can see, this dialog box has a range of additional commands and options such as
adding a shadow effect to your text.

¢ Click on the Cancel button to close the dialog box.
o Close the Word program using the keyboard shortcut Alt+F4.
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Starting to Use Microsoft Word 2010

Using the default Microsoft Word document

e Open the Microsoft Word program.

e When you first start Microsoft Word, it automatically creates a new Microsoft Word
document for you. This is like a piece of blank paper on to w hich you can start typing.

e Type your name. Press the Enter key a few times. As you can see this drops you down a
line each time you press the Enter key.

e Type in the follow ing text.
There will be a meeting tomorrow at 11 amin room one to discuss the introduction of our

new range of products. Please can everyone attend and bring samples and details of
prices.

Saving Microsoft Word documents

e You have typed in some text but this has not been saved. If your computer lost pow er now
then everything you have just typed in could be lost. Saving your Microsoft Word document
to disk means that the information w ill be safely stored as afile on your hard disk and then
at a later date you can reopen this file from your hard disk.

o To save your file, click on the Save icon (tow ards the top-left of your screen)

File Home

=

=1 & Cut

e This will display the Save As dialog box as illustrated.

[W] Save As

L. = » Libraries » Documents » - |44
S S -

‘"‘»ﬂ

rgaEnize * Mew folder -
(W] Microscftword  — Documents library

T Favorites

= Libraries Adobe
D Daciments Bluetooth Exchange Folder

Music Downloads

KEEP

»
=/ Pictures

A microsoft
B videos
My Call Graphs

File pame: 1=y Murray) -

Save as lype: | Word Document

# Hide Folders Tools - | Save Cancel
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TIP: By default the Microsoft Word document wiill be saved into a folder called Documents.

By default Microsoft Word will atte mpt to create a file name taken fromthe text at the start of
the document.

¢ Click on the Save button and the document will be saved to disk as a file using the file name
suggested by Microsoft Word (probably your name).

Opening and closing documents

¢ Now that you have saved your document, you can close the file. To do this click on the File
button and select the Close command.

Al
Home Insert Page Layout Refe
H Save .
Information abor
E Save As
ChUsers\Dave\Documents\D
[ Open
- Permis:
(00=)
== Anyone.
Protect
Recent Document ~

New

e The screenwill now look like this. As you can see, most of the commands are now grayed
out as they will not be available until you create a new document or open an existing
document.

= : et Pagrlamul  Referentes  Mudings  Seses o Jald = @
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e To open adocument, click on the File button and select the Open command.

(w)|

Home I

H Save
Save As

0 Close

e

Recent

This will display the Open dialog box. Within this dialog box select the file that you saved
and click on the Open button.

@ Open @
Qu 3 v Libraries » Documents » - | ¢?| | Search Documents p|
Organize « New folder =~ [ ':@'

@ MicrosoftWord [ Documents library

) Arrange by:  Folder =
Includes: 2 locations
- o -~
L= Name Date modified Type
5 Libraries = J Adobe 22/01/201011:24 ... File folder
3 Documents . Bluetooth Exchange Folder 22/01/2010 3:41 PM  File folder
J: Music . Downloads 19/02/2010 213 PM  File folder
(&) Pictures . KEEP 21/03/2010 3:47 PM  File folder
B Videos TN . microsoft 15/08/200912:58 ...  File folder
. My Call Graphs 1/02/2010 8:37 PM File folder
& Homegroup . OneMote Motebooks 17/03/201011:04 ... File folder
—Werd-2040-Bast 21/03/2010 3:47 PM  File folder
/8 Computer ] Dave Murray 21/03/2010 3:53 PM  Microsoft Word Doci
& local Disk ()~ 7 i b
File name: Dave Murray - [AII Word Documents v]

Tools - [ Open |v] ’ Cancel ]

o Yourfilewill be copied fromyour hard disk into your computer memory. Youw ill now see
your document displayed on the screen again.

Save As

e Sometimes you might w ant to save different versions of a document. Once you have
opened the document that you typed in earlier, click on the page at the end of your text and
press the Enter key a few times to insert a few empty lines. Type in the follow ing text:
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Please also inform the rest of your team that they need to attend this meeting.

If we were to click on the Save icon that w e originally used to save the document, it w ould
overwrite the old version of the file with the contents of the amended document. To save the
file using a different file name, click on the File button and fromthe menu displayed, click
on the Save As command.

.in Home
L‘d Save

._3 Cpen

J Close

This will display the Save As dialog box.

Use the file name:

Im portant Meeting.

Then save the file by clicking on the Save button.

You now have two versions of this file saved to your hard disk.

Close the document before continuing.

Creating a new document

Once Microsoft Word is displayed on your screen you can create a new document by
pressing Ctrl+N. This document will use the default Microsoft Word template and be
displayed on your screen. Try this now. Once the empty document is displayed, type in
your name and save the document using the file name My New Document. Close the
document.

Using Help within Microsoft Word

Press Ctrl+Nto display a new, empty document. If you look at your Microsoft Word screen
there is a Help icon tow ards the top-right of the screen. This is in the shape of a question

mark.
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4@
33 Find ~ -
2ac Replace

e Click on this Help icon and you w ill see the follow ing.

‘o

= Collaboration
= Creating documents
= File migration

Getting started with Word 2010

= Getting started with Word 2010
= Introducing the Backstage view

J = Create a document

= Create a document to be used by
previous versions of Word

Browse Word 2010 support

= Formatting
* Getting started with Word

see all

d 1.,( s Get the behind-the-scenes story about
lik 20107 Office 2010 on our TechNet blog
~"

) Word Help = B OER
OG0 E M BMe R d
- B Search -
' g T
ga.Ofﬁce
products support images templates downloads

m

All Word |

| @ Connected to Office.com

e Try clicking on the Getting started with Word 2010 item.

FOR USE AT THE LICENCED SITE(S) ONLY

© 2010 Chetenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au




WORD 2010 BASICS Page 21

& Word Help = B &
LN BAS e B
- B Search -
Cim Marncns Sl
an.Ofﬁce
products support images templates downloads
Getting started with Word 2010
i | l' Getting started with Ward 2010
® Introducing the Backstage view
® Create a document
= Create a document to be used by
previous versions of Word =
o Youwill see the follow ing information displayed.
) Word Help = =B 57
B0 AME e g
= B Saarch =
Wi A e Wi EILD g il D 3 ot TRt et Wit e
Getting started with Word 2000
I your know Word 2007, wsed an earlics version of Word, or harae neneer used Word beflone, explone these resounons lo
d begin leaming how o use the latest version
WHAT'S YOUR SITUATION? WHERE TO GO E

Familiar with Woeod 20007

Find out wihiad 8 néve for Word Z0A0 from the st verson.

Whal's nesw in Wond 2010

Used an earlier version of Word?

Taka an onkoe course bo lesm how lo use this versien ol Weord and whal € can do Tor you

Make the switch o Word 2010

Missing the menus? Interactive menu to ribbon
Use an anisaied guide that lefs you paint in menus, oelbars, and commands i Word 2003 10 see how b da gpuinhies

e i Word 2010,

Newer used Waord bafore?

Leam how lo parferm common lasks. weith Word 2010

Baslec tasks In Word 2010

| Al wiard | & Canneced to Office.cam

Click on the 'What's new in Word 2010’ topic and you wiill see a screen describing the new
features of this version of Microsoft Word.
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£ Word Help = B B
WG AR g
« & Search =
Wises e - Wicech 0010 M i w52 5 K fing FERAR it Witad —]
. = - E

Whal's new in Word 2010

Microsoll Ward 2010 makes it easier lo collabarate and lo nanagate through lang dooements. Far mane imgad, naes feabures fooes on e
polsh of your inshed detument. With this new wersion, you can access the nchness and Familarty of Word in your Drowser and on your

mobile phone,

In this article

Bnng your best ideas fo lite

Bring your best ideas to life

Word 2070 pairs its funchonal features — such as tables, headers and fodbers, and style stz — wilh eye-catching effecs. new 1axd

festures, and easier navigation.

FORMAT TEXT AMD IMAGES TOGETHER FORE A SEAMLESS LOOK
Word 2010 provides artissic effects for both pictures and test. And when you apply the effects 1o test, you can stll run spell check

| i@} Cannected to Office.cam

All Wiard

Scroll dow n within this window to see more information. Do not read all the information, just

)
scroll dow n and see what sort of information is available.
e Click on the 'Show table of contents' icon (within the Help window toolbar).
& Word Help = = £3
@O GME g d
~ 5 Search =
'Word Home > Word 2010 Help and How- to > Getting started with Word i
What's new in Word 2010 |i|
Microsoft Word 2010 makes it easierto collaborate and to navigate through long documents. For more impact, new features focus on the
polish of your finished document. With this new version, you can access the richness and familiarity of Word in your browser and on your
muobile phone.
e This will display a table of contents dow n the leftside of the window.
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| ol Weed Help = = =
- ) A R g

1 . Saaich =

Irnbk-:ll:mml. -

ﬂ-.’mmd srericuts for SmariArt grachics

(D rirheand ety for weorlorg mith ghagees, b
ﬂ'.:a'"-v:ﬂ.r'.wbhlvﬂ-\.:
gu.-.:.u-. Crfice 2032 Bets 3 Krossn [anaes S

What's new in Weord 2010

4 e pmubadry
s Lrei e
4 hraning Ward
[t dtariod with Word W This atiche
10 oG tacted vath Word 1010
i Piat's now in Woed 3016
s the essch 5 ord 2030
(@ ek Rackatace
G Feroied Ciffce: 3000 Bet 2 e bidueall
(L ram the rbison s aciziage v

E.‘.a: 3010 Create your Bl document | Bring your best ideas ta life
Blarsi: Lmshai it Wl 2000

A Cettng heies — Wi -7 new
g Creang documens
4 Pl Py azon
ord 2010 prowides arist effecs for boli pecures and bl And when you apply he sfects i b, you can Sill un spell dhwck
: T T T
& ard B Connected be Oice.com

You can clickw ithin the table of contents to jump to an item of interest. Try it now .

e You can use the Back button w ithin the Help window to see previously viewed pages.

Clicking on the Hom e button w ithin the Microsoft Word help w indow will display the default

starting page again.

) Word Help
> 0 %A GAMQ e

+ 5 Searc
Table of Contents Ll
N auhazrd chartobe far Qraartbet Arankiee

e You can search for help on a particular topic. For instance, try searching for help relating to

printing by typing the w ord 'Printing’ into the Search box.

) Word Help
© =200 % A G AD e
Printing ~ M Search 1
Table of Contents X | WoraHome  Wie
T S e

When you click on the Search button, youw ll see the follow ing.
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&) Word Help = B =B
w00 AR g
Printing = 0 Search =
Table of Contents 1 | Woord Haey -
(@) evboard shortouts for SmartArt graphcs Se h s for Printi
©teybosrd shortauts for working with shapes, tea|  2€ATCN resullts for Printing
eLum maore sbout Smartart graphics
(@ Maroanft Qffice 2010 Bets 2¥nown Lsses eat ] Mext
4 Accessibiity
qm Print on both sides of the paper (duplex printing) in Weed =

aTicL Some printers offer the option of automatically printing on both sides of a sheet of paper (automatic duplex printing). Ot...

@m\uw Word
| Ly Gettng started with Ward Preview and print a file

oﬁetmq started with Ward 2018 In Micrasoft Office 2010 programs, you now predesw and print your Office filed in one laeation — on the Prind lab in the..,
@ What's ncw in Word 2010 Save as POF or KPS
il the switch to Word 2010 Sametimes you want 10 s5ve files so that they cannot be modified, but you stiil want them to be easy to tharé and print....
0‘“"""’“ q tage Video: Print a Word document
(@ Mcrasoft Office 2010 Bet= 2 Knawn lssues o¢s | Wald_BackStagePrintdoos wmy
OLean the ribbon and Badkstage view e

Ve RS
gllWord 2010: Create your frst document 1 Select optians in the Save As dialog box to save a file ta a ditferent file name or format, and to location that you want, 1t ..
(@B tasks in Word 2010

QGEW helo Show mor_k up )

z | To prevent you from inadvertentiy distributing documents that contain tracked changes and comments, Word disptays tra...

4 Creating doouments
i Fie migt ation Add, copy, or delete a text bon

AT You can add, copy, or delete text bowes in Exrel, Outlook, PowerPoint or Word. A text box is an object that lets you put an...
View my privacy options
i 7 | This article deseribes the privacy ophons for featisres that you might want to uie. Some privacy options affect what inform...
Differences between the OpenDocument Tedt [odt) format and the Word .
A" ) . 3 When yau save & fil# from Macragaft Word 2010 in the OpanDocument Tet | odt) Farmat, and than apen it again in Word... -
| Al Werd | @ Conneced ta Office.com

Display information about a specific printing topic, such as printing on both side of the paper.

L]

) Word Help = E =
e DEMS SAMQ B
Printing = P Seaich -

Table of Contents 3| veors bioma » e 2010 o i 0 -

Kevboard shortouts for SmartArt graphics - - e 5

gmwhu& werking vilh shases, 1| P 1INE ON both sides of the paper (duplex printing) in Word
alasm mare about SmartArt graphics
{@1r0soft Office 20105ets 2 Knowin EssuessRee | SOME prinfers o the option of automaiically prinfing on both sides of @ sheet of pager (aulamatc duplex prnting). Othar printers -
@km provide instructions so that you can manually reinsert pages fo print the second side (manual duplex printing). Same printers da not
Gpiratbing support duples printing at al
4 Activating Word
| Geting started with Word . : . fo 1o fid!

(@ Gettng started with Word 2010 Find out whether your printer supports automatic duplex printing
What's new in Word 2010
g”“ the switch to Word 2010 To check whether your printer supports duplex printing, you can check your prinfer manual or consult your printer manufaciurer, or you can
@ ntrodicing Backstage @0 e Tallowing
(@ Hicrozoft Dffice 2010 Beta 2 Known lssuesf 1. Click the File 1ah
{§)Leam the ribbion and Backstage wew
(@dlWord 2010: Create your first document T 2 Click Print
95"“"“ i Word 2010 3 Under Settings, click Print One Sided. If Print on Both Sides is avallable, your printer ks set up for duplex prinfing
i Geting heip
Priest Cine S
@ Cr=ating dacuments _,l Oy poird iy s 1k of the o
&File mograton [——
o] | On prit on ane see of the page
Prind e Bodh Sides 1
' 1un oages en bung eage |
Prir o ot Sides.

1 e § J| Filp pages an short sage l
Allword | | @ Connestedto Office.com
e Then use the Printer iconwithin the Microsoft Word Help w indow to print out a page of

Instructions.
) Word Help
oo apue
. L1
Printing + K Search -
| Table of Contents 3| woraHom
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e Before continuing, close the Help window .

Alt key help

o Press the Alt key and you will see numbers and letters displayed over icons, tabs or
commands, tow ards the top of your screen.

(w]| B |= Word_2010_Basics_Manual
File Home Insert Pag out References Mailings Revigw Vie Add-Ins
0
g o Arial Tl v A A Aav | B =iz | EEEE 4] 9
Pa;stE ch-rmat Painter B I U-abex x Z- év SIS IEY Tt
Clipboard Font Paragraph

e [f you type in a number or letter you w ill activate a command. Press the Alt key again and
the extra help will no longer be displayed.

e Press the Alt key again and you w ill see an N displayed over the Insert tab. Press N and
youw ill see the contents of the Insert tab displayed.

o This is a very easy way of learning keyboard shortcuts. You now know that Alt+Nwill
display the Insert Tab.

e Click on the Hom e tab before continuing.

Closing Microsoft Word

e To close the Microsoft Word program, click on the File Tab and then click on the Exit
command. If there are any unsaved documents, Microsoft Word will alw ays ask if you w ant
to save these documents prior to closing.

Home Ir

| save
& save As

.__’}! Open

J Close

Recent
Mew
Print
Share

Help
[z Addns -

:] Options
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TIP: The keyboard shortcut to close the Word program is Alt+F4.

You can also close Word by clicking on the Close icon, displayed at the top-right of the
Word w indow .

- o[l
{Close]

Close the w ord program

Saving documents using different formats

Normally you simply save a document as a standard Microsoft Word document. How ever
you can save your document in a range of different formats. It is important to realize that
Microsoft Word 2010 stores documents in a different type of file format than used by some
of the previous versions of Microsoft Word and you may have to save your documents in a
format that can be opened by people w ho are using an earlier version of Microsoft Word
such as Word 2003.

If necessary start Word.

Create a new document and type in the follow ing text.

This is adocument created in Word 2010.

Click on the Save icon (top-left of your screen). This will display the Save As dialog box.

@Saueﬁ\s @

P = — - . |

e |j v Libraries » Documents » v|+,|| Search Documents jel
Organize » New folder = - @

(@] Micosoft word 4 Documents library

; Arrange by:  Folder =
Includes: 2 locations

m

-{ Favorites

MName Date modified Type it
B Librares ) Adobe File folder 3
. Bluetooth Exchange Folder File folder
“% H . Downloads File folder
omegroup
. KEEP File folder
1% Computer J microsoft File folder
- 7 n&37 P - . -
&, Local Disk (C) - My Call Graphs - 02/2010 8:37 PM File folder -
A =Rl | his is @ document created using Word 2010 -
Save as type: IWord Document -
Authors: Dave Tags: Add atag
[ Save Thumbnail
= Hide Folders Tools = Save l I Cancel
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¢ Inthe File Nam e section of the dialog box, enter the file name 'My file formats'.

= Hide Folders

& Local Disk (C)  _ , Wty Call Graphs - 1/02/2010 8:37 PM File folder .
File pame: = My file formats -
Save as type: [Word Document -
Authors: Dave Tags: Add atag
[ Save Thumbnail
Tools - [ Save ] ’ Cancel ]

e Click on the down arrow to the right of the Save as type section of the dialog box. This will
display a drop dow n list of file format options.

@ Save As

()

3 b Libraries » Documents »

v|<u:,|

Search Documents

Organize « MNaTalder

A-- W i 7

@ Microsoft Wor

[ Favorites
PDF
. Libraries

Web Page
H& Homegroup

Word Document

Word Macro-Enabled Document
Word Template

Word Macro-Enabled Template
Word 97-2003 Template

AP5 Document
Single File Web Page

Web Page, Filtered
Rich Text Format

~ Plain Text
1% Computer Word XML Document
L'.'_{' Local Disk (Cf) Werd 2003 XML Document
OpenDocument Text
. Works 6 - 2 Document
File namesf o rks 6.0 - 9.0

Save as l:ype{ [Word Document

Authors: Dave

=+ Hide Folders

Tags: Add atag

[ Save Thumbnail

Tools

- | | | cancel

Save

As you can see there are a range of options to select from.

Word Docum ent:

This format will save the document using the standard Microsoft Word 2010 file format. This
is the format that is used by default and if you do not go out of your way to select a different
file format then this is the format that is used w hen you normally save a Microsoft Word

2010 document.

Word 97-2003 Document:
Saving your document in this format means that you can distribute copies of your document
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via disk or email to other people w ho are using earlier versions of Microsoft Word and they
should be able to read and edit the document w ithout problems. If you have used complex
formatting or some of the new advanced features w ithin your Microsoft Word 2010
document, some of the advanced formatting may be lost in the conversion process.

Plain Text:

Saving your document as a plain text file will remove all the formatting you have added to
your documents (such as bold, italics & underlining). It will also remove any pictures or
other features such as tables. Only plain textwill be saved. Be very careful about using this
option.

Rich Text Format:

This is a generic w ord-processing file format. if youw anted to distribute the document to
someone using a totally different word-processing program from a different software
manufacturer, such as WordPerfect, then you may wish to use this file format. Some
advanced formatting may be lost in the file conversion process. The file name extension will
change to become .RTF.

Template:

You normally save a document as a document file. You can how ever save a document as a
template. This means that you can create new documents in the future; based on the
templates you create.

There are quite a few other file format options but at this stage w e do not need tow orry
about them!

Experiment w ith saving your document in the file formats described above.

When you have finished experimenting, save your changes and close any open documents.
Close the Microsoft Word program.

Creating documents using different templates

Re-open the Microsoft Word program. By default the Word program opens and displays a
new , blank document, based on the default template. We will now investigate some of the
other templates available.

Click on the File Tab and select the New command.
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Mid9- 0=

.HH Home 1
Q Save
Save As
ﬁ Cpen
E‘j Close

Recent

New

Print

This will display a window allow ing you to specify w hat type of document youw ish to create.

L™ 1 Crursment? - Wicroush W
Wami il Pagelsgeid Belepory Mg Bewiew  View i iy
ol
Ayinlatie Templates
L e
& opm 2 voms
=f ciow
s . L o]
Racard B Hiog podt Brrers Saple Wy isnplites e b
decismant tempisies eplie wthrg
_ MR Tt e — -
Pt - i
— ] W= | r £
Shars - = 3 2
g Bosigun: Binnen slardan Taes Loammie ot leecn L Fanrean
£aith certd st
| sadim
i) Dpbens e
& e
S e
et

e Click onthe Sample Templates option.

| = T Docu
Home Insert Page Layout References Mailings Review View Add-Ins
Q Save .
Available Templates
Save As
[ open 4 {2t Home
[ Close . .
Info f LA = }
Y| |
= o B
Recent Blank Blog post Recent Sample My templates  New from
document templates templates existing

Office.com Templates [Search Office.cor
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e This will display a list of templates available on your computer. Scroll dow n and youwill see
that the list is extensive.

e Select the Executive Newsletter template and then click on the Create button (displayed
over to the right of the templates).

© Document

71 Template

R

Create

e Fax Median Merge Letter

- /

o Youwill see a new sletter document, based on the new sletter template that you selected, as
illustrated.
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[Newsletter-Title]

demnt Vel

———

e You could then fill-in the details on your new sletter as required. As this is just an example,
do not fill in the details; simply close the document w ithout saving your changes.

e Experiment with creating other new documents based on some of the different templates

that are available on your computer.
¢ When you have finished experimenting, close Word w ithout saving any of your changes.

Switching between Word Views

¢ Word has a number of different views that you can use to display a document.

e Start Word and open a document called Views. The sample files are stored in a folder
called Word 2010 Basics, which is turn is located w ithin a folder called Documents. To
open the sample file called Views, click on the File tab and then click on the Open
command.

(wll I
.ﬂu Home

H Save
Save As

L Close

Recent

e This will display the Open dialog box.
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(] Open =
G_I\J | » Libraries » Documents b <~ | 44 | | Search Documents P |

Organize « MNew folder g== = [l I@I
(W] Microsoft Word —  Documents library , _
) Arrange by:  Folder =
Includes: 2 locations
W Favorites MName Date modified Type .
. L F . Adobe 22/01/201011:24 ... File folder
=l Libraries
. Bluetooth Exchange Folder 22/01/2010 3:41 PM  File folder
. Downloads 19/02/2010 213 PM  File folder
#d Homegroeup
. KEEP 21/03/2010 3:47 PM  File folder
T = . microsoft 15/08/200912:58 ...  File folder
18 Computer
;:'_.;r' Local Disk (C:) . My Call Graphs 1:02_-2010 8:37 PM F!Iefclcler
s RECOVERY (D:) OneMote Notebooks 17/03/201011:04 ...  File folder
CD Drive (F) U3 ¢ | . Word 2010 Basics 21/03/2010 3:47 PM  File folder
My Passport (G:)
o Backup USB(H) ~ 4| LLl} | L4
File name: Dave Murray - [AII Word Documents vl
Tools - [ Open |v] ’ Cancel ]

e Within the right section of the window youw ill see the folder called Word 2010 Basics (you

may have to scroll dow n within the window to see this).

e Double click on the Word 2010 Basics folder to display the contents of that folder. Scroll

dow n the file list and you will see a file called Views.

- Favorites

m

3 Libraries

#d Homegroup

18 Computer
&, Local Disk (C)
s RECOVERY (D)
CD Drive () U3 ¢
My Passport (G:)

] Open &=
Ob | <« Dave » My Documents » Word 2010 Basics - | +y | | Search Word 2010 Basics )
Organize * New folder = o« [ |@|

. ifi A o
IE Microsaft Waord N_amr: . Date modified Type
] page layout 8/02/2007 1:06 AM Microsoft Word C

] paragraph formatting

@ printing

@ Removing bullets and numbering
] Searching and replacing

@] symbels

IEIJTabIes

] Tabs

] Text formatting

] Viewing tabs

7/02/2007 12:51 AM
26/02/2007 4:35 PM
1/11/2007 2:44 PM
7/02/2007 2:27 AM
1/11/2007 12:28 PM
30,/10,/2006 10:06 ...
11/02/2007 3:32 AM
17/04/2007 3:43 AM
7/11/2007 10:51 AM

Microsoft Word C
i\,

Microsoft Word C

Microsoft Word C
Microsoft Word C
Microsoft Word C
Microsoft Office [
Microsoft Word
Microsoft Word T =

Microsoft Word [

1/11/2007 10:55 AM  Microsoft Word C|

20/08/2007 5:24 PM  Microsoft Word C

e Backup USB (H:) = < | LLI

File name: Views

| 3

- [AII Word Documents v]

] |

Tools - [ Open Cancel ]
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¢ Double click on the Views file to open the document, w hich will look like this.

MICROSOFT WORD 2010 COURSE OUTLIE

THE MICROSOFT WORD 2007 SCREEM

= The Microsolt Weord 2007 screen
o The levels ol command organisation

= [he Office Button, Tabs, Groups & Dialog box launcher

STARTING 10 USE MICROSOFT WORD 2007

s  Using the default Microsoft Word document

¢ Click on the View tab and look at the options w ithin the Docum ent Views section.

W d9-0|= Word_2010_Basics_
mHnme Insert Page Layout References Mailings Revipw View ladd-Ins
= Iﬂ = [ Ruler O 3¢ [El One Page —Fh_l, [
- [ Gridlines A 00 [0 Two Pages i)
Print |Full 5creen Web  Outline  Draft o Zoom 100% : _ Mew  Ar
Layout | Reading Layout Mavigation Pane = Page Width | window
Document Views Show Zoom

o By default the Print Layout view is displayed. Click on the Full Screen Reading icon and
the screenwi ill change to look like this. As you can see this view makes is easier to read the
document on your screen, as the screen clutter is not displayed.
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P [T R T S A Surendaers - b ﬁur_om;x Claks

® Using Help within Microzoft Word
MICAOSOFT WORD 2010 COUNSE OUTLIE

TEXT FORMATTING

THE MICROSOFT WORD 2007 SCREEN = Fontiypeand forsie

& The Microsoft Word 2007 screen * Bagalcoeonteriog

. e Subscript and script
» The levels of command organisation st andsupsrap

» The Office Button, Tabs, Groups & Dialog box launcher * Casechanging

= Highlighting

STARTING TO USE MICROSOFT WORD 2007 * Faont colour

» Using the default Microsoft Word document Cogying text formatting

* Saving Microsoft Word documents * Removing formatting

+ Opening and closing documents

# Saving your file using a different file name e L

» Creating a new document * Selaciingtmd

e Press the Esc key to return to the Print Layout view.
e Click on the Draft icon and the document w ill be displayed in draft mode.

WET- o= Views [Compatibility Mode] - Mecroseft Word
“ Hame Ingert Fage layout  References Mailings Reigw Vitw Add-Ins

J J:I ﬁ =l | 0 Ruter [ ] 1 Ll one Page = | M= 1] View Side Ly Side E

. - " ]
O Gridlines N oL (03 Twe Pages — . i} Synchranous Seralling

Print  Full Sereen Web  Qutline | Denft | Tonm  10O% Mew  Arange  Spht ) _ it

Layout Reading  Lavout [¥] Mavigation Pang A Pt Width | window AN A4 Feget Window Posat Window
Dnument Views how Toom Windew

Mavigatian - x|

Search Dotument o MICROSOFT WORD 2010 COURSE OUTLIE

» 56| M .

[ 4 Microsutt werd 2010 .. |
THE MICROSOFT W..
il LT THE MICROSOFT WORD 2007 SCREEN
TEXT FORMATTING
MANIPULATING TEXT
THE CLPECARD
PARLAGRAPH FCRM..
BDOING UORDERS ...

The Microsoft Word 2007 screen

-

The levels of command organisation

FINDHMG AND ELFL..

-

The Office Buttan, Tabs, Groups & Dialog box launcher
1A%

SIVLLS

PAGL FORMATTING

TABLES STARTING T USE MICROSOFT WORD 2007

DREAFHILS

MULTIFLL DOCUME. + Using the default Microsoft Word document

PROOFING AND FRL.. ) .
s Saving Microsoft Word documents
¢+ (Opening and closing documents

+ Saving your file using a different file name

TS R SR
* |4[=m]
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e Click on the Qutline icon to display the document in Outline mode.

Wi -0ls
m Cutlining Home Insert Pa
al @ == o

|:| Gr
Print  Full 5creen Web | |Cutline| Draft
Layout Reading Layoud MNa

Document Views

The document will look like this. Outline view is usefulwhen view ing long documents, as
you can easily identify headings and sections w ithin the document.

E H == Wiews [Compatibikty Mode] - Microsol We
_ uthreng Home bnLert Fage Lapout Eelereried Madlingt Eraew Wiwy Add.Ind
3 & Leeell @ % ®° frucr Livel &l Lirwwii . - - E
J] snow Test Formasting ' .
S Enow First Line Oniy D-:-i-:r;c::'r. s 411-:::1- £
Ceutling Tools Mlaster Dapument (e
Baraigation L. (%]
. o - :
28 | @ - 2 THF MICROSOFT WORD 2007 SCREFN
- L The Microsoft Word 2007 screen
4 Migrogolt Werd 2010 ... .
THE MICROSOT W " oe The levels of command organisation
me———— - . The Office Button, Tabs, Groups & Dialog box launcher
TEXT FORMATTNG .
R ULATRG TET O STARTING TO USE MICROSOFT WORD 2007
THE CLIPECARD LN ] Using the default Microsoft Word document
PARAGRARH FORM .. Saving Microsoft Word documents
ADOING BORDERY L Opening and closing documents
FBICHHG AHD RER, L saving your file using a different file name
:f’in L Creating a new document
e — "o Using Help within Microsoft Word
TABLES “
O O TEXT FORMATTING
DTN .. Font type and font size
PROCEFING AHD PR L Bold, italic or underline
.. Subscript and superscript
L Case changing
- . Highlighting
L Font colour
& .

Copying text formatting

¢ Click onthe Web Layout icon. This will display the document as it w ould appear on aw eb
site.
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G L R Wimar [Curnpatibality
_ Hume et Page Layout References Mailing Benes YW Add-iny
=

= A

n = ComprifBod - 11 -+ A &  Asc B =L =-E- B SO

B 7 U - ox x w-A-EEIANR = &4

Paste ;
= Famatl Baintes

Clipbaard . Fond . Faragraph

searn Betument el 11CROSOFT WORD 2010 COURSE OUTLIE

& Microiefl Word A0 ..
THE MICEOSO0FT W,
STARTING TO USE .

e THE MICROSOFT WORD 2007 SCREEN
MANIFULATING TEXT .

THE CLIPRCIARD « The Microsoft Word 2007 screen
PARAGRAPH FORR

ADDING BORDIRS #  The levels of command organisation

FIMDBNG AND REPL.. . .
Tant # The Office Button, Tabs, Groups & Dialog box launcher
SIS

PAGE FORMATTING
mas STARTING TO USE MICROSOFT WORD 2007
GRAPYECH

MULTIFLE DOCURE...
PROOFING AND PR

& LUzing the defaul Microsoft Word document
s Saving Microsoft Word documents
+ Dpening and closing documents

& Saving your file using a different file name

N et A senee Ao

¢ Clickonthe Print Layout icon to return to the default view display.

e You can click on the Zoom icon to magnify or reduce the display. Youwill find this icon
within the Zoom section of the View tab.

@“H SENLIE Views [Jor
Home Insert Page Layout References Mailings Review View Add-Ins
B e S R L gme= o F
[ Gridlines 2 [0 Two Pages
Print  Full Screen| Web | Outling Draft o Zoom  100% ) Mew  Afrar
layout Reading |Layout [¥] Navigation Pane (=] Page Width | window | Al
Document Views Show Zoom

|II-ui.--J-in- - W |

e This will display the Zoom dialog box. Experiment w ith different levels of zoom.
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[ 7 |(meSn)

Page width Many pages:
Text width :

Whole page
Percent: | 100% =

Preview

AaBbCcDdEeXxYyZz

AaBbCcDdEeXxYyZz

AaRhCrDdFeXxYu7z

e Resetthe Zoom level back to 100%.
¢ Close Wordw ithout saving any changes that you may have made.

Navigating through documents

e Open a document called Navigating.

WORD 2010 TRAINING COURSE OUTLINE

THEMICROSOFT WORD 2010 SCREEN
STARTING MICROSOFT WoRD 2010
THE BAZROSCET WaRD 201D SCREEN

THE LEVELS OF COMMAND CRGAMIEATION

THE START BUTTON

¢ This document contains text that has been marked w ithin Heading styles. The first line has

been marked with a Heading one style. The next line of text is marked w ith a Heading 2
style.

¢ If you look at the Navigation pane, displayed to the left of the document you w ill see this
document structure is used to display the document.
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= (82 ~ S

¥

4 The Microsoft Word 2...
Starting Microsoft ...
The Microsoft Wor...

The levels of comm...
The Start Button
Ribbon Tabs
Minimizing the Rib...
Switching between..,
Groups
Dialog box launcher
4 Starting to Use Micros...
Using the default ...
Saving Microsoft W..,
Cpening and closi.
Save As -
Creating a new doc... ]
Using Help within ...
Alt key help
Closing Microsoft ...
Saving documents ...

Creating document...

Corsibrbaimm bundusin ;e

e The header 1 text looks like this.

= 30| [§ o v

3

4 The Microsoft Word 2.

Startimmg tiorosoft—

The Microsoft War...

The levels of comm...
The Start Button
Ribbon Tabs
Minimizing the Rib...
Switching between...
Groups
Dialog box launcher
4 Starting to Use Micros..,
Using the default ...

Saving Microsoft W..,
Opening and closi..
Save As ]
Creating a new doc... r
Using Help within ...
Alt key help

Closing Microsoft ...
Saving documents ...

Creating document...

Erniitrlhim e bnduasnne

e The other items w ithin the Navigation pane are Header 2 styles. Try clicking on any of the
items w ithin the Navigation list and as youwill see you ‘jump’ directly to that item. As you

FOR USE AT THE LICENCED SITE(S) ONLY

© 2010 Chetenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



WORD 2010 BASICS Page 39

can see for documents that have been formatted using heading styles, the navigation pane
is a greatw ay of moving about w ithin the document.
o Youwill see how to add style information to a document in a later section.

e Close the document without saving your changes.

FOR USE AT THE LICENCED SITE(S) ONLY

© 2010 Chetenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



WORD 2010 BASICS Page 40

Manipulating Text

Select, then format

¢ Remember the general rule w hen using Microsoft Window s or Windows Applications.
Normally you need to select an itemfirst (so that Windows knows what you are interested
in), and then format it.

Selecting text

e [f necessary start the Word program.

e Press Ctrl+O, w hich is the keyboard shortcut to open a document. This will display the
Open dialog box. Change to the Word 2010 Basics folder and double click on a file called
Editing to open that file.

e Click once in the middle of a word w ithin your document. Press the Shift key dow n (and hold
it dow n). Press the Left arrow key or Right arrow key once. Then let go of the Shift key.
As you can see you have just selected a character.

o Repeat the last operation using a differentword, but this time press the arrow key a few
times. This allow s you to select more than one character.

e Selecting aword is even easier. Double click on any w ord within the document. The word
is now selected.

e Experiment with selecting to the beginning of a line. To do this click within any line of text.
While keeping the Shift key pressed, press the Home key. Release the Shift key.

o Experiment with selecting to the end of a line. To do this click within any line of text. While
keeping the Shift key pressed, press the End key. Release the Shift key.

e Experiment with selecting an entire line of text. To do this move the mouse pointer to the
left of the line w hich youw ih to select, until the mouse pointer changes froman | bar shape,
to an arrow shape pointing upw ards and to the right. You are now in the “Selection Bar”, a
special screen area. Click once w ith the mouse button to select the line.

e Experiment with selecting a sentence. To do this, move the mouse pointer w ithin the
sentence w hichyouw ish to select. Depress the CTRL key and then click w ithin the
sentence.

e Experiment with selecting a paragraph. To do this triple click within a paragraph.

e Experiment with selecting the entire document. To do this press Ctrl+A.
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Inserting, deleting, undo and redo

Click at the very start of the textw ithin the document and then press the Enter key tw ice.
This will add some space to the top of the document.

Type in your full name and then press the Enter key twice to insert some space.

Within the first paragraph click just before the w ord 'Windows'. Type in the w ord 'Microsoft’
and press the Spacebar. As you cansee inserting aw ord w ithin a paragraph is easy.

Select your name at the top of the document and delete it, by pressing the Delete key.
Click on the Undo icon and undo this deletion. Your name reappears!

File Home Insert

o

=¥ Cut
=3 Copy
Paste
= # Format Painter

Ari

Clipboard

Click on the Redo icon. What happens?

Insert and overtype mode

Y ou should know the difference betw een insert and overtype mode, w hen using the
keyboard. By defaultw hen you are editing a document the new text is inserted within the
existing text. In overtype mode new textw ill overwrite existing text; if you are not paying
attention you can lose data.

Click once betw een tw o words within the document and you w ill see that if you type in a new
word, it is inserted betw een the existingw ords. Click on the Undo icon to undo this.

In older versions of Microsoft Word pressing the INS (or Insert) key w ould enable overtype
mode typing. This had the effect of typing in a new word betw een existing w ords and
overwriting the existing text. The good news is that pressing the Insert key w hen using this
version of Microsoft Word has no effect.

Copying text within a document

Select the first paragraph. Press Ctrl+C. This copies the selected text into the Clipboard.
Click at the end of the document.

Press the Enter key to insert a space.

Press Ctrl+V. This pastes the text fromthe Clipboard to the current position of the 'Insertion

point'.

TIP: The 'Insertion Point' is indicated by the flashing, vertical cursor.

Click on the Undo icon to reverse this action.
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Moving (cutting) text within a document

e Select the first paragraph. Press Ctrl+X. This cuts (i.e. moves) the selected text onto the
Clipboard.

¢ Click at the end of the document.

e Press the Enter key to insert a space.

e Press Ctrl+V. This pastes the text fromthe Clipboard to the current position of the Insertion
point.

e Click on the Undo icon to reverse this action.

e Save your changes and close the document.
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The Clipboard

Using the Clipboard

e When using Microsoft Word you will find the Cut, Copy and Paste icons under the Home
tab.

M 90l

Home Insert

== ¥ Cut
= 53 Copy

Paste
-  Format Painter

Clipboard

Al

e You can also use the normal Microsoft Window s shortcuts:

Cut Ctrl+X
Copy Ctrl+C
Paste Ctrl+Vv

e Youw il notice that there is a down arrow under the Paste command. Clicking on this wiill
display more options, such as the Paste Special option, w hich, w hen clicked on, w ill allow
you more control on how items in the Clipboard are pasted into a document.

Wi 9~ 0is
Home Insert Page LayoL
j . Times Mew Rom
Paste -
= # Format Painter R
Paste Options:
j - X
Paste Special... o -

Set Default Paste...
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e The Paste Special dialog box looks like this.

[ Paste Special @

Source:  Microsoft Waord Document
C:\2010 COURSEWARE\Word_2010_Basics\sample_files\Word 201...

As:
(@) Paste: Microsoft Word Document Object - Display as icon
) Paste link: | Formatted Text (RTF)
S Unformatted Text

Picture (Windows Metafile)
Picture (Enhanced Metafile

Unformatted Unicode Text

Result

Inserts the contents of the Clipboard as HTML Format.

Ok ] [ Cancel

The Office Clipboard

e Open a document called Office Clipboard. This document contains a few items that you
can copy into the Office Clipboard.

e [If you click on the Clipboard dialog box launcher, youw ill see the Microsoft Cffice
Clipboard pane.

wWid9-0ls
Home Insert Page
J ) Arial
Paste -
- fFormat Painter LR
Clipboard
MNavigation v X

e The Microsoft Office Clipboard pane looks like this.
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Wid9-06i+
Home Insert Page Layout References Mailings
j ! Times MewRom = 12~ A" A" | Aa~ | &
Paste o 2 ab? . A -
+ <« Format Painter LI = —
Clipboard Font
Navigation ¥ X |1 of 24 - Clipboard - X
Search Document 2~ [._ﬁ-'_l.l Paste Al ] [.:i Clear All ]
= | oo J Click an item to paste:
= | oo .
= = I
This document does not ]
contain headings.
@)
To create navigation tabs,
create headings in your
document by applying
Heading Styles.

e Select all the text and press Ctrl+C to copy the text to the Clipboard. You should see a
representation of this copied text displayed in the Micros oft Office Clipboard pane.

e Select the first graphic within the document and press Ctrl+C to copy the graphic to the
Clipboard. You will see the graphic displayed w ithin the Micros oft Office Clipboard pane.

o Repeat this for the other graphics w ithin the document.

e Scroll dow n to an empty part of the document. Click w here youwould like to insert a copy of
an itemthat is stored on your Clipboard. Click on that item w ithin the Microsoft Office
Clipboard pane. The itemw ll be displayed. Experiment with pasting both text and
pictures.

Removing items from the Office Clipboard

e Select an itemw ithin the Office Clipboard, as displayed w ithin the Microsoft Office
Clipboard pane. Right click on the item and from the popup menu displayed, select the
Delete command. Try this now for afew items displayed w ithin the Micros oft Office

FOR USE AT THE LICENCED SITE(S) ONLY
© 2010 Chetenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au




WORD 2010 BASICS Page 46

Clipboard pane.

) D g i
i) [ Paste
X Delete

e Save your changes and close the document.
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Text Formatting

What is text formatting?

e You canformat a document at different levels w ithin Microsoft Word. The most basic level is
called text formatting. This relates to formatting characters and w ords within a document
and covers thefont type, fontsize, font color and font attributes such as bold italic or

underlining.

Font type

e Open a document called Text formatting.

e By default Microsoft Word 2010 uses afont called Calibri.

e Make sure that the Home tab is displayed.

e Select the paragraph starting w ith the text FONT TYPE w ithin your document (by quickly
clicking three times w ithin the paragraph) and experiment w ith applying different font types.
To do this, make sure that the Home tab is selected, then click on the dow n arrow, to the
right of the textw thin the Font control.

(w]| = O |-

Home Insert Page Layout Refen

=D ]

= ° Calibri (Body} | = 1} = ¢

Paste - g
= - Format Fainter N ==

Clipboard Font

e Youwill be able to select a different font from the drop dow n list supplied.
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Experiment w ith formatting your paragraphs using different fonts. You can also experiment
with applying different font types to individual w ords or sentences.

TIP: This is just an exercise. In real life do not have lots of differentfonts all mixed up w ithin
a document. It looks cheap and conveys a very bad visual impression!

Font size

The font size refers to the height of the text. Below 8 pt font size text is almost unreadable,
so try and use afont size that is easy to read on the screen and also easy to read when
printed.

Make sure that the Hom e tab is displayed. Select the paragraph starting with FONT SIZE
Click on the down arrow to the right of the Font Size control.

(W = L NE
Home Insert Page Layout Reference
= Cut o
= & Cu Calibri (Body)  ~ LLE\ ,
=3 Copy

Paste - 2
- F Format Painter =

Clipboard Font

This will display a drop dow nfromw hich you can select the required font size. Set the font
size to 20.

(w]| & LN
Home Insert Page Layout Referer
=’ Cut R
B & Cu Calibri (Body] - 11 |-| A
=3 Copy 3
Paste i B 7 U - ak 2
+ < Format Painter = g
Clipboard 10 |
. 11
Navigation - X
12
Search Document 2o~ 14
- 16
=8| & b
20
This document does naot 22
contain headings. 24

26
To create navigation tabs,

create headings in your 28
document by applying 36
Heading Styles. a5

72
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Grow Font and Shrink Font icons

e Experiment with selecting text and then clicking on the Grow Font and Shrink Font icons.

(w]| i LR
Home Insert Page Layout References Mailings
=’ Cut o —o
B & Cu Calibri Body) = 11 { A" A" ||Aa- | 2}
53 Copy b
baste B 7 U ~abs x, x° B - A~

- o Format Painter

Clipboard Font

Font size keyboard shortcut

e Make sure that the paragraph starting w ith the text ‘FONT SIZE’ is selected. Press down
the Ctrl key and w hile keeping the Ctrl key pressed dow n, press the ‘closing square
brackets’ key ]. While keeping the Ctrl key pressed dow n, repeatedly press the ‘closing
square brackets’ key. As youcan see, each time you press the ] key, the text gets bigger.

To make the selected text smaller, use the Ctrl+ keys.

Bold, italic or underline

¢ You can add emphasis to parts of your text by displaying them in Bold, ltalic or Underlined,
or in a combination of these attributes. Select aw ord w ithin the paragraph relating to bold,
italic or underline.

TIP: To select a word, double click on the w ord.

o To format the selectedw ord as bold, italic or underlined, click on the icons displayed on the

Home tab.

W = LRk

Home Insert Page Layout References
= Cut -
B @ Cu Calibri (Body] ~ 11 * A A
— =3 Copy
aste r :
= # Format Painter L = =

Clipboard Font

TIP: You can combine these attributes by clicking on the Bold icon and then the Italic icon.

¢ Toremove this formatting froma w ord, Select the w ord and re-click on the Bold, Italic or
Underline icon.

e Experiment with applying this formatting to w ords or entire paragraphs.
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Subscript and superscript

Sometimes you need to display a character above or below the normal text line. Superscript
refers to characters displayed above the normal line. An example w ould be the famous
Einstein equation below .

E=MC?=

Subscript refers to text displayed below the normal line of text. An example w ould be the
chemical formula for w ater.

H-O

Within the paragraph relating to subscript and superscript, select the 2 w ithin Einstein’s
equation. To format this as superscript, click on the Superscript icon in the Font section of
the Home tab.

@ d9- 0l
Home Insert Page Layout Reference:
e Cut ~
B b Cu Calibri (Body) ~ 11 = A" A
oot =5 Copy
aste o z
= # Format Painter LT L R

Clipboard Font

Select the 2 within the formula for w ater. To format this as subscript, click on the Subscript
icon in the Font section of the Home tab.

(w]| = LK
Home Insert Page Layout References
3 ‘*‘ cut Calibri (Body] = 11 = A" A
Paste o B 7 U - abe| x |
- F Format Painter = :
Clipboard Font

Case changing

This feature allow s you to select a portion of text and then change the capitalization w ithin
that text. For instance you could select a heading w ithin your document and format it to
display as all upper case letters.

It is also very useful if you have accidentally pressed the Caps Lock key and have then
typed in textw ith the capitalized appearing reversed. This feature allows you to correct this
mistake w ithout having to delete the text and start again!

Select the entire paragraph relating to case changing. Within the Font section of the Home
tab click on the Change Case icon. This will display a drop dow n list of options. Click on
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the UPPERCASE command.

(w]| = I=
Home Insert Page Layout References Mailings Review Viev
& cut Calibri (Body) = 11+ A" A7 [[Aa-| %) = - i= - E
= 53 Copy cont
aste - o Sentence case,
- fFormat Painter L] dbe x. x ES
Clipboard Font lowercase .
Navigation * X UPPERCASE
Capitalize Each Word
Search Document 0o - Lap
tOGGLE cASE
A=

o Experiment with applying the other case change options to this paragraph.

Highlighting

¢ The highlighting feature is great if you are review ing a document and is used in the same
fashion as youwould use a pen highlighter on a printed copy. You can change the
highlighting color but if you intend to print the document in black and w hite, do not use a
very dark highlighting color, as you may find the highlighted w ords are blacked out and
unreadable.

e Within the paragraph relating to highlighting, select some text and then click on the Text
Highlight Color icon (located in the Font section of the Home tab). This will apply
highlighting to the selected text.

(w]| U=
Home Insert Page Layout References Mailing
— Cut P
=) & Cu Calibri Body) ~ 11 = A" A"  Aa-
- =3 Copy w | A
aste - 2 abp .
- 3 Format Painter N —

Clipboard Font

e To change the highlighting color click on the dow n arrow to the right of this icon. You can
click on one of these colors to change the highlighting color the next time you apply
highlighting.
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(w]| i =
Home Insert Page Layout References Mailings Review View
=% cut - v P
B é Cu Calibri (Body) ~ 11 = A A" | Aav | B T - i= - -
53 Copy
Paste i B 7 U ~abs x, x° b7 A -
- # Format Painter = B
Clipboard Font
Mavigation X
Search Document 2o~
= |83 | &
This document does not
ramdain haadin e

e Select another portion of text and try applying a different highlight color.

TIP: To remove highlighting from highlighted text, select the text and then click on the down
arrow to the right of the Highlight icon. Select No Color.

Font color

e You can apply different colors to your text w hich can add impact to your documents if you

are going to print them using a color printer. Do not use too many colors on a single page
as this can look messy. The rule w ith color is that less is good.

Be carefulw hen using faint colors w hich may not show up wellw hen printed.

Finally consider that some people have various types of color blindness and may not be able
to read some colors as others w ould.

e To change the font color click on the down arrow to the right of the Font Color icon. You

can click on one of these colors to change the font color the next time you change the color
using the Font Color icon.

(w| |= Text for
Home Insert Page Layout References Mailings Review View Add-
= i C t e - -_— —_— ——
=) ‘* " Calibri Body) ~ 11 ~ A° A7 | Aav | &, = i= -t EEEE
53 Copy
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Clipboard Font B Automatic
MNavigation - X Theme Colors

Search Document 2~
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This document does not Standard Colors
contain headings.
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To create navigation tabs,
create headings in your TE
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Heading Styles.

%  More Colors...
3
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Within the paragraph relating to Font Color, select some text and then click on the Font
Color icon. This will apply color to the selected text.

A

Experiment w ith applying different font colors to different words w ithin the paragraph.

Copying text formatting

This feature allow s you to pick up the formatting that has been applied to one portion of text
and apply that formatting to another portion of text.

Click w ithin the paragraph relating to ‘Copying text formatting’. Click on the Form at
Painter icon (displayed on the Hom e tab within the Clipboard section).

T R ARERE

Home Insert Page

[=C7

J Arial
Paste i
= J Format Painter Bl L L
Clipboard

Youwill notice that the shape of your mouse pointer has changed.

Move the mouse pointer to the start of a different paragraph w ithin the document and w hile
pressing the mouse key dow n drag to the end of that paragraph and then release the mouse
button. The formatting contained w ithin the original paragraph is how copied to the second
paragraph. The mouse pointer now displays its original shape.

TIP: If you double click over a paragraph that you w ant to copy text formatting from, then the
mouse pointer changes shape until you press the Esc key. This means that you can copy
formatting to more than one portion of text at a time.

Removing formatting

This feature can be very useful if you get yourself into a mess w ith your formatting, or if you
receive a document from someone else that has been 'over formatted'.

Select a portion of text and apply formatting such as bold, italic and underlining.
Click on the Clear Formatting icon. The formatting is removed.
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Wid9-0i-

Home Insert Page Layout References Mailings Rev
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_j] Arial 14 - A a Aa~ % =
R 53 Copy

Paste - 2z ab# . .
- o Format Painter £ U ~abe x, X ﬁ & %
Clipboard T Font T

e Save your changes and close the document.

Using Zoom

e Open a document called Zoom . This document contains some very small text!

e Drag the slider control, displayed at the bottom-right of the document to make the document
display the page at a larger zoomlevel. Experiment.

e You can double click on the Zoom percentage number displayed at the bottom-right of the
screen.

[EETE

e This displays the Zoom dialog box.
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Zoom R

Zoom to
200% Fage width Many pages:
@ 100%: Text width
75% Whaole page .,

Percent: |100%

4k

Preview

AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
L3 = AaBbCcDdEeXxYy/z

OK ] | Cancel

You can use the Zoom dialog box to display the page at pre-set zoomlevels. You can type
a value into the percentage box. As you increase the percentage value, the screen
magnifications is increased.

Experiment with using different zoom levels.
Reset the zoom level back to 100%.
Save any changes you have made and close the document.

Inserting special characters and symbols

The keyboard can only contain a limited number of different letters, numbers and other items
such as alternative currency symbols and the at (@) sign. You can insert many more
symbols and special characters if youwish, examples of which include:

© ™ > QO € ® ¥

Open a document called Symbols. This document contains a number of symbols and
special characters. Click to the right of the first picture of a symbol and then click on the
Insert tab. Youwill see the Symbol button as illustrated.
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2% Signature Line - T[ S-Z

5} Date & Time
bgd Object ~

A Q0

Equation Symbaol

Symbols

e Clicking on the Symbol command w ill display a drop dow n list of symbol options, as
illustrated.

5@

(|
ture Line + ']'[ Q

& Time
- Equation |Symbaol

Symb € £ ¥ © @ -
i)
™+ # < P N

+ E S 11 a

B~ a 3§ &

| 2 MUrESymboIs...|

e Clicking on any one of these w ill insert the symbol that you clicked on (at the Insertion point).
e Clicking on More Symbols, will display additional symbols and options, as illustrated.

Symbol (-5 sl
Symboly | Spedial Characters |

Font: |{normal text) [=] subset: |BasicLatn [~
J blcld|e|flglh|iljlk|!|m|n|o
plalr|s|tjulviw/x|ylz|{|]|]|} ™
i|C|E|H|¥| |8 ©|2a|«|=|-|®| " |°
23w L e %% A
Recently used symbals:
elel¥lo/e|m™|z|2|<|2]+|x]|==|pn|lalp

LATIN SMALL LETTER A Character code: | 0081 from: | Unicode (hex) E|

’ﬁutoCorrect... ] [Shortﬂ:tﬁey... ] Shortcut key:

[ Insert ][ Cancel ]

e If you click on the Special Characters tab w ithin this dialog box, youw ill see a list of special
characters. As you cansee, many of these special symbols have a shortcut key displayed
to the right of the special character, w ithin the dialog box. These can be useful if you need
to insert a special character on a regular basis.
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Symbol
Symbols | Spedal Characters |
Character: Shortcut key:
-
- En Dash Ctrl-+HHum - =
- Maonbreaking Hyphen Ctrl+5hift+_
= Optional Hyphen Ctrl+-
Em Space
En Space
1/4 Em Space
= Monbreaking Space Ctrl+5hift+5pace E
=] Copyright Alt+Ctrl+C
® Registered Alt+Cirl+R
™ Trademark Alt+Ctrl+T
5 Section
T Paragraph
. Ellipsis Alt+Cirl+, |
' Single Opening Quote Ctrl+","
! Single Closing Quote Ctrl+,'
" Double Opening Quote Ctrl+"," ¥
AutoCorrect... ] [ Shortcut Key...
[ Insert J ’ Cancel
s

o Work through the exercises contained w ithin the Symbols document. When you have
finished, save your changes and close the document.
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Paragraph Formatting

e Paragraph formatting includes items such as alignment and indenting as w ell as numbering
and bulleting of lists. If you click on the Home tab, youw ill see a paragraph section w ithin
the Ribbon.

i=[- 1= - | =[5 ]

#
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1
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|
Il
=
1
4
P
&
4
4

Faragraph ]

TIP: To select a paragraph triple click within the paragraph.

Paragraph marks

e Toinsert a paragraph mark, press the Enter key. This inserts a single paragraph mark.
Often youw ill insert tw 0 paragraph marks to end one paragraph and insert a space on the
screen before starting the next paragraph mark.

e Toremove a paragraph mark, click at the end of a paragraph and press the Del (Delete)
key.

TIP: To see a paragraph mark, click on the Show /Hide icon and youw ill see the paragraph

break as illustrated below . This makes it easier to identify and then remove the paragraph
break.

T

Ac-paragraph-break-looks-like-this-when-vou-click-on-the-Show Hide-icon¥
Fememberto-re-click-on-the-icon-to-shop-the-displav-of-non-printing-characters¥

-

e Open adocument called Paragraph Formatting. Click on the Show /Hide icon and youw ill
be able to see the paragraph marks w ithin the document. Click at the end of a paragraph
and press the Enter key. Youwill see a new paragraph mark displayed. Press the
Backspace key to delete this paragraph mark.

Soft paragraph (line break) marks

¢ When you press the Enter key you insert a paragraph mark. If you press the Shift+Enter
keys you insert a soft paragraph mark, w hich is also know n as a line break.

The visual effect is often the same, but w hen you insert a line break, then the text after the

line break (up to the next paragraph mark) will be treated as a single paragraph. Click on
the Show /Hide icon and you will be able to see the soft paragraph marks w ithin the
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document. Re-click on the icon and you w ill no longer see the soft paragraph marks.

o Toremove a soft paragraph mark, click at the end of a line break and press the Del (Delete)
key.

TIP: To see the line break, click on the Show /Hide icon and you w ill see the line break as
illustrated below . This makes it easier to identify and then remove the line break.

Acline-break-looks-like-this-when-vou-click-on-the-Show /Hide-icons
Femembertore-click-on-the-icon-to-shop-the-displav-of-non-printing-charactersf

o C(Click at the end of a sentence within a paragraph. Insert a soft paragraph line break. Insert
another soft paragraph line break and notice that this type of mark looks different from a
paragraph mark. Delete the tw o soft paragraph line breaks.

e Click on the Show/Hide icon so that the marks are no longer visible.

Recommended techniques for aligning and indenting text

e Text can be aligned to the left or to the right. It can also be centered or justified. If you
justify text, Microsoft Word inserts extra spaces into the lines of text so that the left and right
edges of the text line up vertically, you do not see a ragged edge dow n the right side of the
text.

¢ When aligning text use the tools that are built into Microsoft Word. For instance if youw ish
to centre a paragraph, as w e shall see you could clickw ithin the paragraph and then click on
the Center icon. You should not insert spaces or tab stops and try and line up paragraphs
visually.

¢ The same advice applies to indenting. There are indent icons you can use.

Aligning text
e Click within a paragraph. Experiment with using the alignment icons displayed w ithin the
Home tab.
w| = g~ Text fo
Home Insert Page Layout References Mailings Review View Adc
j Calibri (Body] = 11 ~ A a7  Aa~ &) Z=-i= -tz EE
Paste B 7 U ~ahe x, xX* A EEEE| L=

= # Format Painter

Clipboard Font Paragraph

Indenting paragraphs

e |t is easy to indent a paragraph. You w ould normally indent a paragraph fromthe left by a
specified amount, but you can also indent from the right. You may wish to format your text
using hanging indents, as illustrated below .
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e Click within a paragraph that is aligned to the left. Experiment w ith using the Increase
Indent and the Decrease Indent icons displayed w ithin the Home tab.

@“ lg s U= Text formattir
Home Insert Page Layout References Mailings Review View Add-Ins
j aoe Calibri (Body) ~ 11 = A" &7 | Aav | &) T - = - i
- 53 Copy
Paste - 2 aby .  llE=E==
. F Format Painter B 7 U -abe x. x Z é == = =
Clipboard E} Font w Paragraph

TIP: Each time you click on the Increase Indent icon, the paragraph is indented further to
the right.

¢ Click within another paragraph that is aligned to the left. Click on the Paragraph Dialog
Box Launcher.

@ A @ = Text formatting [Compat
_ Home Insert Page Layout Reterences Maalings Heview View Add-Ing
—_ "
] . Callbrl (Bodyy =11 = A 4" A= | =-0= -4z EEE I f
Pd'“ JF Foamat Painter B & U - ox Z-A-|[EERIR - 5O
Clipboard : Font Faragraph 1
Maviastuin * K

This will display the Paragraph dialog box.
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You can use the dialog box to set exact left or right indents. Experiment w ith setting both
left and right indents for this paragraph.

o Usethe Undo icon to reverse these left and right indents. Click on the down arrow next to
the Special section of the dialog box. Select First Line.

Paragraph (-7l
Indents and Spacing | Line and Page Breaks

General
Alignment: Left El
Qutline level: |Body Text El

Indentation
Left: 0cm = Special: v
Right: Ocn Hanging 0.63 cm =

[ Mirrar indents

Spacing

Your paragraphw ill now look something like this. The first line is indented, w hile the rest of
the paragraph is not indented.

Floppy disks are also known as disketies. They are very slow compared to hard disks or [
CD-ROMs, and hold relatively small amounts of data (144 Mbytes). Sometimes people will
backup (i.e. copv) important data from their hard disk to floppy disks. However, as diskettes are|
notoriously unreliable this is not the best way of backing up valuable data (but is better than
nothing),

Applying single or double line spacing within paragraphs

¢ Within a paragraph you can adjust the spacing betw een the lines of that paragraph.

NOT E Do not confuse adjusting line spacing w ithin a paragraph w ith adjusting the spacing
betw een each paragraph.

e Click within a paragraph. On the Home tab, within the Paragraph section, click on the Line
Spacing icon.

‘Word_2010_Basics_Manual [Cc

ings Review View Add-Ins
Aal = = 0=
LRI T
s = — =
A- EE=E=

Paragraph

This will display a drop dow n list, fromw hichyou can select line spacing options.
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Add Space Before Paragraph

= =

Remove Space After Paragraph

e Select 1.5 and look at w hat happens to the formatting of your paragraph.

Applying spacing above or below paragraphs

e You can adjust the spacing betw een your paragraphs. This can sometimes make long
documents clearer, or can be used to bring attention to certain paragraphs w ithin a
document. In the example below we have increased the spacing before a paragraph.

Mo dio i prmccd ance you e crcassd i and dhere A 3 AR ks of SSmar penccm avatiabic ta
aacom il Dod LR Somaen dn ik 4% dnd LT Drannd et of Vheah San ner Dredus calaad s
(az & com)

e Select a paragraph w ithin your document. Within the paragraph section of the Home tab,
click on the Paragraph Dialog Box Launcher.

@' ™ U= Text formatting [Cormpat
Home Insert Page Layout References Mailings Review View Add-Ins
= o Calibri (Body) -~ 11~ A" A7 Aav | %) =iz -z (EE T,
Paste - 2 . A IEE == 1= o ] <
- # Format Painter B I U -abe x x — SI= = = | = L R E
Clipboard Font Paragraph
Mawvinatinn - X |

e Within the Spacing section of the Paragraph dialog box, use the Before and After control
to set the space thatw ill be inserted before and after the paragraph. Experiment with
inserting different amounts of spacing and look at the effect.
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Paragraph (5| esa)
Indents and Spacing | Line and Page Breaks
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Indentation
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Using paragraph spacing rather than using the Return key

It is considered better practice to use Word templates w ith fairly large pre-set paragraph
spacing. This means there is less need to press the Return key to insert visual spacing
betw een each paragraph.

Applying bullets to alist

You can easily format a list to display using bullet points. Scroll dow n your document and
youw ill find a list of first names. Select the list of first names by clicking in front of the first
name and then w hile pressing the mouse button, drag the mouse pointer to the end of the
last name in the list.

Click on the Bullets icon (located within the Paragraph section of the Home tab). The list
will then be displayed as a bulleted list.

Docume

ferences Mailings Review View Add-Ins

= [EE(R T

111
rl
"
4
o
|
H
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|
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1
|
4

Paragraph
TIP: If you have time, click on the down arrow to the right of the bullets icon.

Docume

Paragraph
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e This will display a drop dow n menu allow ing you to use different types of bullets.

Document? - Microsoft W

ngs Review View Add-Ins

= i— i— = = Ai
— p— — == *=
ERFEREE- = TN |

AaBbCcDc | Az

& - | | Bullet Library TN
None | + G
e O "
> v

Document Bullets

Define New Bullet...

Applying numbering a list

o Microsoft Word can automatically number a list for you. Select the list of second names.

e C(Click onthe Numbering icon (located within the Paragraph section of the Home tab). The

listwill then be displayed as a numbered list.

Docume
BNCes Mailings Review View Add-Ins
AT Aav B isq[iEl-fE- EE A9
-« 837 == == 4=~ v e
w-A-[El===s(l S5

Paragraph

TIP: If you have time, click on the down arrow to the right of the numbering icon.

Docurmer
i Review Wiew Add-Ins
ERERE= 1 T A |
- == =EE = - DHE
== = = = {[)’ i
Paragraph

This will display a drop dow n menu allow ing you to use different types of numbering styles.
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Document? - Microsoft We

gs Review View Add-Ins

clE

\_
1
ks
-

(=)= =52 4
S-ERE FE ST | aaebend aa

Recently Used Number Formats an

»
4

Ll

il

Numbering Library

1. 1)

MNane 2 2}

3 3)

I A a)
II. B. b}
. c o)

Document Mumber Formats

Define Mew Number Format...

|

NOTE: If you add a hame to the end of your list it will automatically be assigned the next
sequential number. If you delete a name w ithin the list then the w hole listw ill be
automatically renumbered. Experiment w ith adding and deleting items w ithin the list.

e Save your changes and close the document.

Modifying bullet and numbering formatting

¢ Open a document called Modifying bullet and numbering.
e Select the items w ithin the numbered list as illustrated.
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Numbered List

i Red
ii. Green
iii. Blue
iv. Yellow

e Click on the dow n arrow to the right of the Numbering icon. Select a different numbering
format, as illustrated.

Document? - Microsoft W

gs Review View Add-Ins

Sz == 1800

see
11
[l

CE

: AaBbCcDc A
\ ~ [=|= Recently Used Number Formats me
L = =

i 1.

ii. 2.

iii. 3.

MNumbering Library

1. 1)

Mone 2 2)

3 )

I A a)
II. B. b)
m C. c)

Document Number Formats

1. i
2. ii.
3. iii.

R Change List Level
Define Mew Mumber Format...

gg Set Numbering Value..,

e Use the same technique to modify the bullet formatting, but this time click on the down
arrow to the right of the Bullet icon.

e Save your changes and close the document.

Removing bullet or numbering formatting

e Open a document called Removing bullets and numbering.
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e Select the items w ithin the numbered list as illustrated.

Numbered List

Red
Green
Blue

ow op =

Yellow

e Click onthe Numbering icon to remove the numbering formatting.

NOTE: You can also click on the dow n arrow to the right of the Num bering icon and from
the drop dow n menu displayed, click on None.

Document? - Microsoft W

Review Wiew Add-Ins

=T T:= — = 5=
bEFENE  FE 4T aapbcae A
Bullet Library T
.
None ® O ] + 0’0
’ v

Document Bullets

<= Change List Level

Define MNew Bullet...

¢ Select the bulleted items w ithin the document and click on the Bullets icon to remove the
bullet formatting.

NOTE: You can also click on the dow n arrow to the right of the Bullets icon and from the
drop dow n menu displayed, click on None.
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Document2 - Microsoft W

ws
=

Review Wiew Add-Ins

4
i

S|z EeE 4T

ol
e

o
Wi

AaBbCcDe Ac

Recently Used Number Formats e
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i 2. '
iii. 3
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e Save your changes and close the document.
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Borders and shading

Using borders and shading

e You can display a border around a paragraph to add more impact to that paragraph. You
can also add shading. To emphasize a paragraph you could reverse the normal color
display, so that textw ithin that paragraph is displayed as w hite text on a black background.

Adding aborder

e Open adocument called Borders and shading.
e Click within the header (containing the words Com puter Memory).

o Within the Paragraph section on the Hom e tab, click on the Dow n arrow to the right of the
Border icon. This will display a drop dow n list fromw hich you can select the type of border
youw ish to apply. Inthis case select the Outside Borders command.

Document? - Microsoft Weord

AaBbCcDe | AaBbCcDe

T Normal T Mo Spaci...
EBottom Border

Top Border

Left Border

Right Border

Mo Border

All Borders

Cutside Borders

4 Inside Borders

Inside Horizontal Border

+  Inside Vertical Border

Horizontal Line

Draw Table

View Gridlines

Baorders and Shading...

A border will be applied around this paragraph.

Computer Memory

e Click within the next paragraph. Apply a bottom border to this paragraph. Click on the
Undo icon to remove this border. Experiment with applying some of the other border types
(after each time click on the Undo icon).
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Modifying borders

e Click within a paragraph w hich does not have a border applied to it. Within the Paragraph
section on the Hom e tab, click on the Dow n arrow to the right of the Border icon. From the

list displayed, select the Borders and Shading command.

Decumentd « Mcrosolt Weord

Rwidw Witw Addns

E-E-te A aabcond| Aasboos
EX AN = 5h- v T Hormal | 5 o Spad
. Bettom Barder
T Top Barder
[5 Left Border
| Right Bosdes
o Earder
B a0 Borden
[ Oulside Borders
= [Jnside Booders
Inside Horrortal Barder

Insicle Vertical Border

Harigental Line
Draw Table

iy Grisings,

=y g

L

Bgrders amd Shading

e This will display the Borders and Shading dialog box.

Borders and Shading @
Borders | Page Border | Shading |
Style: Preview
‘ 0 ‘ - Click on diagram below or use
Maone E buttons to apply borders

]| || ) [m [

Shadow -
i B
cologr: | T
= Automatic E
Width:
Custom Yapt — IZI P
pply to:
Paragraph |E|
Options...

o) o)

You can use this dialog box to change the shading setting, style, color and w idth.
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e Fromthe Setting section of the dialog select the 3-D.

Borders and Shading

Borders | Page Border | Shading |

Setting: Style:

Mone

S| —
I:l Shadow e
D Color:

0 Automatic
Width:
g Custom Yapt
am
Horizontal Line...

e Use the Style section of the dialog to select a different border style.

Borders and Shading

Borders | Page Border | Shading |

Setting: Style: Prev

MNone

Shadow

Color:
3D
= Automatic |Z|

Lt

\DD@

e C(Click onthe down arrow to the right of the Color section to display a list of colors. Select a
color.

FOR USE AT THE LICENCED SITE(S) ONLY

© 2010 Chetenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



WORD 2010 BASICS Page 72

Borders and Shading

Borders | Page Border I Shading |

Setting: Style: Previ

-
Maone =

Box | | -

Shadow

= r Automatic EI

B 2utomatic

Custom

7] | | [ | | (T | | (T

Theme Colors

iply

are

Horizontal Line. ..
Standard Colors

i More Colors...

¢ Click onthe down arrow to the right of the Width section to display a list of widths. Select a
width.

Width:
ﬂ Custom vapt ——o— | Apply to:

tept —— Paragraph El

apt

- o ) [ |
ipt ——

112pt

2% pt

3pt

41apt

apt

H=lea =

e Click on the OK button to close the dialog box and apply the border.

Adding shading

o Click within a paragraph.

e Within the Paragraph section on the Hom e tab, click on the Down arrow to the right of the
Shading icon. This will display a drop dow n list fromw hich you can select the color of the
shading youw ish to apply.
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Document2 - Microseft Won

ngs Review View Add-Ins
e
(. = . i . T A
vo=TaET R 20| T | pasbeene| aaB
— e — —
A-lIElE== 1= - THNormal | THNo

Theme Colors

Paragraph

Standard Colors
| § | EEEER

Mo Color

35 More Colors...

e Click on the Undo button and apply a different color of shading.

TIP: Try applying Black shading.

As you are applying black shading to be used as a background for black text, you might
expect the text to become invisible (i.e. black text on a black background). In fact Microsoft
Word automatically reverses the text color in this case so that you see w hite text on a black

background.

Fonad Oniy Marnony (RO o5 the nama suggesis A spocial fypo of memony chep wisch hokds
softwars whech can be read bl nol witlen (o A good example = e RO B0 chip, which
cortmrs rond-onfy softwane. Ofton nabwaorls cands. and wideo cards aso contmn RO cfegs

B e comriters ane actuslly supplesd wath a fash BICS ralher than & ROM-BIOS. Trs
chap oontimms cusctiy 1hee same type of in-fasit softwars, Bl has T advandage thal (e soltwire
o [P cRip can be upgraded This upgeacs 5 achioved By RIrgly urrng & small [rogrsm

—sooored i theromooior monafackr

Modifying your shading

e Click within a paragraph. Within the Paragraph section on the Hom e tab, click on the
Dow n arrow to the right of the Shading icon. Fromthe list displayed, select the More

Colors command.
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Documentl - Microsoft Word

AaBbCcDc | AaBb
THormal |THNos
Theme Colors

Standard Colors
] | EEEENR

Mo Color

4% More Colors...

Paragraph

e Select acolor.

[ 7 el

Cancel

th

Mew

Current

e C(Click on the OK button

Applying borders to selected text

e You can apply borders and shading to an entire paragraph. How ever if you select aword or
portion of textw ithin a paragraph, then you can apply border and shading to just the
selected text. Try experimenting w ith selecting w ords or sentences w ithin your document

and apply a border and shading effect.
e Save your changes and close the document.
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Finding and replacing text

Using Find and Replace

e Sometimes documents can be very long and you may need to search that document for a
particular word or phrase. You can use the built-in search feature to do this for you. I you
need to find a particular w ord or phrase and replace this itemw ith alternative text, then you
can use the search and replace feature.

WARNING: Using the search and replace feature sounds great, but you need to be careful.

I alw ays make a backup copy of a document before using this feature as it is very easy to
get it horribly wrong. Many w ords have w ithin them s maller w ords. The w ord WARNING for
instance has the words WAR and WA RN w ithin it, and if you replaced the w ord WAR w ith
something else, then the first three letters of the word WARNING wiill also be replaced.
There are w ays to stop Microsoft Word from doing this, but you must be careful!

Finding text

e Open adocument called Searching and replacing.
e Under the Hom e tab, within the Editing group, click on the Find button.

= B 2

> @

\ 34 Find ~
@BbCcl AaBbCcl ‘%ﬂg

h “ac Replace
T Mormal Strong — ange
T | Styles~ | W Select =

Editing
Or use the keyboard shortcut Ctrl+F.

e This will display the Find box.

(W] LR
Home Insert Page Layout Reft
= Cut
=) # Cu Arial 11 -
53 Copy
Paste B|J U -ahe X, %

- # Format Painter

Clipboard Font

avigation

aa | &

You can search for text in
your document by typing
in the search box above,
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o Type in the text youwish to searchfor, in this case type in the word Internet.

W9~ 3= Word_2010_Basic:
Home Insert Page Layout
= Cut
j & Cu Arial 11
P‘ N 52 Copy
aste -
+ < Format Painter =
Clipboard Fl Fao
Navigation v X EH
Internet x|
2 matches
~
— nn =1 - e )

e The first occurrence of thew ord Internet will be found and highlighted w ithin the document.

(]| o= Searching and replacing |Compatibdity Mode) - Microsoft Wa
n MOme Ing4rt Page Laybut References [T Heview VhewW Add-ing
k| :u:, A AW ke & OEGECTE RN T | o] assboax AaBl
?-a:tt F Foamat Pairter B L 0 -thex x Y-A-EEXN [§- h-D- T Hemal |0 Mo Spati.  Headic
Clipkoard . Fant 3 o
Havigatsen vxl._ IO IO S
o - [I5

Yo cam search for fest in

e e 5 What is the difference between the Intermet and an

ek Ehe Magnfying Glass s

Button to find commands - An Intranet is a smaller, closed ve met,
o search Tor sbjects, such i .

as Graphics, Tabies, - authorised members of an organisation. Infranets are k

Equaticns, or Resicwers.

- share information within a company or other arganisati

bnmbhrnalaniane ba alla simaerm ba Asssaes camme s Ao oas

e C(Click on the down arrow under the search box, which is called Next Search Result.

Wid9- ol
Home Insert Page Layout Refe
= Cut
j & Arial 11 v
n 153 Copy
Paste - 2
v o Format Painter BT
Clipboard = Font
MNavigation - X E‘J I
Search Document 2 -
HEE |

|Ne>d: Search Result

You can search for text in
your document by typing
in the search box abaove.

—

o This will display the next occurrence of thew ord that you are searching for w ithin the
document. Keeping clicking on this dow n arrow to display more occurrences of the word
you are searching for.
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Replacing text

e Under the Hom e tab, w ithin the Editing group, click on the Replace button.

= B EZ
> @
ca A
Change
g _
T | styles+ | Select =
Editing

e This will display the Find and Replace dialog box.

Find and Replace

Find what: |E|

Options: Search Down

GoTo

Replace with:

[=]

Cancel

¢ Inthis casewewill replace the text World Wide Web w ith WWW, as illustrated.

Find and Replace @
Replace | GoTo
Findwhat: | World Wide Web (=]
Options: Search Down
Replace with: | WWW (=]

Replace ] [ Replace All ] [ Find Mext ] [ Cancel ]

Click on the Find Next button. The next instance of the textw ill be selected. Click on the
Replace button. Inthe same w ay replace all instanced of the text World Wide Web with

WWW.
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TIP: To display the Replace display box, press Ctrl+H.

e Save your changes and close the document.
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Tabs

Tab stops

e Inearly versions of Microsoft Word, using 'Tab Stops'w as a vital method for formatting
particular items w ithin a Microsoft Word document. Tabs w ere commonly used for
displaying columns of data, w ith each column of data being separated from the next column
by a tab space.

e As newer versions of Microsoft Word have been released over the years the use of tab
stops w ithin a document has lessened, as Microsoft Word w ill now automatically insert tab
spaces into document elements such as a ‘table of contents’. Microsoft Word 2010 also has
many pre-designed pages available to you such as customizable front pages w hich again
make the need to manually insert tab stops less important than it used to be in earlier
versions of Microsoft Word.

o When you create a new, blank document, by default the Ruler does not contain tab stops.

Setting and removing tabs

o Before manually inserting tabs stops, you should display the Microsoft Word Ruler. This
Ruler allow s you to easily insert tab stops. If the Ruler is not displayed click on the View
Ruler button (displayed at the top of your vertical scroll bar).

(7]
—_— As # Find -
IbCo — 5% ah nciars
I.
View Ruler =
Button -

e [f clicking on this button removes the display of the Ruler, click on it again and the Ruler will
be displayed again across the top of your document.
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Documentd - Microsoft Word

Mailings Review View Add-Ins

v | %5 IAaBchD(I AaBbCcDe AaBbCi AaBbCc AAD 4aBbce. aasbecn 2 ‘%
4 - é - | THWormal |7 MoSpaci. Headingl Heading2 Title Subtitle Subtle Em... = g{“;l:sg:
Styles
{ iy sl- |-5-I| e II-E- ! -IE- ! -1:1I- ! -11-|l AR II-13- [ -1|4- ! -15: [P T v T T |

e You can set the tab type by repeatedly clicking the tab selector (displayed at the left edge of
the ruler) until it displays the required tab type.

(wl| = = D
Home Insert Page Layout References Mailings Review View Add-Ins
= o Calibri (Bady) = 11+~ A° A7 Aav &) Z-i= D EEE 4
Paste - : L. AL [El=== t=. . @
- fForrnatPainter B I U sbe x. X — = =|= = = | 45 ) il
Clipboard i Font i Paragraph
Navigation vx ez |-E-|-1-|.;...:.
Search Document Pl
= | 0o o
= | oo J .

e You can click along the ruler at the location you wish to insert the tab.

Tab types include:

Left Tab stop:
This sets the starting location of textw hich will display to the right as you type text into this
tab stop location.

Centre Tab stop:
This sets the position used for the middle of the text, w hichwill centre on this tab stop as
you type in text.

Right Tab stop:
This sets the right end for your text and w hen you enter text at this tab stop itwill move to

the left.

Decimal Tab stop:
This is used to align numbers around a decimal point.
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Bar Tab stop:
This displays a vertical bar at the tab stop location.

NOTE: There are tw 0 more options, but these relate to indents rather than tab stops.

E Indent First Line:
Click on this control and then click on the top part of the horizontal ruler w here you would
like the first line of that paragraph to begin.

Hanging Indent:

Click on this control then click the bottom half of the horizontal ruler w here youwould like all
the lines after the first line of the paragraph to be indented to.

Tomove a Tab Stop left or right you can drag it using the mouse pointer (w ith the mouse
button pressed dow nwhen you are dragging the tab stop).

To delete a Tab Stop drag it off the Ruler (w ith the mouse button pressed dow nwhen you
are dragging the Tab Stop).

e Open adocument called Tabs.
e Select the data within the document as illustrated.

Area 2005 Sales 2006 sales
Morth Region 89 94
South Region 67 98
East Region 64 a3

West Region 23 77

e Click on the Ruler above the start of the text '2005 Sales’, as illustrated.
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e Drag this tab stop to the right, as illustrated.

e Click on the Ruler at the start of the text '2006 Sales" as illustrated.
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'E"'l"'z"'3L"4"'5L"5'|"?'
Area 2005 Sales §2GDE sales
North Region 89 94
South Region 67 98
East Region 64 83
West Region 23 77

o Drag the tab stop to the right, so that the data now looks like this.

Area 2005 Sales 2006 sales
North Region 89 94
South Region 67 98
East Region 64 83
West Region 23 77|

To change the tab type, double click on one of the tab stops on your Ruler and youw ill see
the Tabs dialog box. Experiment with changing the tab types of each of your Tab Stops and
check the effect of your changes.

P

Tabs [0 |l
Tab stop position: Default tab stops:
lcm 1.27 cm =
lecm
“| Tab stops to be deared:
Alignment
@ Left ) Center ~ Right
_ Decimal ) Bar
Leader
@ 1MNone 2 33—
4__
Set J I Clear I I Clear all I
[ oK l I Cancel I
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e Try deleting one of your tab stops by dragging it off the Ruler. Use the Undo key to reverse
this deletion.

¢ When you have finished experimenting, save your changes and close the document.

Viewing tab marks using the Show/Hide icon

e Open adocument called Viewing tabs.
e This document contains tabs but normally you cannot see them w ithin the document.
¢ Click on the Show/Hide icon (contained w ithin the Paragraph section of the Hom e tab).

Word_2010_Basics_Manual [Com)

Mailings Review View Add-Ins
fa- | B [EiE - EE | (T | 40
2-A-Bl===(= &-5- || &

Paragraph

e The tabs will be displayed as illustrated below .

Area -+ 2005-Sales 2006-sales”)

+

North-Region-+ 89 - 944
South-Region-+ 67 - 981
EastRegion - 64 - 839

WestRegion + 23 -+ 77

e Close the document.
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Styles

What are styles?

e Styles are a collection of formatting instructions that have a name and can be applied to
parts of your document to impose consistent formatting. An example w ould be header
styles which can be used to add an ordered structure to long documents.

Applying styles
e Open adocument called Applying styles.
e Click within the first line to w hich you w sh to apply a style.

& d 3 = Epphpng ttpbes |Compatibddy Wcde
| Al A A M ECECT EE T | sneen
#F Farmat § B J U x ¥-A-EFEEEE 5 k- H
Margatren s W |

Chek 1R MugABing Gimi -
& &N 16 find ¢ cmamaanadn

16 4004 Hcd GOHATEL Such Applyla title style to this line.
SE GanpRact, Tbl
P T P —

Apply a header 1 style to this line.

This is just some body text Do not apply
Do not apply a header style to this text. TF

e Under the Hom e tab, click on the dow n arrow to the right of the Style box. The Style List
box will display Microsoft Word styles w hich can be applied to part of a document. Select the
Title style and itw ill be applied to the selected text.

Documentl - Microsoft Word 4
i-Ins
= A . 34 Find
=121 | 1 | naBbcene | AsBbcede AaBbCi AaBbed AAD hapbce. acsscen ® Reo
+ac

P R T Mormal | T Mo Spaci.. Headingl Heading 2 Title Subtitle Subtle Em... Change
- Styles = | Wi Sele
Title .
AgBbCcDt AaBbCcDi AaBbCeDe AaBbCcDd_AaBh AABBCCDL AABBCCDC | = Editin
Bened Emphasis Intense E... Strong CQuote Intense Q... Subtle Ref... IntenseR... 0 oine 0ol

AABBCCDL AaBbCcDc
Book Title T List Para...

Save Selection as a Mew Quick Style...

Clear Formatting

& &

Apply Styles...
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e Your document will now look like this.

Apply a title style to this line.

Apply a header 1 style to this line.

This is just some body text. Do not apply 8 header style 1o this lext This is just some body text
Do not apply a header style to this text. This is just some body text. Do not apply a header style
to this tat

Apply a header 2 style to this line,

This is just some body text. Do not apply 8 header style to this text This is just some body text.
Do not apply a header style to this text. This is just soma body text. Do not apply a header style
1o this text

e Apply Header 1 and Header 2 styles as directed within your document, w hich should now
look like this.

Apply a title style to this line.

Apply a header 1 style to this line,

This is just some body text. Do not apply 8 header style to this texL This is just some body text.
Do not apply a header style to this text This is just some body text. Do not apply a header style
fo this text

Apply a header 2 style to this line.

This is just some body text. Do not apply a header style to this text This is just some body text
Do not apply a header style to this text. This is just soma body text. Do not apply @ header style
o this text

If you have time, try experimenting w ith applying other styles to the body text.

e Save your changes and close your document.

Style Sets

e Open afile called Style Sets.
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Fagpm 1

Word 2010 Training Course Outline

Thae Microsall Wiord 2010 Screen

STARTING MICROSOFT WioRD 2010

THE MICROSOFT WORD 2010 5CREEN

THE LEVELS. OF COMMAND CROAMISATION

Thal STAST BUfton

Futon Tags

MU A8 THE REson

5M:|_'IIEI‘T- BETAEEN TaAlRS vt Trll Ol as-aliL
GIROUFS

DAL OM BN LALRSCHER

Sharting 1o Use Microsaht Word 2010
LFe Tl DEFALL T MICRESOFT WORD DOCLMENT
Sl MECRISOIT WORD DOCULENTS
(OHFENNG AND CLOSeG DOCLENTS
SAVE AS

¢ Under the Hom e tab, within the Styles group, click on the Change Styles button.

iets - Microsoft Word

AaBbCcDe AsBbCcDe AaBbCcl AaBbCcl AaBbCcl 4aBbCcL AaBbCcD %
TMormal Mo Spacing H1 H2 H3 Heading4 Heading5 _ |[Change
Styles =

Styles a

= B

@4 Find -

21z Replace

b Select =
Editing

o Fromthe drop dow n list displayed select the Style Set. This will display a list of Style Set

options.

AaBBCel AaBbClel AaBbCel | % sk

2 as Replace

W3 Hesdingd  Hesdingt | (Chanpe
Clean B T k]
= o
Crefanimt (Bl amd Wil LT i
DHatinating Pty
Fi Fatagraph Spacng *
rgand
Fangy St aa Durtnuit
Fasms
Eamusoiot
Kiadern
1 Simple
H
b TRaR

w| Tesditionpl
Wiead 003
Wand 2010
Brael S Quitk $des fram Templale
Rievet Documert Quick Styles

Sawe 31 Qe Shyie et

FOR USE AT THE LICENCED SITE(S) ONLY

© 2010 Chetenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



WORD 2010 BASICS Page 88

e Try clicking on a style set option, such as Modern. Asyou can see a complete set of new
styles are applied to the document.

Page 1

THE MICROSOFT WORD 2010 SCREEN

STARTING MICROSOFT WoRD 2010

THE MICROSOFT WoRD 2010 SCREEN

THE LEVELS OF COMMAND ORGANSATION

THE START BUTTON

RiBecH TABS

Mg THE RIBBON

SWITCHMNG BETWEEN TAHS USING THE MOUSE WHEEL

GROUFS

o Experiment with applying other Style Sets and then save your changes and close the
document.
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Page Formatting

What is Page formatting?

o Page formatting relates to formatting that normally affects the w hole page, such as page
orientation. The page is either Portrait or Landscape orientated. It also includes items
such as page size and margins.

Page orientation and paper size

Normally your Microsoft Word document wi ill be displayed in Portrait page orientation, w hich
is like looking at a photograph, w here the long edge is the vertical line. You may change to
Lands cape orientation for certain types of documents such as notices.

Al A

Portrait Landscape

e The physical size of the paper used w ithin printers varies from country to country. Inthe
United States the normal paper size is called 'Letter' size and the dimensions are measured
ininches. A ‘Letter’ sized paper is shorter butwider than ‘A4’ sized paper.

e In Europe and many other places the paper size used w ithin computer printers is normally
called A4 sized paper. This may be measured in inches or centimeters (depending on the
country). A4 sized paper is longer and slightly narrow er than 'letter' sized paper.

e Open adocument called Page layout. Click onthe Page Layout tab. Within the Page
Setup section click on the Orientation button. A drop dow n list allow s you to select either
Portrait or Lands cape page orientation. Select Landscape.

Wid9-o=
Home Insert Page Layout Refer:
nc'3|-jr5 A Bys 1'_‘
Aa
F-Jnts o '—}1 j —
Themes Margins |[Orientation| Size Colur

+  [O]Effecs - & o o =

Themes

- j Portrait
Mavigation -

Search Document 2

Landscape
oo
oo J

Ip

Y our document w ill now look something like this.
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@: Hd9-0 = Page layout [Compatibility Mode] - Microsoft Word o =B B
n Home Insert Page Layout References Mailings Review Wiew (=] o
= . ™ o e - 2 b 5 Bring Eoreard 2 -
A‘\a n 4 Onentation = K5 Breaks __'| Watermark Indent Spacing 3 o 2 3 12 align
= [A]- == [Qsue- A Line Numbers = | ¥ Page Color= | EE Qcm s lsopt x: & 5end H
Themes Margins o _ - r . A4l ry | e e
| - —l' - Columns ~ by Hyphenation = :J Page Borders | % 0om -« a=10pt = il
Themes a | Page Background Paragraph a Armange
e — - v =
Navigation o L T N I A . S e A AT T T ¥ T ¥ N ORI T A Wl A o T S O T AL =
g 2 L SR SR SRR SRR ELRE TR EERI SR AR FREE TR R SR R I AR AR LK A TR A =l XAk )
Search Document P - 1 cx
o
= | 58 | & ~ v |
This document does not .‘| comgm and the Law
contain headings. _| S Copyrightlssues
To create navigation tabs, -| Mioat programs which you purchase sve copynighied and you must ast copy them. If you de so you may be bresking the lsw snd @ =
create headings in your =l caught, you cosld find yourse¥ being prasecuted. Many pecphe will buy 2 copy of a game and make a copy for their frends or other
document by applying ey famiy membar. This & alzo normaty uniawfil Even ading your program disks or CD-R.OM 1o othar pecpie may be bresking the w
Heading Styles _| in mostcases. Thams are mumercus ganBAUGNS. such 33 FAST (the Federaton Agamst Scftware Theft), which ar dedicated tc
= il peavesting the llegal copying of softwars. in 3 business situation, & your manager tells you to copy softwars, ALWAYS first maks
& 3um fhat you have 3 fgRnce which antties you to copy the softwan. because i many countries, you will be persomaly fabie for
'_| damages
:l Mast text which you will Fisd on the Imternet is copyrighted. Never copy text without Suthortly 18 80 50 hd Shwitys qUOtE your Sources
| Thare aremany sies offerng fres grashics and cigan Some 3 gEnuns 304 Rave the Buthoety 10 offer yeu 3 iee downioad of
| images. Masy SE25 howsver may not hive IS Suchorty. Popular Examples are PEIUREs. S0UNd oS, of Movie cligs frem Star Trek.
= Iy vimit the officia! Star Trek sie (wivw s1aneek com) you willsee that use of images, 3nd even the name ‘Star Trek is protected
.‘| and may not be used on 1an sies”. Evean downicading soond <l to renlace the bleeps which Micrsoft Windows makes is often
. sl Some sites even aliow the Tres' downlosd lor campiate fims of music tracke. 1f you cas downlosd 8 fiim fof free before t s
;| even officialy svedsbls on video VD, it s & pretty good bet that the site s ypauthodesd Cover yourself Gt wiitten permission to
= wed downicaded materials and Fin doubt - don't i the safe nie Because CO-ROM writers bave become 2o widely avaiable it has
:,l became possible to copy estine C0-R OMs which can contain software, games or data. Da sot do this. Always be canefud of scftware
ji wihich you may find advertised s very chesp prices. & may be ilegally copied.
:I What are site jigences?
+| Many iarge companies 4o not po oot and buy 3 certan amount of ‘thrnk-wrapped copies of each saftwans podoct which they sesd
"l instesd they will buy 2 sie foepse. These sie iganoes are Sffemnt i their smal prot, bot generally mean that the companes
prchasing the ipenge can make a fied numbets of copies avadable 1o their staff, sormally vis a compasny network.
& -
= t
= ]
= ¥
— 3 = =
Page:of4 | Words: 1050 | B ||EH&Ea ss e (-—0F {+)

e To see the effect better click on the View tab and click on the One Page button.
WiEd9-6|- Waord_2010_Ba
m:;me Insert Page Layout References Mailings

(=] Ruler -
_l—‘JI [ @ridlines Q%
Print |Full Screen Web  Outline  Draft o Zoom 100% . Mew
Reading Layout MNavigation Pane =] Page Width | windo
Document Views Show Zoom
¢ Reset the page orientation back to Portrait orientation.
e Click on the View tab and click on the 100% button.

W=~ o= Word_2010_
m:;me Insert Page Layout References Mailings Review View Ad
E: - QR
= |:| Gridlines ET‘WO Pages
Print |Full Screen Web  Outline  Draft Zoom | 100% N M
Reading Layout Mavigation Fane [=] Page Width | win
Document Views Show Zoom

Changing the page size

o Experiment with changing the page size. To do this click on the Page Layout tab and from

within the Page Setup section of the Ribbon, click on the Size icon, as illustrated.
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WE9- o

Home Insert Page Layout References Mailings R
j nCoIors - s Ij = Breaks ~
. Fonts - '—}1 £3 Line Numbers =

Thernes Margins Orientatiop Size alumns
.Effects = - - > be- Hyphenation -
Themes Page Setup -

e You can click on an itemw ithin the drop dow n list to change the page size.

wWid9-0i-

Home Insert Page Layout References Mailings Review \
j EC:Jlors - >,:::'| Breaks = ]
==l [A]Fonts ~ 3 Line Numbers ~

Thernes Marglns Orlentatlon Size Columns Watermark
O] effects - = - - b~ Hyphenation = .
Themes Letter lhge |
Navigation - X J 21.59 ¢m x 27.94 cm
search Document 2 - Legal

21.58 cm x 35.56 cm

= |oa| &

Executive
18.41 cm x 26.67 cm

This document does not
contain headings. A4

21 cmx 29.7 cm
To create navigation tabs,
create headings in your
document by applying
Heading Styles.

AS
145 cmx 21 em

Wiy T i

B5 (JIS)
15.2 cm x 25.7 cm

Envelope #10
10458 cmx 24,13 cm

Envelope DL
11 cmx 22 cm

Envelope C5
16.2 cm x 22,9 cm

Envelope Monarch
934 cm x19.05 em

More Paper Sizes...

Page margins

e Your document has a top, bottom, left and right margin. This is the space betw een the edge
of your text and the edge of your page. Each margin may be increased or decreased. Be
careful not to decrease it too much or you may have problems printing the documents.

¢ To modify your page margins, click on the Page Layout tab. Fromthe Page Setup section,
click on the Margins button. A list of pre-set options is displayed, as illustrated.
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Wid9-gi-

Home Insert Page Layout References Mailings
j B colors - b3 lj Y= Breaks -
. Fants ~ '—ll 3] Line Number

Themes Margins | Jrientation  Size Columns
[O] Effects ~ . - = -~ b¥ Hyphenatior
Themes Mormal
[ Top: 254 cm  Bottom: 2.54 cm
Navigation Left 254 cm  Right 2.54 cm
Search Document
Narrow
= | 00 J Top: 1.27 em  Bottom: 1.27 cm
= [feE Left  1.27em  Right 127 cm
This document dot Moderate
cantain headings. Top: 254 cm  Bottom: 2.54 cm
Left: 191 em Right: 191 cm
To create navigatic 11
create headings in =
document by appl Wide
Heading Styles. Top: 254 cm  Bottom: 2.54 cm
Left: 508 cm  Right: 5.08 cm

Mirrored

Top: 254 cm  Bottom: 2.54 cm

Inside: 318 cm  Cutside:2.54 cm
‘ Custom Margins...

e Experiment with applying these different pre-set margin options.

e To create your ow n custom margins, click on the Custom Margins command displayed at

the bottom of the Margins drop down list. This will display the Page Setup dialog box,

allow ing you to set exactvalues for the margins. Experiment w ith setting different margins

values.
Page Setup (5| ESm]

Margins Paper Layout

Margins
Top: 2.54cm = Bottom: 2.54am =
Left: 2.54cm = Right: 2.54m =
Gutter: 0cm 2 Gutter position: Left E

Orientation
1

e Before continuing, reset the margins to the Microsoft Word default values by clicking on the

Margins button and selecting the Norm al margin command.
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W9~ 3|=

Home Insert Page Layout References Mailings R
j B colors - by s Ij Y= Breaks ~
[A]Fonts - = 3 Line Mumbers ~

Themes Margins| Orientation  Size  Columns
. Effects s - = = bt~ Hyphenation =
Themes Mormal
Navigati Top: 2.54 cm  Bottom: 2.54 cm
avigation Left 254 cm  Right 2,54 cm
Search Document
MNarrow
= | 0O J Top: 1.27 cm  Bottom: 1.27 cm
= e Left 127 em  Right 1.27 cm
This document dog Maoderate
contain headings. Top: 2.54 cm EBottom: 2.54 cm
Left: 191 cm Rightt 1.91 cm

Inserting Page Breaks

When you start typing into a document, the text normally starts at the top-left of the page
and as you type more w ords they are displayed on the line moving tow ards the right of the
page. When the words you are typing reach the right side of the screen they automatically
drop dow n to the next line. If you continue typing you eventually fill that page, at w hich point
Microsoft Word automatically moves on to the next page. These automatic page breaks that
are inserted by Microsoft Word are called 'soft' page breaks. Sometimes youw ish toforce
Microsoft Word to leave a blank area displayed at the bottom of one page and the next text
to be displayed on a new page. To do this you need to insert a manual page break
(sometimes called a hard page break).

Insert a few page breaks into your document. To do this click at the point youw ish to insert
the page break and then press Ctrl+Enter.

Deleting Page Breaks

Normally you do not see the page break within a document, only the effect of the page
break.

Click on the Hom e tab and fromw ithin the Paragraph group, click on the Show / Hide icon.

™= AT B Word_2010_Basics_Manual [Cal
Home Insert Page Layout References Mailings Review View Add-Ins
B Arial e AN A B = (EEN
Paste = 2 abhr . A- IEEE=EE = S e
- # Format Painter B [ U - e x, x = = = = | = O - | l
Clipboard Fant Paragraph

Any page breaks w ithin the document w ill now be displayed as illustrated below .

S Y ) =T | ———. |

To remove a page break, click to the right of the page break and press the Backspace key.
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Use page breaks rather than repeatedly pressing the Return key

e [f youwish toinsert a new page, aWw ays use the ‘page break’ method. Never keep pressing
the Return key until Word skips to a new page.

Headers and footers

e [f you are planning to print a document, it is a good idea to add a footer or header to the
document, especially if it is a long document.

e Click on the Insert tab and w ithin the Header and Footer group, click on the Header icon.

Documentl - Microsoft Word

Review View Add-Ins

« Q@ 2 = (B3 6

reenshot | Hyperlink Bookmark Cross-reference | Header| Footer  Page
~ = = Mumber ~

Links Header & Footer

o Adropdown listis displayed. Selectthe Edit Header command.

Documentl - Microsoft Word

Add-Ins
% -IJ j j j A J ‘q &% Signature Line
- —E = | = & = 5 Date & Time
iookmark Cross-reference | |Header| Footer  Page Text Quick WordArt .
2 *  Mumber~ | Box~ Parts~ < '3 Object ~
Links Built-In =

1+2:1+3:1+4. 1.5 Blank

[Typae Rt

Blank (Three Columns)

[Typae Rt [Mygms et ] Wiygne tst]

Alphabet
[Type the document title]
Annual
[Type the document title] | [Year]
-
More Headers from Office.com r

S  Edit Header

5% Remove Header

e The header areaw ill be displayed on screen as illustrated.
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il - Microsoft Word

Mailings Review View Add-Ins Design
T 1 :_"14 Previous Ij Different First Page ﬁ; Header from Tap: 1.25em
— = E b Next [[] Different Odd & Even Pages | [+ Footer from Bottom: 1.25em & —
o Goto . " : g Close Header
Yeadar Footer == Linkto Previous [¥] show Document Text f] Insert Alignment Tab and Footer
Mavigation Options Pasition Close
||-1-|-1-|-2-|-1-|-1-|-3-|-4-|-5-|-6-|-7-|-_§-|-9-|-1'_\-|-11-|-11-|-13-|-14-|-15-|-d,-|-1?-|-13-|
Tud
Header |

e Type in your header text. Inthis case type in your name.

e [f you look closely you will see that a special header and footer ribbon is displayed. This
ribbon displays related commands to enhance your header or footer.

Wl e * 3 |= Decumentl - hhcresolt Waord eatar Toek
n Hame Ingert Page Layaut References Madings Hewiew e Add.Ind Detign
iy _II B ] [ EE T mreviows Different First Page M: Header fromTege 125 om
= a =) | i B 2 H
— L g — J = = o = 5 nent Different Odd & Even Pager [ Footer from Bottom: 1,25 on
Hewder Fouter  Fage Date  GQuick Pcture  Clip Gato Chase Hender
- Humber~ & Time Parts ™ Art Footer 5 o Shaw Dosument Test oA Insert Alignment Tab and Footer
Header & Faobe sl Havigation Opiand Pasitien Claie

e Clickon the Close Header and Footer icon.

Header & Footer, Tools
Add-Ins Design

1.25 cm

|:| Different First Page
|:| Different Odd & Even Pages
Show Document Text

=+ Header from Top:

%]

Close Header
and Footer

4 Footer from Bottom: 1,25 em

L—_ﬂ Insert Alignment Tab

Options Paosition Close

e You can see your header displayed at the top of your page.

Documentl - Microsoft Word

AaBbCeDc | AaBbceoe AaBbCi AaBbce AAD 4asbce assbecod A
T Mormal |7 Mo Spaci.. Headingl Heading 2 Title Subtitle Subtle Em... |~ gryalnge
= (1%
Styles F
I I A O T | R ¢ A v S = R v S U . S s v e T 10

David Murray

e Toinsert a footer, click on the Footer icon
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Documentl - Microsoft Word

Leview View Add-Ins

ICENERE IR

1shot | Hyperlink Bookmark Cross-reference  Headef Footer | Page
i © i umber ~
Liriks Header & Footer

e Select the Edit Footer command.

- Microsoft Word

‘é |ﬂ L‘ .ﬁ 4 [& Signature Line - T

5} Date & Time

e Header|Fouter’ Page Text Quick WordArt Drop v : Equa
22 *  |Mumber= | Box~ Parts~ - “ap - "9 Object ~ -
Bl Hel Built-In -l
51 &+ | Blank i
[Tpen ]
Blank (Three Columns)
[Type fooss| | [y bexi]
Alphabet
[Type texi] Ve |
Annual
1
w
Maore Footers from Office.com .2

5 Edit Footer
|5l Remove Footer

e

Type in the follow ing text as your footer.

Draft copy only
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e Clickon the Close Header and Footer icon.

Header & Footer Tools

Add-Ins | Design |
[ Different First Page =3+ Header from Top:  1.25 ¢m
|:| Different Odd & Even Pages ::1 Footer from Bottom: 1.25 cm -
Close Header
Show Document Text ﬂ Insert Alignment Tab and Footer
Options Position Close

Page numbering

e You can insert automatic page numbering into a document header or footer. As this is
inserted as a field w hen you modify the number of pages w ithin the document the page
numbering is also updated on each page.

e Click on the Insert tab and fromthe Header and Footer group click on the Header icon. A
drop dow n list is displayed, select the Edit Header command. You should see your name
displayed as the header.

e Click just after your name and press the Tab key twice.
¢ Click on the Page Num ber button.

B Documentl - Microsoft Word | Header &: Footer Tools ‘
Insert Page Layout References Mailings Review View Add-Ins Design
ElE [ @ 3 2 = 1| [A
j i+ | _} 25 n [iai-+ ] E —ﬁ = = # =
Table Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink BEookmark Cross-reference | Header Footer| Page Te
< Art ~ ~ 4 2 Mumber~ | Bt
Tables INustrations Links Header & Footer

¢ Fromthe drop dow n list displayed, select Current Position. Fromthe sub-list displayed
select Plain Number.
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Diesign f~ |

_j-j E ;| _ﬂ_ ﬂ Q ‘,ﬂ’*l \ = [@ signature Line - T[ Q

53 Date & Time

Zross-reference | Header Footer | Page Text  Quick WaordArt i Equation Symbol
- +  |Number~|| Box+ Parts~ - ] 48 Object ~ - -
| Header&F B 1op of Page p | Ted Symbols
‘1 4:1:5 1:6' 17 | [ EBottomofPage S = S SRS Com e = e |

2 Page Margins
]  Current Position * | Simple -
Plain Number

|

ﬁ;" Format Page Mumbers...

1
[

Remove Page Mumbers

Plain Number

Number with no formatting or
accents

Page X
Accent Bar 1

Llians

Accent Bar 2

TLRE

o The page number should be inserted into your document. Close the Header and Footer
ribbon.

Dave Murray 1

Header and footer fields

e Microsoft Word fields are easy to insert and can be automatically updated. For instance you
could insert the date w ithin the header of a document and arrange it so that each time you
reprinted the document, the current date w as displayed. This w ould mean that if you printed
the document each month, then the correct month w ould be displayed w ithin the header.

e Clickonthe Insert tab, and fromthe Header and Footer section click on the Footer icon. A
drop dow n list is displayed, select the Edit Footer command. You should see your footer
text. Click at the end of the footer text. Press the Tab key tw ice.

e Click on the Quick Parts button.
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Decumentl - Microsoft Werd

Ins
':L" EI:' = = A
=B =| = # =
rk Cross-reference | Header Footer  Page Text | Quick WordArt Drop p
< < Mumber~ | Box~| Parts~ < Cap
1ks Header & Footer Text

e Fromthe drop dow n list displayed select the Field command.

j ﬂ I_}_‘ 4 | Signature Line =
| # | ==

(53 Date & Time
Page Text | Quick |WordArt Drog Et
Mumber~ | Box+ |Parts»| ~ Ca "§d Object ~
Soter B putoTet ’

-
ad

ﬁ] Document Property
| =1 Field..,

@ EBuilding Blocks Organizer...

==

e This will display the Field dialog box. This allows you insert aw ide range of fields. In this
case select Date, as illustrated.

Field (B meS]
Please choose a field Field properties Field options
Categories: Date formats: [ use the HijrifLunar calendar
(Al [~
Field names: 53/03/2010 i (] ngz EE date in last used format from
Auth Tuesday, 23 March 2010
Autol?Jr i 23 March 2010 [] Use the Saka Era calendar
Ltalium | 23/03/10
AutoMurmLgl 2010-03-23
AutoMumOut = 23 Mar-10 [ Use the Um-al-Qura calendar
AutoText 23.03.2010
AutoTextlist - 33 Mar, 10
BarCode 23 March 2010
Bibliography March 10
BidiOutline Mar-10
Citation

23/03/2010 5:22 FM
23/03/2010 5:22:47 PM
5122 PM

5:22:47 FM
Database 17:22
'

17:22:47
DocProperty
DocVariable
EditTime Y/ -

Comments
Compare
CreateDate

Preserve formatting during updates

Description:
Today's date

o) (o)

e Click on the OK button. Close the Header and Footer Ribbon and you will see your footer
displayed at the bottom of each page.
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Draft copy only 08,02 2007

e If you have time, have a brief look at some of the other fields that you can insert into your
header or footer.

¢ The Filename field is particularly useful as if you insert this into a header or footer and then
save your document this field will record the file name. You will find with a little
experimentation that this field can also include the folder storage location on your hard disk.

e Save your changes and close the document.

Editing text within a header or footer

e Open a document called Editing headers and footers. This document has text in the
header and footer area. The header looks like this.

My First Flight in a Balloon

e Double click over the header area and the screenwi ll change, as illustrated, allow ing you to
edit the existing header text.
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Ny First Flight in a Balloon

Change the text so that it displays your name. An example is illustrated below .

NOT E To change the text, select the text that you wish to replace and overtype with the
new text.

Rowan’s First Flight in a Balloon

Scroll dow n to view the footer text. Edit this text as illustrated below .

The balloon took off from Alice Springs

Save your changes and close the document.

Cover pages

This feature w as introduced in Microsoft Word 2010. It inserts a professional looking front
cover page into your document.
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e Open adocument called Cover page. Click at the start of the document. Click on the Insert
tab and then click on the Cover Page button (w ithin the Pages group).

Wi 3=

Home Insert Page Layout References Mailings Review
28 [ i

Y — RE—

= lE Y 2l e

Page Table Picture Clip Shapes SmartArt Chart Screenshot

Break < Art < <
Tables INustrations

e This will display a drop dow nfromw hich you can select a cover page type. In this case
select the Mod type.

™ Rt N

Home Insert Page Layout References Mailings |
2 = EE ’T h ]
g )= B HEDP2l s

Elank Page Table Picture Clip Shapes SmartArt Chart Scree
Page Break = Art = i

r

| ——

[Type the document titke]
[Spen——

[Type the dhocmen tithe]
ey

[Year]

Contrast Cubicles
@
Mod |
Bottom-aligned title block with l
accent circles and tangent lines
- I 1 |
Exposure Mod Motion
T e | hd |
Mare Cover Pages from Office.com »
E:.g Remove Current Cover Page
7 | L
=T 1 Inda

e Once you select a cover page type you w ill see the follow ing.
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e

[Type the document
title]

[Type the document subtitle]

[Type the abstract of the document here, The abstract is
typically a short summary of the contents of the document.
Type the abstract of the document here. The abstract is
typically a short summary of the contents of the document.]

David Murray
[Pick the date]

e Clickonthe [Type the document title] and then enter a title, such as 'About Com puters'.

e You can also insert a subtitle and abstract.

e Click on the [Pick the date] control to insert today's date.
e Scroll though the document to review your changes.

e Save your changes and close the file.

Applying Automatic Hyphenation

e If aword at the end of a line of text is too long to fit on that line Word 2010 w ill move that
word to the beginning of the next line rather than hyphenate it. If youw ish you can set up
Word to automatically hyphenate text. You can even control the length of the area at the
end of a line that will trigger automatic hyphenation, w hen required.

e Open a document called

Hyphenation. The document will look something like the

illustration below . You should see that hyphenation is not active.

[Hyphenation
Some long words

hierarchiecally,
truthfulneszes,

photoexcitation,

e Click on the Page Layou

obliguenesses, valuelessnesses, transformations, unsteadinesses,
passionately, transplantation, uncbjectiomnable, persuasiveness,

include abstractionists, accommodatingly, acquisitiveness,
untraditieonally, transmembrane, vindictiveness,
unpretentiously, misrepresenting, mistranslations,

visionarinesses, verifiableness and vascularisation.

t tab and from w ithin the Page Setup group, click on the

Hyphenation button. Fromthe drop dow n displayed click on the Autom atic command.
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wWi=H9-0-

Home Insert Page Layout References Mailings Review View
J— =
Colors = Ly k= Breaks =
A S O & 3 A i
Fonts - A /9 Line Numbers ~ =

Themes Margins Orientation Size Column ST — Watermark Pa
- Effects - = - b~ Hyphenation ~

- - " Col
Themes Page Setup HNone E
MNavigation * x| v | Automatic E1
Search Document 2 Manual
z|2Elg . H b&~  Hyphenation Options...
= | go =| _ ,

e The document will now display hyphens at the end of some lines, as illustrated below .

Angly, acguiszitiveness,
fictiveness, truthful-
.ationzs, obliguenesses,
pzzionately, transplan-
.etion, visionarinesses,

e Before continuing turn off automatic hyphenation by clicking on the Page Layout tab and
fromw ithin the Page Setup group, click on the Hyphenation button. Fromthe drop down
displayed click on the None command, as illustrated below .

Wd9-0=

Home Insert Page Layout References Mailings Review View
Colors ~ Iy i = Breaks ~

[ad & S 0 5 A |

[A]Fonts - & £A Line Mumbers ~ =

Themes Margins Orientation Size Columns [—] Watermark P:
. Effects * - . = > b~ Hyphenation = .

Co
Themes Page Setup v | None E
Navigation * X |[d] Automatic b
Search Document 2o - Manual
SEE H be~  Hyphenation Cptions...
= | oo =| - - :

o Close your document w ithout saving your changes.
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Tables

Using tables

You can insert a table into your document. Each cell w ithin the table can display text or a
graphic. Each cell or the entire table can be formatted as required.

Inserting atable

Open a document called Tables. Read the instructions w ithin this document. We are going
to insert a table containing 4 columns and 3 rows.

Display the Insert tab and youw ll see the Tables group displayed as illustrated.

(wl| U=

Home Insert Page Layout References Mailings Review
..... ; =l HE
2 =B HeE P 2l e

Cover Blank Page Table Picture Clip  Shapes SmartArt Chart Screenshot

Page~ Page Break - Art - -
Pages Tables Illustrations

Clicking on the Table button will display the follow ing.
(wl| LR
Home Insert Page Layout References
= EE [ y
CERESEE SRR =

Cover Blank Page Table Picture Clip Shapes Smartt

Page~ Page Break s Art "
Pages Insert Table ior

Navigation I
Search Document DDDDDDDDDD
I
= |88 | B I
I
This document does DDDDDDDDDD
contain headings. | [ ][ ][] ]I
To create navigation { DDDDDDDDDD

create headings in yo
document by applyin 3 InsertTable..

Heading Styles, & DrawTable

Excel Spreadsheet

Bl ead [

Quick Tables r

If you move the mouse pointer over the cells displayed in the drop dow nyouw ill see that a
preview version of the table is displayed w ithin your document.
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(wl| LAE

Home Insert Page Layout References

BNEDHEED =

Cover EBlank Page Table Picture Clip Shapes Smart

Page~ Page Break = Art =
Pages 4x3 Table lio
Navigation DDDDDD
Search Document DDDDDD
I | I O
= (88 E I
I I {

This document does DDDDDDDDDD
contain headings. DDDDDDDDDD
To create navigation i DDDDDDDDDD

create headinasinwa == ___ .+ ..

Click when you see a 4x3 Table displayed (in the area immediately above the cell drop
dow n). The table will be inserted into the document, as illustrated.

Notice that the display at the top of your screen has changed. As you are within the table
you have just selected, Microsoft Word automatically displays commands and options
related to modifying and formatting your table.

W e -3 Document] - Microsoft Weed
B v et Pagelaout Refeences  Malings  Meeew  View  Adddms Dewon | Layout
4 Header Mo e _ 1 ha R — o
Tetal B £ Cohums I Bord % pt ——
= e (o] Fraces
f Earsae 1rd === i Per t Ta

Click outside your table and the ribbon w ill display its original commands. Re-clicking w ithin
the table will again display Table related commands. If you do not see the table commands
displayed you w ill notice that there is a Table Tools option displayed at the top of your page
(above the normal tabs). Click on this to display your table related commands.

E' H L Bl |+ Documentl - Microsoft Word |
Home Insert Page Layout References Mailings Review View Add-Ins Design Layout
B CalibriBody) - 11 v A A" | Aav B 2= EE AT | pspcepe | AsBbee

Navigating within atable

Click within the first cell in the table. Type in the name of the tow n or city inw hichyou live.

To move to the next cell press the Tab key (or clickw ithin the cell using the mouse pointer).
Type in the name of another tow n or city. Carry on in a similar fashion until all the cells
contain the name of a tow n or city.

Try pressing Shift+Tab. As youwill see this moves you to the previous cell.
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Selecting and editing text within atable

Click w ithin the first cell. Double click on the w ord within this cell and change the word to
your first name. Navigate to the second cell and overwrite the contents with your second
name. You can edit the text within a cell rather than replace the entire text by selecting the
part of the text youw ish to edit and then typing in your changes.

Selecting cells, rows, columns or the entire table

It is important to know how to select elements w ithin your table. Practice these selection
techniques using the table you have created.

To select a cell.

Move the mouse pointer to the left side of the cell youw ant to select. The mouse pointer will
change to the shape of a small solid black arrow pointing upw ards and to the right. Click
when you see the pointer change to this shape and the cell will be selected.

To select arow.
Move the mouse pointer to the left of the row youw ant to select. When the mouse pointer
changes to the shape of an arrow, click once and the row will be selected.

To select multiple rows which are next to each other.

Move the mouse pointer to the left of the firstrow youwant to select. When the mouse
pointer changes to the shape of an arrow, click once and the row will be selected. Hold
dow n the Shift key and then click on the last row of the block of cells youw ish to select.

To select multiple rows which are not connected to each other.

Move the mouse pointer to the left of the firstrow youwant to select. When the mouse
pointer changes to the shape of an arrow, click once and the row will be selected. Hold
dow n the Ctrl key while clicking to select other rows.
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To select a column.

Move the mouse pointer to the area just above the column you w ant to select. When the
mouse pointer changes to the shape of a small, black, dow n-pointing arrow , click once and
the column w ill be selected.

To select multiple columns w hich are nextto each other.

Move the mouse pointer to the area just above the first column you w ant to select. When the
mouse pointer changes to the shape of a small, black, dow n-pointing arrow , click once and
the column wll be selected. While holding dow n the Shift key, click above the column at the
end of the block of columns that you w ant to select.

To select multiple columns which are not next to each other.

Move the mouse pointer to the area just above the first column you w ant to select. When the
mouse pointer changes to the shape of a small, black, dow n-pointing arrow, click once and
the column wll be selected. While holding dow n the Ctrl key, click above the other columns
that youw ish to select. Release the Ctrl key w hen you have finished selecting columns.

To select the entire table.
Click within the last cell of the table. While holding the mouse button dow n, move to the first
cell within the table. When you release the mouse button the entire table will be selected.

Inserting and deleting rows and columns

e Once you have created a table it is very easy to insert or delete new rows or columns.

e Toinsert arow.
Select the second row w ithin your table and right-click over the selected row. Youwill see a
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popup menu displayed. Click on the Insert command and you will see a submenu displayed,
as illustrated. You can insert a row above or below the row you selected. In this case insert
arow below the selected row.

Calibri (Body) - 11 ~ A" 57 iE i
—_ = ab7 . - - | EEEH -
BIE¥-A-&-H-F
]
|
[ | #& Cut
53 Copy
[ Paste Options:
=
Insert HH  Insert Columns to the Left
Delete Rows Hl  Insert Columns to the Right
Select E§ Insert Rows Above
T3 Merge Cells & |Insert Rows Below
:E Distribute Rows Evenly o= Insert Cells...

'_H Distribute Columns Evenly

e To delete arow.
Select the first row w ithin your table and right click over the selected row . From the popup
menu displayed select the Delete Rows command. Use the Undo icon (tow ards the top-left
of your screen) to undo this deletion.

e Toinsertacolumn.
Select the second column w ithin your table and right-click over the selected column. You
will see a popup menu displayed. Click on the Insert command and you will see a submenu
displayed, as illustrated. You can insert a column to the left or to the right of the column you
selected. In this case insert a column to the right of the selected column.

T
——— & Cut
T 53 Copy
_ [{, Paste Options:
=
* | Insert Columns to the Left
Delete Columns i \Insert(:olumnstotheﬂight
Select * | B4 Insert Rows Above
I Merge Cells Ed  Insert Rows Below
:|_,I_ Distribute Rows Evenly o= Insert Cells...

'I,' Distribute Columns Evenly

e To delete acolumn.
Select the second column w ithin your table and right click over the selected column. From
the popup menu displayed select the Delete Columns command. Use the Undo icon
(tow ards the top-left of your screen) to undo this deletion.
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Modifying column width or row height

It is easy to reduce or increase row heights. You can also make columns wider or narrower.
You can use 'drag and drop' techniques using the mouse or you can set exact heights or
widths using the Table Properties dialog box.

Using the mouse to adjust column width or row height.

Move the mouse pointer w ithin the table until it is over the vertical edge of one of the
columns. The shape of the mouse pointer changes to a shape made up of tw o small vertical
lines with arrows pointing out horizontally. When the mouse pointer changes, depress the
mouse button and move the mouse to the left or right as required. When you release the
mouse button the w idth of the column will be altered.

You can use the same technique to adjust the row height, but this time move the mouse
pointer to the horizontal edge of any row, and then drag and drop the edge as required.

Experiment w ith adjusting row heights and columns w idths using this method.

Adjusting column w idth or row height using exact measure ments.

Select the row (or rows) that youw ish to change the height of. Right click over the selected
row(s) and fromthe popup menu displayed select the Table Properties command. This will
display the Table Properties dialog box. Select the Row tabw ithin this dialog box, as
illustrated.

Table Properties @

Table Row Column Cell Alt Text

Row 2:
Size

JS =/ Row heightis: |Atleast E

Options

| Allow row to break across pages

Repeat as header row at the top of each page

|‘ Previous Row | |v Mext Row |

Click on the Specify height check box. Use the Up or Dow n controls to set the exact row
height and then in the 'Row height is' section, select 'Exactly’.

Size

Specify height: |0 cm % | Row height is:

NOTE: You can use the Previous Row and Next Row button to set each row in the table to
a different height as required. When you have finished click on the OK button to close the

dialog box.

[ﬂ‘ Previous Fow ] [‘J' lext o ]

You can set exact column w idths using the same method, but you need to select the
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Column tab within the dialog box. You can use the Previous Column and Next Column
buttons to adjust each column w idth w ithin the table.

Table Properties @

| Table | Row

cel | altText |

Column 1:
Size

[¥] Preferred width:  |4.07cm Z| Measurein: |Centimeters E

[-ii Previous Column ] [-3 MNext Column

¢ Modifying the table width.
Right click on the table and fromthe popup menu displayed select the AutoFit command.
You can select options as required to automatically resize the table.

Calibri (Bady) - 11 ~+ A" 4" &

BI=EW-A-&-

[ Paste Options:

=
Insert »
Delete Cells...
Select 4
R split Cells...
J EBorders and Shading...
|lit  Text Direction...
Cell Alignment »
AutoFit * | E&  AutoFit to Contents
EF Table Properties... E&A  AutoFit to Window
Bullets | » [E# Fied Column Width

uw

Miimbarinn I »

Modifying cell borders

e Click within the table. You will see the Table Tools tab displayed above the normal tabs.

w View Add-Ins Design Layout

A
AN AaBbCch | AaBbCcDe AaBl
T Mormal | T Mo Spaci.. Headir

Paragraph

e Clickonthe Table Tools tab and youw ill see the follow ing tools displayed.
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W 3 Dogumentl - Mgl Wi
File Home Traert Fage Layout Refeenced Kisdingt Fevigw VR Aadd-ns Deign Layaut
| Meader Baw  [¥f) Firsk Calumn r- 3 Shading = - — —
ol B Lt e | amss Ztt:: zrrr: ciii: mmm=- - [HEwdend] | wp— - — =
FAee] | === -t mmmmm mmmmm mmmm- Draw  Erase
¢ Randes Rowy Banded Columnt — ¥ ol s Tahle

e Select the cell, row (s) or column(s) that youw ish to adjust the border style of and then click
on the down arrow to the right of the Borders control (You will find this under the Design
tab).

Review View Add-Ins Dresign Layout

Yz pt

Bottom Border Tab
Top Border fers

]

Left Border Bl

Right Border

Mo Border
All Borders

Cutside Borders

E
=

:| Inside Borders

Inside Horizontal Border E

Inside Wertical Border y—

Diagonal Down Barder

Diagonal Up Barder
Horizontal Line

Draw Table

View Gridlines

=
0

e You can select the required border type fromthe drop dow n list.

Borders and Shading...

Adding shading to cells

e Select the cell, row (s) or column(s) that youw ish to adjust the border style of and then click
on the down arrow to the right of the Shading control. (Youwill find this under the Design
tab).
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i Add-Ins Design Layout

[ S3/shading - |

[ P —:—;- * || Theme Colors

; ]l
| - A o e e e [ R e e o < e II H
S AERNEE

Standard Colors
HE EEEEN

Mo Colar

% More Colors..,

You can select the required shading type from the drop dow n list.

Modifying cell border width, color and style

e Open a document called Cell borders.

o Select the top row. To modify the cell border widths of the selected cells, right click over the
selected cells and fromthe popup menu displayed select the Borders and Shading
command.

cut r

Copy
Paste Options:

=l

Insert g

T

Delete Columns

Select r
Merge Cells

Distribute Rows Evenly

Distribute Columns Evenly

(g~ g==y

Borders and Shading...

._
=
=

Text Direction...

Cell Alignment r
AutoFit r
ﬁ' Table Properties...

e This will display the Borders and Shading dialog box. Within the Width section of the
dialog box, click on the dow n arrow to display a range of cellw idths that you can select.
Select a really thick width, so that you can easily see the effect.

FOR USE AT THE LICENCED SITE(S) ONLY

© 2010 Chetenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



WORD 2010 BASICS Page 114

Borders and Shading @

Borders | Page Border | Shading

Setting: Style: Preview

- | . Click on diagram below or use
Hone : buttons to apply borders

Box | | - L

Automatic |Z|
Width:
Custom vapt

1 [ [ |
E @

Apply to:

cel [~]

1 pt

Yapt

3a pt

Horizontal Line. ..
ipt

e Click on the OK button and you should see something similar to the illustration below .

e To see how to modify the cell border style, select the first row, right click and from the popup
menu select the Borders and Shading command. Make sure that the Borders tab is
selected w ithin the dialog box. Within the Style section of the dialog box, scroll dow n until
you find the type of border style you are looking for.

Skyle:

|——=I"

An example is show n below .

FOR USE AT THE LICENCED SITE(S) ONLY

© 2010 Chetenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



WORD 2010 BASICS Page 115

e To see how to modify the cell border color, select the first row, right click and from the popup
menu select the Borders and Shading command. Make sure that the Borders tab is
selected w ithin the dialog box. Select the required color fromthe Color section of the dialog
box.

Borders and Shading [® =]

Borders | Page Border | Shading

Setting: Style: Preview

- | = Click on diagram below or use
Hone |_| buttons to apply borders

Grid Automatic E

. Automatic
Custom

- Theme Colors

21| [ @ [
£ E

.III|||||| =

Standard Colors
[ § | EEEEE

% More Colars...

e Save your changes and close the document.
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Using graphics within Microsoft Word

Types of graphics that you can insert within Word 2010

Microsoft Word has a range of graphic formats that can be inserted into a document,
including Pictures, ClipArt, Shapes, SmartArt and Charts.

W9~ 0~
Home Insert Page Layout References Mailings Review

2N E B EHED2 il o

Cover Elank Page Table Picture | Clip Shapes SmartAirt Chart Screenshot | |
Page~ Page Break = Art =2 =

Pages Tables Ilustrations

Inserting Pictures

Create a new document, by pressing Ctrl+N.
Click on the Insert tab and then click on the Pictures icon.

Wid9-0ls
Home Insert Page Layout References Mailings Review

gD HEP™d &

Cover Blank Page Table Picture |Clip Shapes SmartArt Chart Screenshot
Page~ Page Break - Art - -
Pages Tables IlNustrations

This will display the Insert Picture dialog box.

FOR USE AT THE LICENCED SITE(S) ONLY

© 2010 Chetenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au




WORD 2010 BASICS Page 117

@ Insert Picture @

P

VAT |E| b Libraries » Pictures » v|1’u‘p| Search Pictures }Dl
Organize « MNew folder =+ [l l@l
(W] Microsoft Word Pictures library

) Arrange by: Folder «
Includes: 2 locations

- Favorites

4 Libraries

#% Homegroup .

Sample Pictures

1% Computer
&, Local Disk (C)
s RECOVERY (D:)

&hﬂ MNetwork

File name: - ’AII Pictures v]

Tools - [ Insert |vl ’ Cancel ]

¢ You should see a folder called 'Sam ple Pictures'. Double click on this folder to view the

contents, as illustrated. The sample pictures you see may be different from the ones
illustrated.

@ Insert Picture @

T

A | , <« Public » Public Pictures » Sample Pictures v|d'u’| Search Sample Pictures Pl
Organize * New folder = ~ 0 @

~

@ Microsoft Word

[ Favorites

Chrysanthemum

.

Jellyfish

4 Libraries

m

#d Homegroup

18 Computer Keoala Lighthouse Penguins Tulips
&, Local Disk (C:)
== RECOVERY (D:)
?ﬂ Network
1M D331-Lou =
File name: Tulips - [AIIPictures. vl

Tools - [ Insert |v] ’ Cancel ]
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e Select one of the pictures and then either double click on the selected picture or click on the
Insert button. This will insert the picture into your document.

=)

e Save the document as a file called Inserting Pictures. Close the document.

Inserting Clip Art
e Create a new document, by pressing Ctrl+N.
¢ Click on the Insert tab and then click on the Clip Art icon.

Wid9- 6=

“Home Insert Page Layout References Mailings Review

D=2 2 EHREe 2 d &
L) 4 3 = =
= = Vaall | R _}) = [+
Cover Blank Page Table Picturg ~ Clip hapes SmartArt Chart Screenshot

Page~ Page Break - Art -

Pages Tables lNustrations

e This will display the Clip Art pane dow n the right hand side of the screen.

o B 2B
> @
2 Signature Line ~ Tc S‘Z
% Date & Time Equation Symbal
i Object ~ - .
Symbaols
EETEN Clip Art .
& || Search for:
Resuilts should be:
All media file types IZ|

Indude Office.com content
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e Within the 'Search for' section type in a keyw ord that describes the type of clip art you are
looking for. Inthis case type in the w ord com puter, and then click on the Go button. After a
short delay the clip art images w ill be displayed dow n the right side of your screen. Youw ll
need to use the scroll bars to review all the images that are available.

L gnature Line = j‘[ ﬂ
.E-':. Cuate & Time
il Otject = ".a..-zna_-.n 5_],.-5_“
LE )| Clip et —
= | Search fior -
comgaier =
Eesaity ghoukd be:
Al meechs fhe Sypes 2

¥ freiude Office com content

9

a

& 5

' ’3 Fird rene 32 CHfic com

e Toinserta Clip Artitemall you have to do is to click on the thumbprint image. You can
insert as many clip art images as you like.

Wiha-0= Documents - Micasht Wed

T e T e =@

J T M T |aencenc ammbcoe AaBbC aaBbee Ad D
M f ramaipanty | B 4 Uk ox A EEaIW 5 Thums |Theigmil. Wearpl Medeez e

FageLwtl | wortsd | D

Kis ©(9].[w e

e Save the document as a file called Inserting Clip Art. Close the document.
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Inserting Shapes

e Create a new document and save the document as a file called My Shapes. Click on the
Insert tab and then click on the Shapes icon.

W9

Home Insert Page Layout References Mailings Review
215 E WP ™ dl
— =l Bk ] = fia-+

Cover Blank Page Table Picture | Clip |Shapes BmartArt Chart Screenshot
Page~ Page Break w2 Art =

Pages Tables Illustrations

-

e This will display a drop dow nfromw hich you can select the shape youw ish to insert into
your document.

™= R A BE

Home Insert Page Layout References Mailings Review View
2= EEHEP2H « 9
= =l 34 = [+ -]

Cover Blank Page Table Picture | Clip |Shapes|SmartArt Chart Screenshot | Hyperlink E
Page~ Page Break = Art " 2

Pages Tables Recently Used Shapes L
Navigation v % |[] E\\D':‘DA—L—L.E>&6:
CRRRAN R i

Search Document 2| =
Lines

| E - v |[F SNNTLL NG %
Rectangles

This document does not B I |

contain headings. B Basic Shapes

To create navigation tabs, - | ICI ﬂ B ELQOO@
;reate he:%ings ir|1your ; @Q—)QODF &./EDJC:J Ej@
Hesding stles, : OO~HOV=L (LN
103145

Block Arrows

AP TRTFLPPIT
€ uvnpo >R
N YA

B Equation Shapes

F=R==#

Flowchart

D000l coay
CoONXBX 6§ AVED
Qgao

Stars and Banners

LRI R DOOHEHGHE
R T8 () 8 [T R

Callouts
Q30400 A8 Al di A A
A0 AD do

4§ Mew Drawing Canvas

L R A

RV [ ]

o We willinsert a right pointing arrow into our document. To do this click on the Right Arrow
shape.
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Wid9-0ls
Home Insert Page Layout References Mailings Review View

NE D LR« @

Cover Elank Page Table Picture | Clip Shapes SmartArt Chart Screenshot Hyperlink |
Page~ Page Break = Art

Pages Tables Recently Used Shapes
Navigation ¥ X |[] EN OO C]A"I_"L.EDGG.
Search Document 2o = % R { } 5'%{
Lines
=[2[E . ° SNNTLTLL T RN %
N Rectangles
This document does not B I 0 I L 6
contain headings. . Basic Shapes
To create navigation tabs, - ] A b E ; <> O C} ®
create headings in your N ®®©OE|F L 7 ¢a 6 ]
Headng St - D00AHNOY % B D™
= C3xC 24
- Block Arrows
10 $}G@ﬁﬁ%&ﬁ@&£

Eq uatlon Shapes

R Y

¢ You may not notice any change, but if you move the mouse pointer dow n over the white
space within your document, you w ill notice that the mouse pointer has changed to the
shape of a small cross. Click (and hold the mouse button dow n). Move the mouse pointer
dow n diagonally across the page. Youw ill see a preview outline of the arrow displayed.
Release the mouse button and you will see an arrow shape displayed on your page.

e Save your changes and close the document.

Inserting SmartArt

e Create a new document and save the document as a file called My Sm artArt. Click on the
Insert tab and then click on the Sm artArt icon.

TN e AN
Home Insert Page Layout References Mailings Review
= M BlE | [ i 1
k ’ AL — =
j | nal (@] | 1P 25 N e

Cover Blank Page Table Picture i Shapes| Smartdrt |Chart Screenshot
Page~ Page Break = = =
Pages Tables Illustrations

Youwill see the Choose a SmartArt Graphic dialog box displayed.
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" Choose a SmartArt Graphic )
List =
(B a l =
= List (|
o050 Process mE —
Lr Cyde — |
Su Hierarchy ca— i — o
L a
Relationship o
Matrix [ [ I I i %:l
A Pyramid
% vrem e e Basic Block List
Picture e 9 I . Use to show non-sequential or grouped
O Office.com m blocks of information. Maximizes both
o8 ' horizontal and vertical display space for
shapes.
1
aga E_E 1
scc HES =
o ][ cance |

e Slowly scroll dow n the list to view the amazing variety of SmartArt graphic shapes that are
available.

e Scroll back up the list and select the Pyramid List graphic.

| Choose a SmartArt Graphic
—_——
X | @@s Bl EEE — -
I= st (AN =N EN mrum
(s B = femam 5
59 process s BT
¥ Cyde ! ':' | — .
. Herarchy v — a
= - e
Relationship
=" bbb e [N =5
A Pyramid
‘5 vram Pyramid List
E Picturs ‘ EE Use to show proportional, interconnected,
= — or hierarchical relationships. Text appears in
a8 Office.com 1] the rectangular shapes on top of the
=- pyramid background.
[
-] >
[ ok || cancel

e C(Click on the OK button.
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= Decurmentl -

Frinerl Page Layuud Pl ererices

Raaradt U - _ I.: S 2e
‘ o . euatir L — e _—_ =1 ﬁ | "
Il ., =¢ Sa— tnangs
e+ Bullel | Pane | o= Pighlielel Lapuiil ] 3

Mlailitegs Peveews View Add-bris | Design Farmal

Meceosat Word [

4d A
Colsy +
Lreale Liraphic Layoaits
g - W | 0 "‘“‘5":.'!'.]'.J'j."".'-"'."."I:.'”-.":l l.'JEl':Illll':i..l
dlkllt..l'.'.llllrlll p .
BAL -
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enmtain headings. ] TF
To ereate nn, e yuun lext bere =
Ereate heady
darumeet by & [Tent]
Heading SET . [THIF
= [Text)
Pyramid Lisi
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o heen i chics relabioe g, Texl appesi n
fhe rectanguisr shaoes on top 6F the
pr sl backgr sl
ki o alrpul Srer A or el
- T
e Youwill see an area to the left called Type your text here'. Click on the first text section
and type the word 'one’. In a similar fashion type the w ords 'two' and 'three" into the other
text input sections.
[T — - X m] 5.;.......%...-_:.._- I T YO R R R AR R TR TR TR N T EN i S e
Seardh Depument F ]
] - = |IF
Thit document dast nol B
contain hesdmgs.
To create nan TYRE pour tewt here b}
oreate hesd
datumens by = Ong
Heading i2p * Tws
& Thres
Pyramid Lisk
Liee: b s proporBonal, ey connected,
o ey archecal relatorshge. Tex! gy n
s rec Ll e o top of Be
pryriarnid Buaechoyr o]
e more AL S i or Sofecs
mei m
e C(Clickonthe Close icon.
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Mavigation v X |[] (S SO SR SO S
= 0 ]

Search Document Lo -

This document does not
contain headings.

To create nay 1YPE your text here 22
create headi
document by * One
Heading Styl

* Two

* Three

Your page will now look like this.

Double click below the graphic and you wiill be able to type normally into the document.
Type in your name. Save your changes and close the document.

Inserting achart

Create a new document and save the document as a file called My chart. Click on the
Insert tab and then click on the Chart icon.

T R AN NE

nHome Insert Page Layout References Mailings Review
=l )
= D = cacal by fa+

Cover Blank Page Table Picture Shapes SmartAr] Chart hcreenshot
Page~ Page Break = =

Pages Tables Tlustrations

-

This will display a dialog box from w hich you can select the type of chart youw ish to insert
into your document.
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[d Templates Column .
o | =2 28] gl e8] 98] 3
& Pie

Area
2 xveaw || A Ibia] oA ] BA] b
@ Surface Lne .20
0 o ||| o) ] ] Y] A7
@y Radar Fie

(I | a | aval (AR  an e %

| Manage Templates... | | SetasDefaultchart | ok || cancel ]

¢ Inthis case use the default options, by clicking on the OK button. Your screenw ill now look
like this.

EE9-0s Dncumant] - Micrussf Werd Penel . 5 Eid -~ i= Chaet i Miceaseft Weed - Miciosoft Eacel - @ m
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daw 3 856 & =
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| 3 - .
s . B 7 n
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31— = n
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i
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. 1‘5
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e =
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¢ Inthe example show n, the Word document is displayed to the left, w hile a copy of Excel is
displayed to the right. If youw ishyou can edit the text or dataw ithin the Excel w orkbook.
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o Close the Excelw orkbook, by clicking on the Excel Close icon (top-right of the Excel
window). Yourscreenw ill then look like this.

Documentl - Microscht W Hor T = # B
i Adoir Mg Reee! Vew! Agbi | Deign | Mol P A9
= - - ™
I | d i - . 3 ’ ol | -
A = (R E] 3 B E ouan
. . :
= I | v : oot ) T T G I 5 DR L EXRY |
Pl
)
mSeriesl
2 ! e
Seres 3
2
1
]
Cwegory 1 Catep Caite e
Pagelotl | Worusie | E0E 3 om - +

e If you have time you may like to experiment with applying different chart layouts or chart
styles, use the chart related icons in the Ribbon.

o Also if you have time, try clicking on the Change Chart Type icon (w ithin the Type section
of the Design tab).

@“ = o0+ Documentl
Home Insert Page Layout References
W, 7 ==
i ] ] SR
Change |Save As Switch Select Edit Refresh i
Chart Type Jemplate | Row/Column  Data Data D
Type Data

This will display Change Chart Type dialog box. Try changing the chart froma Column to
a Bar chart, as illustrated.
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ge Chart Type =)
CA Templates Column -
oo || lim) =] 20 ] 0| 03, 83 J0
& Pie
e | o8] 198 ) lah ] 8

Area
eI NN VAR
@ surface e . e | [pemma
ool | | 254 Y A} 2 2
dy Radar Pie

(A e | aval ARl | anl oo Z

| Manage Templates... | | SetasDefault Chart | | ok || cancl

o The chartwill now look something like this.

Category 4

Category 3

mSeries 3

W 5eries 2
Category 2 MSeries 1

Category 1

e Save your changes and close the document.

Inserting a screen shot

e Open a document called Screen Shots.
e Click on the Start button.
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e Click on the All Programs button.

e Clickon Accessories.

e Clickon WordPad. This will open the WordPad programw indow .
e Switch to the Microsoft Word program (by pressing Alt+Tab).

e You can now insert a screen shot of the WordPad program w indow into your Word
document. To do this click on the Insert tab, and within the lllustrations group, click on the

Screenshot button.

1™ e AL AL
Home Insert Page Layout References Mailings Review

2N E D EHEP2 e |

Cover Elank Page Table Picture Clip Shapes SmartArt Chart| Screenshot | [Hyg
Page~ Page Break = Art =2 -
Pages Tables llustrations

¢ Youwill see a small representation of the WordPad window displayed in the drop dow n list.

(W =

Home Insert Page Layout References Mailings Review View A

2N D2 da Q[

Cover Blank Page Table Picture Clip Shapes SmartArt Chart |Screenshot| Hyperlink Bool

Page~ Page Break s Art

Pages Tables INustrations Available Windows
MNavigation b E‘ i B
Search Document o - la:

This document does not

contain headings. @+ Screen Clipping

e Click on the item in the list and you w ill see the screenshot displayed w ithin the Word
document.
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Save your changes and close the document.

Selecting, resizing and deleting graphics

Selecting a graphic:

Open a document called Graphic objects. This document contains a number of different
types of graphic objects. Try clicking once on a graphic. Then click on another graphic. As
you can see, selecting a graphic is very simple.

Resizing a graphic:

Click on a graphic to select it. To resize the graphic and keep the height and w idth ratios the
same, move the mouse pointer to any corner, and w hile keeping the mouse button pressed
drag diagonally across the screen. When you release the mouse button the graphic will
resize.

If youw ish you can stretch the graphic either vertically or horizontally by dragging from the
centre of any edge.

Deleting a graphic:
Click on a graphic to select it. Press the Del key.

Save your changes and close the document.
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Copying or moving graphics

You can copy or move a graphic using the Clipboard or using normal drag and drop
techniques.

Open a document called Copying and moving graphics.
Save the file as My Copying and moving graphics.

Copying agraphic using the Clipboard:

Select the second graphic in the document. Press the Ctrl+C keys to copy the graphic to
the Clipboard. Click tow ards the bottom of the document and press Ctrl+V to paste the
graphic to the insertion point.

Moving a graphic using the Clipboard:

Select the first graphic in the document. Press the Ctrl+X keys to move the graphic to the
Clipboard. Click tow ards the bottom of the document and press Ctrl+V to paste the graphic
to the insertion point.

Use the Undo icon to reverse the move and copy operations you have just performed.

Moving a graphic using drag and drop:

Select the first graphic in the document. Depress the left mouse button and w hile kee ping
the button pressed, move the mouse pointer to the bottom of your document. When you
release the mouse button the graphic will have moved to the location that you dragged it to.

Copying a graphic using drag and drop:

Select the first graphic in the document. Depress the Ctrl key and while keeping it
depressed, depress the left mouse button and w hile keeping the button pressed, move the
mouse pointer to the bottom of your document. Release the mouse button and the Ctrl key
and the graphic will have been copied to the location that you dragged it to.

Save your changes and close the document.
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Multiple documents

Multitasking with Word 2010

Microsoft Word is an application that runs on an Operating System called Microsoft
Windows. Windows is a multitasking operating systemw hich means that you can run more
than one programat a time. It is important that you know how to move or copy text and
graphics from one document to another, or betw een Microsoft Word and a different program
such as Microsoft Excel (a spreadsheet program).

Switching between open documents

When you use Microsoft Word 2010 you canw ork on more than one document at a time.
You can use the Clipboard to copy selected text or a graphics from one document to
another.

Open a document called Multiple 1.

Open a second document called Multiple 2.

Open a third document called Multiple 3.

Press the Alt key and hold it dow n. Press the Tab key a few times. Youwill notice a popup
window that lets you move from document to document, each time you press the Tab key.
Release the Alt key and you will switch to the document selected in the popup window .
Practice this techniqgue a few times if you have not used it before.

You can also use the Switch Windows icon to switch from one document to another. To
use this feature, click on the View tab and click on the Switch Windows tool (located w ithin
the Window group under the View tab). Youwill see a drop dow n list allow ing you to sw itch
to another open document window .

Document? - Microsoft Word

Revie View Add-Ins
| dlonerage | j 1 View Side by Side
‘J_J:l Twa Pages — =a
B - Mew  Arrange Split Switch Macros
= Page Width | window Al Windows = -

Zoom Window Macros

Tiling or cascading documents on your screen

You can arrange multiple documents on the screen. To do this right click over an empty part
of the Taskbar (at the bottom of your screen). Youw ill see a popup menu displayed.

NOTE: If you see a different popup menu displayed this is because you may have

accidentally right-clicked over an icon w ithin the Taskbar, in w hich case try again, making
sure you click on an empty part of the Taskbar.
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Toolbars |

Cascade windows

Show windows stacked

Show windows side by side

Show the desktop

Start Task Manager

| ¥ Lock the taskbar L -
100% (=

=
il
(]

— Properties

|« o4

Experiment w ith selecting the commands Cascade windows, Show windows stacked,
and Show windows side by side.

Before continuing, use the Maximize icon (top-right of each document window), to maximize
each document window .

Comparing documents side by side

This feature allow s you to compare tw o versions of a document, side by side. Open a
document called Compare 1. Open a second document called Compare 2.

Sw itch to display the document called Compare 1.

Click on the View tab and click on the View Side by Side command (located w ithin the
Window section under the View tab).

Document? - Microsoft Word

w View Add-Ins

]_JOne Page _.—_tl ‘j A view Side by Side :!
3 Two Pages —! =2
! - Mew  Arrange Split Switch Macros
8 Page Width | window Al Windows ~ -

1 Window Macros

This will display the tw o documents side by side. As you scroll dow n one document, the
other document also scrolls dow n the screen. Try scrolling through each document to
practice using this feature.

Close both documents before continuing.

Copying or moving selected items between documents

Copying a graphic between documents using the Clipboard:

Sw itch to the document called Multiple 1. Select the first graphic in the document. Press
the Ctrl+C keys to copy the graphic to the Clipboard. Switch to the document called
Multiple 2. Click tow ards the bottom of the document and press Ctrl+V to paste the graphic
to the insertion point. The graphic will be copied to this document.

Moving a graphic between documents using the Clipboard:
Sw itch to the document called Multiple 1. Select the first graphic in the document. Press
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the Ctrl+X keys to move the graphic to the Clipboard. Switch to the document called
Multiple 2. Click tow ards the bottom of the document and press Ctrl+V to paste the graphic
to the insertion point. The graphic will be moved to this document.

Copying selected text between documents using the Clipboard:

Sw itch to the document called Multiple 1. Select the first paragraph in the document. Press
the Ctrl+C keys to copy the paragraph to the Clipboard. Switch to the document called
Multiple 2. Click tow ards the bottom of the document and press Ctrl+V to paste the
paragraph to the insertion point. The paragraph w ill be copied to this document.

Moving selected text between documents using the Clipboard:

Sw itch to the document called Multiple 1. Select the first paragraph in the document. Press
the Ctrl+X keys to move the paragraph to the Clipboard. Switch to the document called
Multiple 2. Click tow ards the bottom of the document and press Ctrl+V to paste the
paragraph to the insertion point. The paragraph w ill be moved to this document.

Save and close all open documents.
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Mail Merge

What is mail merging?

e The Mail Merge feature is used to insert variable data into a fixed format by combining tw o
files into one file. Tw ofiles need to be created before you can merge them, these are the
data file and the main document file. The variable information, such as names and
addresses, is stored in the data file ready to merge into the main document file. The
information, w hich remains constant and the field names are stored in the main document
file, w here each field name relates to a field name in the data file. The data in the tw o files is
merged as a series of personalized letters or envelopes.

Standard
Letter

Contact names
and acldresses

Starting the Mail Merge Wizard

e Open adocument called Company Meeting.
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Company Meeting

Hi

Justa guick nate to let you know that there will be a meeting next Wednesday concerning the recent
company marger. Please letme know if wou can attend as places are limited st the venue.

| bzok forward to meetng you seon.

Destwishes

e This is typical of a general letter w hich can be individually addressed and mailed. In order to
mail merge this letter w e need to insert codes to tell Microsoft Word w here to insert items
such as the name and address of each personwe are going to send this letter to. We also
need to tell Microsoft Word w hich list of names and addresses we are going to use and
where this list is stored.

e To start the process, click on the Mailings tab.

@' = [= Company meeting [Con
Home Insert Page Layout References Mailings Review View Add-Ins

i Iy
= g =2

Envelopes Labels | Start Mail Select

Merge ~ Recipients =

Create Start Mail Merge Write & Insert Fields

e (Click on the Start Mail Merge button.
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Mail Merge Wizard - Step 1 of 6 ‘Select document type’

e Fromthe drop dow n list displayed, select the Step by Step Mail Merge Wizard command.

WiE9- 0=

Home Insert Page Layout References Mailings Review
By

Envelopes Labels

Merge ~ |Recipients * Recipient List

Create 2 Letters o '.-‘."ri;e c:tl
Navigation = E-mail Messages I
Search Document | =1 Envelopes...

= gg J il Llabels...
E Directory

This document ¢ |E| MNormal Word Document
contain headipc .,Sd

Step by Step Mail Merge Wizard...
To create navigation tabs I - |
create headings in your | |_|

e Youwill see a panel displayed to the right of your document. In this casewewish to
produce a mail merged letter, so w e will use the Letters selection.

W= = Cempany mestieg |Cempetiiiy Mode| - Moo o = @ &

This document daes not
o ingn.

Ta creste nawgation tahs |
erawty hasdingn in pour

dament by applying

Heading Styies.

Company Meeting

i

Just s Guick nate 1o let you know that there will be a meeting nest Wednesday concerning ihe recent
comgany merger. Piease latme krow If you can attend a5 places ame dmited &t tha venus

1 loak farwand to mesting you soon.

Bestwishas '

Pegelatl | vewe:

e o =a]

e C(Click on the Letters button.
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= EI £

>0

1 18 1 '13

Mail Merge v X

| » &3

Select document type

What type of document are you
working on?

[ @ Letters

_| E-mail messages
“) Envelopes
() Labels

() Directory

Letters

Send letters to a group of people,
You can personalize the letter
that each person receives.

Click Next to continue,

e At the bottom right of the screen you have the option of clicking on ‘Next’ to take you to the
next page of the mail merge wizard.

Step 1of 6

| & Next: Starting document |

i [# 0 »w 4

NS

Mail Merge Wizard - Step 2 of 6 ‘Select Starting document’

o Youwill see the follow ing options displayed to the right of your document. In this casewe
will use the current document that is displayed on your screen.

Mail Merge - X
FY
—| Select starting document

How do you want to set up your
letters?

(@ Use the current document
() Start from a template

() Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add recipient
information.
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e Click on Next at the bottom right of your screen.

Step 20f 6
& Mext: Select recipients

4 Previous: Select document type

“ O w4

Mail Merge Wizard - Step 3 of 6 ‘Select recipients’

e The next step of the wizard lets you determine w hich list of recipients will be used for the
mail merge process.

Mail Merge - X
FY
— Select recipients
’ @ Use an existing list
() Select from Qutlock contacts

() Type a new list

Use an existing list

= Use names and addresses from a
file or a database.

i@ Browse...

" Edit recipient list...

¢ Inthis casew e will select the option Use an existing list.
o C(Click on the Browse button. This will display the Select Data Source dialog box.

W] Select Data Source ===
l;./\,/ |2} » All Data Sources » v | 43 ||| Searct o)
Organize = i W, il "’;

Searches might be slow in non-indexed locations: C:\Users'\Dave\AppData\Roaming\Microsoft\Queries. Click to add ...
o Mo items match your search
/8| Computer
&4 Local Disk (C:)
u RECOVERY (Dx)
@ My Passport (G:)

‘ii Metwork
& D531-LOU
M DAVE-PC-WINT |=
1 LOU-PC-WIN7
1M OWNER-AF92152
& TOSHIBA-XP

Mew Source...

File name: - .AII Data Sources -

Tools ~ Qpen { Cancel
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e If necessary scroll upw ards within the window , so that you can see Libraries.

@ Select Data Source |:
QQ i v All Data Sources » - | 3 | Search je) |
Organize « EE - u;@.

Searches might be slow in non-indexed locations: C\Users\Dave\AppData\Roaming\Microsoft\Queries. Click to add ...

> (W] Microsoft Word Mo items match your search.

» 3 Favorites

> -l Libraries

> ¥y Homegroup

4 M Computer
> &, Local Disk (C3)
- 3 RECOVERY (D3)
> My Passport (G:)

Mew Source...

File name: - ’AII Data Sources V]

Tools - [ Open l ’ Cancel ]

e Double click on Documents.

(W] Microsoft Word Libraries
Open a library to see your files and arrange them by folder, date, and other properties.

. Favorites

&| Documents

= Library
= Libraries = ~ hiEhy
"3 . _ Music
omegroup lJi Ty
e Library

1% Computer =, Pictures
& Local Disk (C5) <7 Library

a RECOVERY (D2)
My Passport (G:)

?ﬂ Network %

MNew Source...

@ Select Data Source @
@QVL—Q b Libraries » - | ¢¢| Search Libraries e |
Organize » 5=~ [

File name: - ’AII Data Sources

Tools = [ Open l ’ Cancel

e You should see the Word 2010 Basics folder listed.
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@ Select Data Source @
T
)= |5 » Libraries » Documents » = | ¥4 || Search Documents ol
o/
Organize « Mew folder i= « [ .@.
(W] Microsoft Word —  Documents library ] )
) Arrange by:  Folder =
Includes: 2 locations
- : -
W Favorites MName Date modified Type
e J Adobe 22/01/201011:24 ... File folder
ol Libraries =
. Bluetooth Exchange Folder 22/01/2010 3:41 PM  File folder
J Downloads 19/02/2010 213 PM  File folder
*& Homegroup
J KEEP 21,/03/2010 3:47 PM  File folder
% Computer J microsoft 15/08/200912:58 ... Filefolder
g_;' Local Disk (C3) . My Call Graphs 1/02/2010 8:37 Pljd F!IEfcIcIr:r
s RECOVERY (D) My Data Seurces 24,/03/2010 9:01 AM  File folder
— . OneMote Notebooks 7/03/. 04 ... i
My Passport (G:) 17/03/2010 11:04 File folder
| . Word 2010 Basics 24/03/2010 8:32 AM  File folder
?j Metwork a1 UL} | s
File name: - ’AII Data Sources VI
Tools = [ Open |v] [ Cancel ]

o Double click on the Word 2010 Basics folder and you should see a file listed called Staff.

@ Select Data Source

Organize »

@ Microsoft Word
w0 Favorites

- Libraries

*& Homegroup

1M Computer
£ Local Disk (C)
s RECOVERY (D)

9; Metwork

My Passport (G:)

=

EI_] Applying styles

] Borders and shading

|E|_] Cell borders

|E|_] Company meeting

] Compare 1

] Compare 2

|E|_] Copying and meving graphics

ek~

2/02/2007 2:32 AM

7/02/2007 12:57 AM
31/01/2007 2:26 AM
19/01/2007 9:08 AM
26/02/2007 4:35 PM
26/02/2007 4:35 PM
28/02/2007 9:55 AM

< | 1

Mew Source...

~
@Uv| v Libraries » Documents » Word 2010 Basics - | +y | | Search Word 2010 Basics = |
New folder =~ O '@'
D_O':umen_ts ||brary Arrange by:  Folder =
Word 2010 Basics
Name Date modified Type |~
| |E staff 19/01/2007 9:05 AM  Microsoft Excel C[=
1) Tablec 30/10/2006 10:06 ..  Mlicrosoft Office |

Word C

Microsoft
Microsoft Word C
Microsoft Word C
Microsoft Word C
Microsoft Word C
Microsoft Word C

Micrasoft Word C

r

File name:  Staff

- ’AII Data Sources

7]

Tools

~]

- [ Open

| Cancel |

e Double click on the file called Staff. This will display the File Conversion dialog box.
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File Conversion - Staff

Select the encoding that makes your document readable.
Text encoding:

e

@ (T M5-DOS () Other encoding: | Wang Taiwan -
Western European (DOS)
Western European (IA5)
Western European (I50)
Western Eurniean (Mac)
Preview:
Title,Firat-name, Second-name, Department -
Mr,Dennia, Haatert, Marketing (H
M=a,Nancy, Peleosi, Marketing
Mr, Gecrge, Radancwvich, Marketing
Mr,Rgustin, Arriete, Marketing
Ms,Buth ,Dreifuss, Marketing
Mr,Louis ,Dumas, Marketing
Mr,Valentinc ,Gravani, Marketing
Mizs, Birgit ,Wilscn, Marketing
Mr,Tom, Feeney, Packaging
Mr,Ernst ,Mach, Packaging i
Mmoot T A Tl g e 5 e
[ oK J [ Cancel ]
A

¢ Click on the OK button w hich will display the Mail Merge Recipients dialog box.

Mail Merge Recipients

-7 s

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the

C:\Users'\Dave\Documents\We ‘%,I, Sort...
W3 Filter...
2;] Find duplicates...

|l validate addresses...

checkboxes to add or remove recipients from the merge. When your list is ready, dick OK.
Data Source |_ Firstname - | Title w | Secondname w | Department - =
ChUsers\Dave\Do... Dennis | Marketing 1
Ch\Users\Dave\Do... [¥  Mancy Ms Pelosi Marketing 3
Ci\Users\Dave\Do.., [+ George Mr Radanovich Marketing =
Ch\Users\Dave\Do... [¥  Agustin Mr Arriete Marketing
Cih\Users\Dave\Do... [¥  Ruth Ms Dreifuss Marketing
Ch\Users\Dave\Do... [¥  Louis Mr Dumas Marketing
Ci\Users\Dave\Do... [¥  Valenting Mr Gravani Marketing
Cih\Users\Dave\Do... [¥  Birgit Miss Wilson Marketing
Ch\Users\Dave\Do... [¥  Tom Mr Feeney Packaging i
Data Source Refine redpient list

e C(Click on the OK button to continue.
e Click on the Next option at the bottom right

of the screen.
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Step 3 of e
b
" B Next: Write your letter
=] 4 Previous: Starting document
¥
18 & = 100% (=) ] (F)
= 10:19AM |

POl T Ll I
(A ARRS 24/03/2010 |

Mail Merge Wizard - Step 4 of 6 ‘Write your letter’

e The following options are displayed to the right of your document.

Mail Merge * X

| v [

Write your letter

If you have not already done so,
write your letter now.

To add redpient information to
your letter, dick a location in the
document, and then dick one of
the items below.

2 Address block...
2 Greeting line...

J Electronic postage. ..
}@ More items...

When you have finished writing
your letter, dick Mext. Then you
can preview and personalize each
recipient's letter,

¢ Click at the start of your document (w here w e want insert the codes relating to the person to
whom the letter is addressed).

e Clickon More items.
}E Mare items. ..

This will display the Insert Merge Field dialog box.
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[ Insert Merge Field @

Insert:
") Address Fields (@ Database Fields

Fields:

Tte B

Firstname
Secondname
Department

Match Fields. .. ] [ Insert ] [ Cancel

e Make sure that Title is selected and then click on the Insert button. Click on the Close
button. Press the Space bar.

e Click on the More items command. This will display the Insert Merge Field dialog box.

¢ Make sure that Firstname is selected and then click on the Insert button. Click on the
Close button. Press the Space bar.

o C(Click onthe More items command. This will display the Insert Merge Field dialog box.

¢ Make sure that Secondname is selected and then click on the Insert button. Click on the
Close hutton. Press the Enter key.

e Click onthe More items command. This will display the Insert Merge Field dialog box.

o Make sure that Department is selected and then click on the Insert button. Click on the
Close button.

Y our document should now contain the follow ing merge field codes.

«Titlew «Firstname» «Secondnames

«Department»

e Click on the Next option at the bottom right of the screen.

Step4 of 6
-
+ % Mext: Preview your letters
o @ Previous: Select redpients
E
B E = 100% (=) [] (+]
10:23 AM l

e =
BB e o010 -
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Mail Merge Wizard - Step 5 of 6 Previewing your letters

e Youwill see the following choices.

Mail Merge v X

| » [

Preview your letters

One of the merged letters is
previewed here. Tao preview
another letter, didk one of the
following:

Recipient: 1

v"' Find a recipient. ..

Make changes

You can also change your
recpient list:

j Edit redipient list...

Exclude this recipient

Ll when you have finished
previewing your letters, dick
Mext. Then you can print the
merged letters or edit individual
letters to add personal comments,

e Click onthe double arrow button to preview your letter. Click a few more times to preview
more letters.

o Click on the Next button at the bottom-right of the screen to continue.

Step5of 6
b4
+ % Mext: Complete the merge
Qo ¥ Previous: Write your letter
¥
E o= = 4nnee (=) r |

Mail Merge Wizard - Step 6 of 6 Printing Options

o Youwill see the follow ing information displayed.
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Mail Merge v X

| » (&1

Complete the merge

Mail Merge is ready to produce
your letters,

To personalize your letters, dick
"Edit Individual Letters.” This will
open a new document with your
merged letters, To make changes
to all the letters, switch badk to
the original document.

Merge

L Print...

£y Edit individual letters...

o If youwere to click on the Print option, youw ould see the Merge to Printer dialog box
which lets you selectwhat to print.

rMergeto Printer @

Print recards

(") Current record

() Erom: To:

e Inthis case click on the Edit Individual letters option. Youw ll see
the follow ing dialog box w hich lets you select what to merge.

Merge to Mew Document @“

Merge records

P

(™) Current record

i) From: To:

e Click on the OK button to merge all the print records.

A new document will be created containing your mail merged letters.
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ks L= K W A B B TR N Y | aaencens | asmncene AaBbC Aspbee A
e Teu— R w.-A-EE3AW = \A. g

Company Meeting

In real life you could check through this and print later. In this case to save paper w e w ill not
actually print this document. Scroll through the document to see if everything is as you
expected. Save the document as My First Mail Merge. Close the mail merged document.

Close the open document and save your changes.

Creating a mailing list to be used within a mail merge

In many cases when you perform a mail merge your mailing list will have been prepared and
formatted by someone else. [f itis a mailing list to be sent out to business customers, it may
have been bought in from a company that specializes in providing business mailing lists.

There are rules for formatting a mailing list, so that w hen you performa mail merge
Microsoft Word will recognize the format. The mailing list should have a header row at the
top of the listw hich describes the contents of each column. For instance a column may be
called First_name, and the next column called Second_name, and the next column could
be called Telephone_number and so on. It does not matter w hat you call each column, but
keep the name as short as possible and for maximum compatibility with other programs do
not use spaces in the description but use hyphens to join the words in a column description.

You can create a listw ithin a Microsoft Word documentw ith each column of data being
separated by a tab, space or a comma. Alternatively you could create your dataw ithin an
Excel worksheet. Normally w hen you buy in a mailing list it is supplied in CSV (Comma-
Separated Values). A CSV file is a text file using commas to separate each column.

We shall now create a small mailing list in CSV format. Create a new document by pressing
Ctrl+N.

Type in the follow ing details, in each case separating one item of information from the next
by a comma. Press the Enter key at the end of each line.
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NOTE: Do not press the Enter key at the end of the last line relating to Robert Menendez.

First-name, Second-name, Department
George, Radanovich, Marketing
Hilda, Solis, Sales

Dennis, Hastert, Marketing
Tom, DelLay, Production

Roy, Blunt, Sales

Tom, Feeney, Packaging

Mark, Kirk, Sales

Michael, Ferguson, Sales
Christopher, Cox, Production
Nancy, Pelosi, Marketing
Steny, Hoyer, Marketing
Robert, Menendez, Sales

e Click on the Save icon, and the Save As dialog box w ill display the follow ing.

R T

g - . My Call Graph 1/02/2010 8:37 PM  File folder S
il Local Disk (T} _ | AR LIAINIE = /02, ile folder r
File name: E -
Save as type: [Word Document -
Authors: Dave Tags: Add atag
[] Save Thumbnail
) Hide Folders Tools - Save l [ Cancel

¢ Inthe file name section use the name My-List.

e Click onthe down arrow in the Save as type section and select Plain text (you may have
to scroll dow n to see this option)

File name: My List -

Save as type: [Wu:d Document hd

Word Document

Word Macro-Enabled Document
Word 97-2003 Document

Word Template

Word Macro-Enabled Template
Word 97-2003 Template

“ Hide Folders PDF

XPS Document

Single File Web Page =
Web Page

Web Page, Filtered

Rich Text Format

Word XML Document

Word 2003 XML Document

OpenDocument Text

Works 6 - 9 Document

Works 6.0 -9.0

Works 7.0

Authors:
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Save the file. You may see aw arning dialog box telling you that you are saving your file as
a text only file, if so confirmthe save. You have just created your firstfile in CSV format.
Close your document.

Merging a mailing list to produce labels

When you are performing a mail merge to produce mail merged letters you can use

Window ed envelopes so that the address in your mail merged letters matches the window in
your windowed envelopes. Alternately you may post your mail merged letters in non-
window ed envelopes inw hich case you will need to perform a separate mail merge to
produce sheets of labels, with each label displaying a different address. If you do this, be
very careful to match up the correct printed letters, with the correct printed labels!

Alternatively you may w ant to send out a standard marketing flyer to many addresses, in
which case you need to mail merge your mailing list to sheets of labels.

WARNING: You can buy sheets of labels for use in a printer. If you are using a laser printer
be sure that the labels you are intending to use are properly approved for use in a laser
printer. Inside a laser printer is much hotter than the inside of an inkjet printer and you may
find that if you use the wrong type of labels they curl up, or evenworse, cause damage to
your laser printer!

To merge a mailing list to labels is very easy. Create a new blank document, by pressing
Ctrl+N. Click on the Mailings tab. Click on the Start Mail Merge button, and from the list
displayed select Labels.

(w]| i U=

Home Insert Page Layout References Mailings
L E= = =8
- ﬂ = LGP

Envelopes Labels | |Start Mail Select
Merge = |Recipients =

Create 2 Letters
Mavigation —~J E-mail Messages [
Search Document =1 Envelopes,.
= ag J = Labels.. |
= Directory Label Clpti-:ns|

This document ¢ |E| Mormal Word Document

contain heading —; . .
,;;SQ Step by Step Mail Merge Wizard...

To create navigation tabs, [T

The Label Options dialog box is displayed. First select the manufacturer of your labels.
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Label Options
Printer information
() Continuous-feed printers
@ Page printers Tray: Manual
Label infarmation
Label vendors: |Microsoft -
3M [ Post-t® ~
Find updates on 01 A= Label
Product number: |Adetec E
A-ONE
APLI
iﬁ i APLI-AGIPA
ST APLI-DECADRY
1/4 Letter Avery AIAS
gg EEF Eage Avery LS Letter L
Er fage Avery Zwedkform 57
Details. .. ] [ Mew Label, .. ]

[ 2 el

Label information

Type: 1/2 Letter Postcard
Height: 21.59 cm

Width: 13.97 am

Page size: 27.99anm X 21.59 an

QK ] [ Cancel

Avery is a popular supplier of label sheets.

NOTE Avery has different product codes for A4 sized sheets and US letter sized label
sheets. Be sure to select the correct category if you are using Avery labels.

e Inthis case choose Avery as the manufacturer.

¢ Once you have selected a manufacturer you need to select a Product Number. The
product number relates to the size of each individual label, how they are laid out on a sheet
and how many labels are contained w ithin each sheet. Youw ll notice that as you select a
Product num ber, information about this label type is displayed in the Label Inform ation

section.

Label Options

Printer information

() Continuous-feed printers

(-2 |l

L7159QP T

@ Page printers Tray: |Manual El
Label information
Label vendors: | Avery A4/AS Izl
Find updates on Office Online
Product number: Label infarmation
e — | 0, esiate
Height: 2.43 cm
[ e ] .
L7159 Width: 6.4cm
L7159EV Page size: 21cm X 29.69 cm

| Detais.. | | newLabel.. |

[ ok || cancel |

o Select an Address Label, the exact product number is not important as w e will not actually
be printing any labels in this exercise. Click on the OK button once you have made a

selection.

FOR USE AT THE LICENCED SITE(S) ONLY

© 2010 Chetenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



WORD 2010 BASICS Page 150

¢ We have selected our label type, nextw e need to select a mailing list that will be used to
print the labels. Click on the Select Recipients button and then click in Use Existing List.

IEI' Hw9-0|- Document3 - Microseft Word
Home Insert Page Layout References Mailings Revie
= =0 :.'.
=

Envelopes Labels | Start Mafl Select
Merge - |Recipients =

Create lE Type New List... Write
Navigation [ Use Existing List... @E
Search Document S 83 Select from Qutlook Contacts...

¢ The Select Data Source dialog box w ill be displayed.

. (W] Select Data Source

\,\_J‘U |5 » All Data Sources » > | *3

Organize v = |

z.cm

Searches might be slow in non-indexed locations: C:\Users\Dave\AppData\Roaming\Microsoft\Queries. Click toadd ... %
'™ Computer St i e bl
.‘;, Local Disk (C:)
=y RECOVERY (D)
= My Passport ()

€l Netwark
/& D531-LOU
M DAVE-PC-WINT |
& LOU-PC-WINT
/& OWNER-AF92153|
M TOSHIBA-XP

| New Source...

File pame - ENI Data Sources b

Tools - Open , Eance[- i

e Youwill need to navigate to the folder containing your sample files, w hich is in the Word
2010 Basics folder, under the Docum ents folder. To do this, if necessary scroll up the list
within the left section of the dialog box until you can see the Libraries displayed.
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@ Select Data Source

P
l\_/”\_/l |_/,. » All Data Sources »

Organize =

Searches might be slow in non-indexed locations: C\Users\Dave\AppData\Roaming\Microsoft\Queries. Click to add ...

(W] Microsoft Word Mo iterns match your search.

> { Favorites

» - Libraries

> ¥ Homegroup

4 M Computer
> &, Local Disk (C5)
> —a RECOVERY (Dx)
> My Passport (G:)

Mew Source...

File name: |

- [AII Data Sources VI

Tools = [ Open l ’ Cancel ]

Double click on Libraries and your will see the Docum ents folder displayed to the right.

[ ]
@ Select Data Source @
@\:’/nvl‘rg » Libraries » - |£’ | | Search Libraries o |

Organize =~ 0O @
(W] Microsoft Word Libraries
Open a library to see your files and arrange them by folder, date, and other properties.
[ Favorites =
& Documents
= Library
= Libraries = S
Music
H; Homegroup ™ AR
— Library
1% Computer B Pictures
&, Local Disk (C:) < library
—a RECOVERY (D:)
My Passport (G:) | faees
e, Library
G'F Network 2
File name: - ’AII Data Sources vl
Tools = [ Open l [ Cancel ]
e Double click on the Documents folder and you w ill see the Word 2010 Basics folder

displayed.
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@ Select Data Source @
S
@Uv | » Libraries » Documents » - | 3 | | Search Documents o
QOrganize » MNew folder = o+ [ '@'
; - -
(W] MicrosoftWord  —  Documents library i i
) Arrange by:  Folder «
Includes: 2 lecations
- : -
W Favorites Mame Date modified Type
— . J Adobe 22/01/201011:24 ... File folder
. Libraries =
J Bluetooth Exchange Folder 22/01/2010 3:41 PM  File folder
& Homegroup , Downloads 19/02/2010 2:13 PM  File folder
J KEEP 21/03/2010 3:47 PM  File folder
/8 Computer J microsoft 15/08/200912:58 ...  File folder
& Local Disk (C2) B . My Call Graphs 1/02/2010 8:37 PM File folder
. RECOVERY (D) My Data Sources 24/03/2010 9:01 AM  File folder
My Passport (G2 Onellote Botehonks 17/03/201011:04 ... File folder
| . Word 2010 Basics 24/03/201010:32 ... File folder
Gh MNetwork IEN 1L | s
File name: - [AII Data Sources VI

Tools ~ [ Open Iv] ’ Cancel ]

e Double click on the Word 2010 Basics folder and select a Microsoft Word document called
Label data list.

@ Select Data Source @
N
@Uv| . ¥ Libraries » Documents » Word 2010 Basics b4 | (-,| | Search Word 2 pe |
Organize « Mew folder i= « [ I@I
- -
- - Documents ||brary Arrange by:  Folder =
=) Libraries Weord 2010 Basics :
+& Homegroup i N_ame o o Date medified Type a
& Cover page 11/02/2007 450 AM  Microsoft Word C
M Computer @ Editing headers and footers 20,/03/2008 2:03 PM  Microsoft Word C
Q_?, Local Disk (C:) 1 7 Editing 5/02/2007 5:29 AM Microsoft Word O |
w RECOVERY (D) 3 @_j Graphic objects 17/04/2007 5:07 AM  Microsoft Word L[ 2
My Passport (G)| | 0] Hyphenation 20/03/2008 11:44 ... Mlicrosoft Word C|_|
|@ Label data list 3/02/2007 4:52 AM Microsoft Word C
€l Network L& bt dhifyinegbrtetamed numbering 1/11/2007 2:55 PM  Microsoft Word T
14 p531-LOU — ] Multiple1 26,/02/2007 4:35 PM  Microsoft Word C
18 DAVE-PC-WINT & Multiple 2 26,/02/2007 4:35 PM  Microsoft Word C
18 LOU-PC-WINT  _ . lrr.-H Bt - o T-‘ MART 4T TR u;.....n..\.-....r.n S
File name: Label data list - ’AII Data Sources VI
Tools - [ Open |v] ’ Cancel ]
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e Click on the Open button and youw ill see the follow ing:

aNext Heconds aNewt Recards
aNExt Recands aNext Recands aNext Aecords
eNext Reconds shoxt Heonds sNext Recard s
aext Hecords aNirat Heconds aNext Recards
aNext Hecorda eNext Heconds aNext Records
N TPEY W S TTRNRY PR TR -

e The insertion point should be displayed at the start of the first line in the first label.
e Move the mouse pointer over the Insert Merge Field button.

@ = R N Document3 - Microsoft Word
Home Insert Page Layout References Mailings Review View Add
= g & & = =] B8
= — T |'/- = = -
= F% ] | e F
Envelopes Labels | Start Mail Select Edit Address Greeting [Insert Merge M
Merge = Recipients = Recipient List Elock Line Field = [+

Create Start Mail Merge Write & INSErt Ferds

Youwill notice that this button consists of two parts. Click on the upper part of this button,
i.e. the part displaying as an icon.

SR T

This will display the Insert Merge Field dialog box displaying fields you can insert into the
document.
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[ Insert Merge Field @

Insert:
(71 Address Fields (@ Database Fields

Fields:
-

Secondname
Department

Match Fields. .. ] [ Insert ] [ Cancel

In this case click on the Cancel button.

e If you click on the low er part of the button youw ill see a drop dow n list of merge fields.

——

3 [Insert Merge
Field =

e You could use either method to insert your merge fields. In this example w e will use the
low er part of the button.

W9~ 3= Document3 - Microsoft Word |
Home Insert Page Layout References Mailings Review View Add-Ins Design
=-] _é‘l :. -=_j _:_j ‘E}j [=r Rules -

EI' — — — 2% Match Fields
Envelopes Labels | Start Mail Select Edit Highlight Address Greeting|1nsert Merge

Merge = Recipients = Recipient List | Merge Fields Block  Line Field~ | |Z] Update Labels

Create Start Mail Merge Write & fn Firstname L]
Navigation -« % |[d] 1o 11 Secondname |- 6o
Search Document 2 - |_| Department

e Click on Firstname fromthe drop dow n list.
o Press the Spacebar and then insert the field name Secondname.

o Press the Enter key to drop down to the next line and insert the field name Department.
Your page will now look like this.
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-
= Firitname s o s oA iraTe = aMpEat Hidarils shect s
= Depactments|
= hex Recodde =tirxt Record= =Heat Hetord=
whjgnd Recoids shient Necords shiext Aecords
wNaxl Bdiords alant Rdonnds alik Rbbard s
aewt Rconds shinnt Aeoonds aheut Remords

e

sdemics M rwrda

alimt Rnsnarbe

MEN-T- 0
e Click onthe Update Labels button.

@“ H -4 |- Document3 - Microsoft Word Table. T

Me Insert Page Layout References Mailings Review View Add-Ins Dresign
2 B 2 AR @B 2~

- - — 9% Match Fields

Envelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Mer =
Merge = Recipients = Recipient List | Merge Fields Block  Line Field= | ] Update Labels| ge.

Create | Start Mail Merge | Write & Insert Fields T

Your screenw ill now look like this.

efirstnamis s Locondnames

siext Reoordns Birstndeme =

ahent Recordos Erstname s

sbiepa r|1|| wShpoondname s sSecomdnames
sDepartmants aDieparmants

uMext Recard®a Festnameas s Hext Recordea Firstnamas s Next Recardes Firstname»

sierondnames sLpcondnames sfgcondnamis

aDepariments afepartments aDepartments

wMext Recordsafarstname s aMext Becordes Firstname s ablext Apcordss Firstname s

sSecandmames akpcondnames uiecandnames

uDepariments sDepartments s[partrints

sMext Record ss Frstnames sNext Recordas Firstnaeme = sixt Hecordns Firstname s

s5econdnamn s s5eoondname s s condname s

sDEpErimenls sDeEpartments s=Deparlment=

sMexi Recard == Fesiname= = Next Record == Fintname = sHext Recarde=Fintname=

sSecondname s sipcondnames sfecondnames

&0 partments sDopartments aDepartments

Bl it T e s

B Tl e e s b o .

B T

[

Click on the Finish & Merge button.
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3 - Microsoft Word | |

Mailings Review View Add-Ins Design Layout
? = = =P Rules = ey MW o4 1 [ | o
= = = 55 = L '5>-;-_‘|
Lj Match Fields i Find Recipient
ghlight Address Greeting Insert Merge Preview Finish &
ge Fields Block  Line Field=  |&] Update Labels | pesyits S Auto Check for Emar} | perge -

Write & Insert Fields Preview Results Firmistt

e Youwill see a drop dow n list displayed.

3 - Microsoft Word | bl |

Mailings Review View Add-Ins Design Layout
2 2R g v @M S
— — — =l 93 Match Fields ]Find Recipient el |
thlight Address Greeting Insert Merge Preview ) |Finish &
je Fields Block  Line Field= |2 Update Labels | Resuts = Auto Check for Errors Mearge~||
Write & Insert Fields Preview Results ] L3 EditIndividual Documents
, - ] .
@I'l'l'l'l'i'l'-}'I'E'I'Sﬂ@'?'I'S'I'E'I'l:\'I'll'l'it;g Print Documents... B

Send E-mail Messages...

i

15

If you simply wished to print the merged labels you could click on the Print Document
command. You w ould see the Merge to Printer dialog box, allow ing some control of w hat
to print, as illustrated.

[ Merge to Printer @

Print records

(™) Current record

i) From: To:

¢ Inthis casewewill merge the datato a new document. To do this click on the Edit
Individual Documents command.

By

o=
Finish &
& for Errors Merge =

[ b M

ient

5 |5 Edit Individual Documents...

Youwill see the Merge to New Document dialog box.
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P

Merge to Mew Docurment @
Merge records
Al

! Current record

) From: To:

e Click on the OK button and the mailing list will be merged to create a new documentw hich
can later be printed to sheets of labels, as illustrated.

k|
George Radanovich Hilda Salis Dennis Hastert
Marketing Sales Marketing
Tom Delay Roy Blunt Tom Feeney
Production Sales Packaging
Mark Kirk Michael Ferguson Christopher Cox
Sales Sales Production
Mancy Pelosi Steny Hoyer Robert Menendez
Marketing Marketing Sales

=l = =

e You may print the merged document if you ask your tutor first (to make sure that the printer
is connected and contains labels).

e Save and close all open files.
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Customization

Customizing Microsoft Word

e There are a range of options that you can set or customize w ithin Word. To view these
options, click on the File Tab and then click on the Options button, w hich is displayed at the
bottom-left of the list that is displayed.

(W] s

Home In:

| save
B save as

[ Open

J Close

Recent
New
Print
Share

Help

[ Addns -

9 Bt

The Word Options dialog box is displayed.

FOR USE AT THE LICENCED SITE(S) ONLY

© 2010 Chetenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com.au



WORD 2010 BASICS

Page 159

Word Options

(-2l

[ General ]

Iy
_g General options for working with Waord.

Display

Proafing User Interface options

Save Show Mini Toolbar on selection (i
Enable Live Preview (i

Language
LColor scheme: SiI\terEl

Ad d

vance ScreenTip style: | Show feature descriptions in ScreenTips El

Customize Ribbon
Personalize your copy of Microsoft Office
Quick Access Toolbar

Username: |Dave

Add-Ins
Initials: D

Trust Center
Start up options

|:| Open e-mail attachments in Full Screen Reading view

e Asyou can see there are a number of items listed dow n the left side.

Setting the User Name

¢ Within the General options is a section that allow s you to personalize your copy of Microsoft
Office. You can enter your name into the User name section. This information can be used
by the various Microsoft Office applications to automatically insert your details into
documents. Change this if necessary, so that it displays your details.

Word Options
General | L. 3 : ; d
4 ._3 General options for working with Word.

Display
Proofing User Interface options
Save [¥] Show Mini Toolbar on selection (i

i_{ Enable Live Preview i
Language

Color scheme: SihrerEI
Advanced

ScreenTip style: | Show feature descriptions in ScreenT

Customize Ribban
Personalize your copy of Microsoft Office
Cuick Access Toolbar
User name: | Dave

Add-Ins
Initials: D

Trust Center

Ctart nn nntfinns

Setting the default opening and saving folder

e Display the Save options w ithin the Word Options dialog box.
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Word Options @
General .
Customize how documents are saved.
Display
Proofing Save documents
]
Save Save files in this format: ‘Word Document (*.docg EI
Language Save AutoRecover information every |10 % minutes
Keep the last Auto Recovered file if [ close without saving
Advanced
AutoRecover file location: | Ch\Users\Dave'AppDatatRoaming \MicrosoftWord®, Browse...
Customize Ribbon
Default file location: ChUsershDave\Documents),
Quick Access Toolbar

e You can use the Default file location section of the dialog box to set the folder that by
defaultw ill be looked at w hen you open files w ithin Word. This folder will also be used as
the default folder location w hen saving new documents.

e Click on the Browse button and set this default folder to the folder containing your sample
files (i.e. the Word 2010 Basics folder). Close the dialog box.

e Click on the File Tab and then click on the Open icon.
IEI.
Home I
H Save
E'}; Save As

,_j Close

e You should see that by default files in your sample folder are displayed.

e Create a new document and then click on the Save icon. You should see that by default the
file will be saved to the folder containing your sample files. Cancel the file saving and close
the new document that you have just created w ithout saving it.

e If you have time investigate some of the other Word customization options.
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Proofing and Printing

The importance of proofing

e When you have finished w riting a letter alw ays read it through before printing. Change any

errors you find. Run the spell checker to find any spelling or grammatical errors. The
keyboard shortcut to run the spell checking program is F7.

e Preview the document w ithin the Print Preview view. Does the text look balanced on the
page? Does everything else look correct?

e Print out the document and read through it one more time. Often w henyou read a printed
document you see errors that you somehow missed w hen reading the document on the
screen.

Spell checking adocument

e Open adocument called Printing.

e Press F7 to start the spell checking program. Allow any changes that you think are
necessary and then close the spell checking program.

Adding words to the built-in custom dictionary

e The spell checker w orks by comparing w ords contained w ithin your document w ith a list of
words contained w ithin a dictionary. Sometimes Microsoft Word w ill highlight a w ord it does
not recognize but this w ord may be a specialistw ord or a trademark w ord used w ithin your
particular business or organization. You can easily add w ords to the dictionary. Type in the
word cctglobal. Run the spell checker program (by pressing F7). Youw ill see the Spelling
and Gramm ar dialog box displayed.

Spelling and Grammar: English (Australia) @
Mot in Dictionary:
cetglobal - Ignore Once

Ignare All
Add to Dictionary

Suggestions:
(Mo Spelling Suggestions)

Check grammar

Options. .. Cancel

e Click onthe Add to Dictionary button. Fromnow onwhen you use the spell checker, itwill
recognize this w ord.
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Save and close the document. Create a new document and type in the word cctglobal. Run
the spell checker and you should find that this word is no longer indicated as a potential

problem by the spell checking program.

Removing a word from the spell checking dictionary

Sometimes you may have accidentally added a w ord to the spelling dictionary, so it is
important that you know how to remove aw ord from the dictionary.

Click on the File Tab, and then click on Options. The Word Options dialog box is
displayed. Select the Proofing button (displayed dow n the left side of the dialog box).

Word Qptions v el
Germal A _ =
\.pi { Change how Word corrects and Tormats your text,
Ciiplay
Fracting AuteLomert options
e Change haw Word corredts and Tormats Test b you pe | AutoComed Oplbiond.
LEngusge
WREn coarenting speling in Misrosntt Oifiee prsgrams
agdvanced
o lgnare wards in UPPERCASE
Cuilpmise Rabbon ¥ Ranare wards Ehat conlain numBens
Quitk: Aocets Toolbar ¥ tgnane Infemel and ile sddneiies
| Flag pepeated words
Add.Ins Irdarce accerted uppercate in Frendh
Trut Corites Suggest frem main dictisnary anly

[ Lustom Bictionarics...

French sades Tradilbonal and new spellings ?]
Spanish medes:  Tuteo verb forms only -
Wi coarectineg spelling and grammar in Woed

d Check igeling as pou bype
. Uie coplestual cpelling
¥ Mk geamemar eerar a4 you Ype

Check grammar with ipelling

Weiting Style: | Geammar Oty [=] | Seftings..

Hesheck Doiument

Egreptions far: | ) wiera_2000_Basics_mManual -]

Fisde gpelling errors in this dodament anly

BAS ArAEMET SPrAT e TR ARF ImEnt ARk

ok | [ cenc

Click on the Custom Dictionaries button. This will display the Custom Dictionaries dialog
box.
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Custom Dictionaries
Dictionary List
All Languages:

CUSTOM.DIC (Default)

Edit Word List...

Remowve

File path: | ¢:\Users\Dave\AppData \Roaming Microsoft\UProof Browse...

e |

Dictionary language: | All Languages: El

[ QK J[ Cancel ]

e Click onthe Edit Word List button, select the w ord youw ish to delete (in this case

cctglobal), and then click on the Delete button. Click on the OK button to close the dialog
box.

[ cusTom.DIC |

Word(s):

[ Delete ] [ Delete all ]

[ oK J[ Cancel ]

e Close any open dialog boxes.

Printing options

¢ You can choose froma variety of printing options. Click on the File tab and select the Print
button.
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M9 0l

.iu Home I
Q Save

Save As
[ﬁ Open
ﬁ Close

Recent

Mew

Print

Share

This displays printing options, as illustrated.

Mailings Review

View

M9 -0is
Home Insert Page Layout References
[l save )
Print
Save As @
Copies: 1
[ﬁ Open i ;
Print
ﬁ Close
e Printer
./ Brother DCP-128C
REcenE % Error: 6 documents waiting
Mew
Settings
L Print All Pages
Share - Print the entire document
Pages:
Help

2] Options == Collated
1,.2_.3 123 123
k9 Exit .
Portrait Orientation
Ad

21 ermx29.7 cm

| Mormal Margins

i— Left: 254 cm Right 2.54 cm

|:| 1 Page Per Sheet
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Print One Sided
= Add-Ins ~ Only print on one side of the page

Printer Properties
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Selecting a printer

e You may have more than one printer available that you can print to. Click on the down
arrow to the right of the Printer section to see w hat printers are available.

(W]l I |
Home Insert Page Layout References Mailings Review v
= save )
Print
Save As @
Copies: 1 =
ﬁ Open . j hd
Print
Lj Close
iE Printer
. ; Brother DCP-128C -
RECERE ‘% Error: & documents waiting
Printer Properties
New

m o
L Print All Pages

— a! j Drint tha antire dacimnant

e If you have more than one printer installed, you w ill see the list of available printers
displayed in a drop dow n list.

Wi |
Home Insert Page Layout References Mailings Review
|l save )
Print
[ save As @
Copies: 1 -
[ Open . p =
Print
[ Close
Info Printer
., Brother DCP-128C -
Recent % Error: 6 documents waiting
N ;  Brother MFC-7340 Printer on LOU-PC-WIN7
&L EF Ready
m - rar & document
% Error: 6 documents waiting
Share —, Fax
;'..:f_}f Ready
Help . i
. Microsoft XP5S Document Writer
|
Read
Add-Ins - = red
ﬁj Options &, ::::yToOneNote 2010
=
4 Exit
Add Printer...
Print to File
Letter
I —| T e
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Choosing what to print

e You can print the entire document, the current page or a range of pages.

(]| i I
Home Insert Page Layout References Mailings Review
|l save )
Print
Save As @
Copies: 1 -
[ Open i ; =
Print
[ Close
Info Printer
./ Brother DCP-128C -
Recent % Error: 6 documents waiting
Printer Properties
New rinter Propertie
m e
j Print All Pages .
Share & Print the entire document
Document A
Help | Print All Pages
j Print the entire document
Addns ~
1] Options i
B9 Exit

Print Current Page
Only print the current page

Print Custom Range
e

Enter specific pages or sections to print
Nocument Pronerfies

Setting the number of copies to print

e You can print multiple copies and choose to collate these.

(Wl |

Home Insert Page Layout References Mailings Review v
| save -
Print
Save As @
Copies: 1 -
[ Open ) P e
Print
Lj Close
Info Printer
./ Brother DCP-128C -
Recent m Error: 6 documents waiting
: ies
Mew Printer Propertie:
m o
L Print All Pages .
Share '- Print the entire document

| S
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Setting the pages per sheet

e The zoom option allow s you to print multiple document pages on a single sheet of printed
paper. This facility may vary from one printer to another.

(W]l | wi
Home Insert Page Layout References Mailings Review View

H Save

Save As @

L_;': Open

Print

Copiest 1

4

Print
[ Close

Info Printer

./ Brother DCP-128C

-
Recent ‘% Error: 6 documents waiting
. e
New Printer Propertie:
Settings
- 4 Print All Pages -
Share 1 Print the entire document
Pages:
Help -
Print One Sided -
E?é Add-Ins * | Only print en one side of the page
] Options := Collated -
'u'ul_.lj 123 123
[ Exit
j Portrait Orientation -
A4

21 emx 29.7 em

Mormal Margins
edt 0 O o T N |
Lot Sderm—PRight—254-em

J 1 Page Per Sheet -
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¢ The available options are illustrated.

Home Insert Fage Layout References

= save .
Print
B save As @
- - Copies: 1 s
7 Open z
L Print
Cd Close
Info Printer
; Brother DCP-128C

HEetent '% Error: & documents waiting
Mew

m o

1 Page Per Sheet

Share J
Help 2 Pages Per Sheet
=]
z Add-Ins -
= ns 4 Pages Per Sheet
:] Options
B Exit 6 Pages Per Sheet

3 Pages Per Sheet

16 Pages Per Sheet

E BB O

Ij Scale to Paper Size

Mailings Review

-

Printer Properties

3

1 Page Per Sheet

m

Printing only odd or even pages

-

Page Setup

e Some printers are capable of printing on both sides of the paper. These are often called
‘duplex printers’. If you need to print on both sides of the paper but your printer only prints on
one side of the paper, you can try printing all the odd pages of your document, and after
turning the printed document upside-dow nw ithin your printer then print just the even pages.

NOTE: Laser printers are often very hot inside and may curl your paper so this may not

alw ays work and can cause paper jams.

e To print just the odd or even pages of a document, click on the File Tab. A menuis

displayed. Click on the Print button.
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W93

Home Insert Page Layout References Mailings Review v

|l save _
Print
@ Save As @
Copies: 1 =
[3 Open . g e
Print
ﬁ Close
Info Printer :
./ Brother DCP-128C
Recent - o n
= Error: 6 documents waiting
. e
New Printer Propertie:
m .
L Print All Pages .
Share o Print the entire document
Pages: t
Help
Print One Sided -
3 adrdne ~ “ Onlv orint on one side of the paae

e Click on the dow n arrow to the right of the first setting option.

[N R AR
Home Insert Page Layout References Mailings Review ]
lg Save .
Print
Save As @
Copies: 1 -
[ Open . F =
Print
ﬁ Close
Info Printer :
./ Brother DCP-128C .
Recent ‘% Error: 6 documents waiting
Printer Properties
MNew
m i
j Print All Pages -
Share . Print the entire document
Document —
Help 2 Print All Pages
I j Print the entire document
Add-Ins ~
|z] Options i
4 Exit Print Current Page A
Only print the current page 5

Print Custom Range
,j}lﬂ Enter specific pages or sections to print

Document Properties
« Document Properties
Table of properties and values
» List of Markup
List of markup only
« Styles

List of stvles nused in dorument
v | Print Markup

Only Print Odd Pages

Only Print Even Pages
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e Select the Only Print Odd Pages or the Only Print Even Pages option.

Previewing and printing a document

e Click on the File tab and click on the Print button. Youw ill see a preview of the document
displayed in the right side of the window .

= §
- i
- s FRINTING

e - L it i R

P -y o N ——

e . =

TITIT

T

b

e To print the document, simply click on the Print button.

™ I AU
Home Insert Page Layout References
H Save i
Print
Save As @
Copies: 1 -
ﬁ Open . i hd
Print
Lj Close
T Printer
./ Brother DCP-128C
Recent = -
= Error: & documents waiting
Mew
m o
L Print All Pages
Share - Print the entire document
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