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3.1.1 First Steps with Word Processing

3.1.1.1 Open (and close) a word processing application.

To start Word using the Windows Start menu

e Click on the Start icon to display the Start menu and then click on the Microsoft Word
icon.

|7 My Pictures
. [j My Music
Microsoft PowerPaint gl My Computer
g My Network Places

. [ controlponel
88 pant shopPros
s

@ Correct T »
ks,
Q Printers and Faxes
@ Tour windaws 1P
@) Help and Support
2 search
all Programs D 77 Run...

@| Log OFF @\ s

il ECOL ¥4 MOD 3

To close the Word program
e Click on the Close icon displayed at the top right of the Microsoft Word window

OR press Alt+F4.

If you have not saved your work, a dialog box will be displayed which asks you if you
wish to save your changes. Make your choice from one of the following:

! : Do ywou want to save the changes to Document1?

o | Cancel |

Yes: Saves the changes and exits the program.

No: Does not save the changes and exits the program. Choosing No will lose any work
which you have done since you last saved the file.

Cancel: Cancels the command and stays in the Word program.
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3.1.1.2 Open one, several documents.

To open afile
e Click on the Open icon and from the dialog box displayed select the required file.

@a
Lock in: ‘D My Documents ﬂ @ o - Tools ~
(<] My Data Sources
AI ﬁl‘ﬂv Music
History @My Pickures

4] Cchglobal 01

@ Cctglobal 02

Favorites

=)
L | ;:'Ei File name: - Cpen |~
E- My Network | J =2
Places Flles of type: - [all word Documents | Cancel

o Use the Look in drop down menu to select the drive or folder which contains the file you
want.

e To open the file you require either double click on the file name
OR select the file name by clicking on it, and then click on the Open button.

Opening a file from a diskette (floppy disk)
e Click on the Open icon and a dialog box is displayed.

Look in: |D Iy Documents j

My Data Sources

;J I @My IMusic
- History uﬂMy Fictures
E. @Cctglobal 01
A @Cctglobal 0z

e Click on the down arrow to the right of the Look in section.
e From the list displayed select 3% Floppy (A:)

Look in: ‘D My Dacuments -
Desktop

\J :J My Computer
o iy

Histary “ e v (A
<y
@ @ oeecPRODE0D (D)
@ D Drive (E:)

e Select the required file and then click on the Open button.

Tools to help you with opening files
e You can use the buttons across the top of this dialog box to help you in selecting the
required file.
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Lock in: |E| My Documents ﬂ & ¥ Of - Taools ~

= See recent files: Click here to access recently opened files or folders (acts like a
Back button within an Internet browser such as Microsoft Internet Explorer).

Move up one folder level: Click here to move up one level through your folder
(directory) tree.

Q Search the Web: Click here to search the Internet (assuming that you are
connected to the Web!).

% Delete the selected file: Click here to delete the selected file or folder.

i Create a new folder: Click here to create a new folder beneath the selected folder.

See different "opening views": Click here to see a drop down menu, from which
you can select commands, as illustrated.

- Tools =

EE Large Icans

"o Small Icons

Details
Properties
= Preview

5 Thumbnails

To select a continuous block of files to open

e You can open files one at a time, or if you know how to select multiple files, you can
open two or more files at the same time. This technigue can save you time!

e Click on the Open icon, which will display the Open dialog box.

e Click on the first file of the block you wish to select, and then while depressing the Shift
key, click on the last file of the required block. When you release the Shift key the entire
block will remain selected.

Loak in: |D My Documents j
My Diata Sources
c4 My Music
Histary ﬂ Iy Pictures
@ Cekglobal 01

tglobal 02

>

@ Cctglobal 07
Desktop @ Cctglobal 03

Cchglobal 09

To select multiple files (to open) which are not in a continuous block
e Click on the Open icon, which will display the Open dialog box.
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e Click on the first file which you wish to select and while keeping the Ctrl key depressed,
click on the other files which you wish to select. When you release the Ctrl key, the
selected files will continue to be highlighted.

Look in:

Hiskary

|E| My Documents

L]

@

My Documents

My Data Sources
jy My Music

uﬂ My Pictures
i Cckglobal 01
@Cctglobal 02
i Cetglobal 03

@Cctglobal 04

e In either case outlined above, clicking on the Open button, once multiple files have been
selected, will cause all the selected files to open within Word.

3.1.1.3 Create a new document (based on default, other available

template).

To create a new document based on the default template
e Click on the New icon and a new blank document will be displayed on the screen. This
document will be based on the default template within Word.

[

o To save your new document after you have entered your text, click on the Save icon and
supply a name for the document file.
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To create a new document based on another template
o From the File menu select New to display the New Document task pane.

Tl DocB - Microsoft Word, [BEET
Ele Edt Yew [sert Fomat ook Table Window Help arhelh v %
Deden &RV
<4 Mormal ~ TimesMew Roman - 12 - u -

"g‘ FE T T T a New Document v x

Open a document .

Docg
Docs
Doc3
Doz
(= More dacuments. ..
New
[ Blank Document
BE] Blank Web Page
14 Blank E-mail Message
New from existing document
] Choose document..,
New from template
Professional Fax
] General Templates..
(21 Templates ormy web Sites..
@] Templates on Microsoft.com

+ [ AddNetwork Place...
@ [2) Wicrosoft word Help
:
| Show at startup
BELER 2
Draw~ [3 auoshepes~ N\ W O E 4l d-L-A-SE=28 @ -
Page 1 Sec 1 th A1t lnt cot C TRK English {U.5

¢ You will see a range of options displayed within the Task Pane.

New Document v X
Open a document
Docs
Docd
Doc3
Docz
= More documents...
New
[} Blank Document
@ Blank \Web Page
[ Blank E-mail Message
New From existing document
@ Chonse docurnent...
New from template
Professional Fax
m General Templates. ..
='=| Templates on my Web Sites, ..
ﬂ Terplates on Microsoft.cam

e You can create a new document based on a range of templates. For instance if you

wished to create a professional looking memo, then within the New from template
section, click on General Templates and the following dialog will be displayed.
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Templates |E‘ El

General | Lenal Pleadings 1 Letters & Faxes 1 Mail Merge I Memos 1 Other Documents I
Publications 1 Repaorts ] ‘Web Pages I Sales 2002_files I
5] ©] ®] Eoo
— — "

= Preview
Directory Manual Thesis

NI

Create New
* Document  © Template

e Clicking on the Memos tab and selecting the Professional Memo icon will display the

following.
Templates |E|rz|
Publications I Reports I ‘Wieb Pages ] Sales 2002 _files I
General ] Legal Pleadings I Letters & Faxes 1 Mail Merge Memas I Other Documents I
= = = Prerviev
Conkemporary Elegant Memo  Memo Wizard
lema [}
Memo
Create New
* Document ¢ Template

e Clicking on the OK button will display the outline of a memo on your screen, which you

can adapt.
o Docoment11 - Micsosd] Word "
SN S0T | B o WEOEABE Y .

& Fetum At « deal ce sin sy EEERNEERE O A.
Ry f ' vorry a1 EXE f 5 e |

'
Memo

Te:  [Chckhare and type rame]
From: [Chckhare and type rome]
ee:  [Cickhere and o ]
Datec  [iec o

Rer  [Chckbare and e sutyect]

How to Use This Memo Template =l

A . &
-B st the s Mk to rephce, And ByDE YOUF Memo. LS iyles tueh i Heading 1-3 and H
LR S - - -
[T S — C d-A-ETE0w
Page | o | 1) L Araghsh ).

3.1.1.4 Save adocument to a location on a drive.
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To save a document using the Save icon

e Click on the Save icon and from the dialog box displayed select the required folder.
Enter a file name and then click on the Save button.

e After you have saved the file for the first time, clicking on the Save icon will automatically
save your document with the filename you gave it. It does not give you the option to
rename.

To create a new folder in which to save your document

e Click on the Create New Folder icon, displayed within the Save As dialog box.

e This will display the New Folder dialog box. Enter the name of the new folder, and then
click on the OK button. NOTE: The folder will be created under the current folder.

Bii

To save afile to a diskette

e Click on the File drop down menu and select the Save As command. A dialog box will
be displayed similar to that illustrated.

Save in: | E, My Documents j
My Data Sources
=4 2y Music
History My Pictures
@Cctglobal o1
4 B Cetalobal 02

e Click on the down arrow to the right of the Save in section of the dialog box, which will
display a drop down menu, as illustrated.

Save in: |D My Documents - %
@ Deskkop = |
ﬁl g Iy Computer
I Shared Documents
History FF ¥ Floppy (20
“ge Local Disk (C:)
@ @ DPPCPRO0S00 (D)
':_;) D Drive {E:}
Iy Documents I ek on 'Office Server (Cct-ser...

_' Data on 'Office Server {Cet-s...
- A My Network Places

e Select the 3 1/2 Floppy (A:) icon.
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Save As E| E|

W] & @ @ X CiE - Toske

Save in:

Hiskory

o

My Documents

*]
Favorites
=]
] 5 il q
File name:  [etglobal 09 | Save
My Metwaork,
Places Save as bype! |Word Docurnent ﬂ Cancel

e Enter a file name and then click on the Save button.

3.1.1.5 Save adocument under another name.

To save using "Save As"

e The Save As command can be used to save a file under a different name, to save a file
in a different word processor format, or to save a file to a different drive and/or folder.
From the File menu choose Save As command, or use the following keystroke:

Save As F12

Note: The File Save As command will rename the document on the screen so that you
can keep the earlier version, as well as saving any changes you have made.

3.1.1.6 Save a document in another file type such as: text file, Rich Text
Format, HTML, template, software specific file extension, version
number.

To save afile in a format other than Microsoft Word format

e From the File drop down menu, click on the Save As command.

e If necessary, select the folder which you wish to save the file in from the Look in list box.

o Click on the down arrow to the right of the Save as type: box, and select the type of file
format you wish to save the file as, i.e. HTML, RTF etc.
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E3
Favorites
=
oz g
= File name: Docz ﬂ [
My Metwark. —
Places Save as bvpe! word Dacument - Cancel
Wword Document -
Wweb Page

‘Wweb Page, Filkered
Web Archive
Document Template

¢ Enter a file name and then click on the Save button to save it in the required format.

NOTE: Some formatting information which is contained in the original may be lost in the
process!

What is an RTF file?

¢ An RTF (Rich Text Format) file is a generic file which can be read and used by a wide
range of different programs. Thus if you have Microsoft Word XP installed on your PC
and wish to send a document to someone who has a different version of Word or maybe
a word-processor other than Word, you might wish to send the file in RTF format.
Beware that if you have used a lot of complex formatting within your document that a
RTF file can be a much larger file size compared to a normal Word file. This may be
relevant if you are transferring a file over an Internet or Intranet (or saving the file to
diskette which is limited to a 1.44 Mb storage capacity).

What is a TXT file?

¢ If you save your file as Text Only the file will be saved with a .TXT instead of the normal
.DOC file name extension. Also all of your formatting information will be lost (along with
any pictures). Only the text will be saved.

=
gé File name: |Doc2 j Save
My hetwork.
Places 3ave as type: |Word Dacument - Cancel
El

Document Template

Rich Texk Format

M5-D0S Text with Lavout

Texk with Layout

Word 2. fior Windows -

Saving your file in a different Word version format

e This is useful where different departments within your organisation may be using
different versions of the Microsoft Word program. Later versions of Word will be able to
read documents saved in earlier versions. However if someone using say Word 6
received a document formatted in say Microsoft Word XP format, they would be unable
to open the file. The solution, in this case, is for the person using Word XP to save the
file in Word 6 format, as illustrated.

Favorites
o
%=
My Metwork
Places Save astypei [word Document

ord 5.0 For Macintosh
Wiord 5.1 For Macintosh
'wiord 97-2002 & 6,0/95 - RTF
‘wordPerfect 5.0
wiordPerfect 5.0 Secondary File

File: name:! |Duc2

L]

Save

Cancel

[» ]«

4
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Saving a file as a template

o Atemplate is a special type of file which can be created once and customised as
required. It can then be recycled over and over again. For instance a fax header could be
set up as a template containing all your organisations details and then recycled when
required, eliminating the need for you to enter your company name, phone number and
fax number each time you wish to send a fax.

o From the File drop down menu, click on the Save As command.
If necessary, select the folder you wish to save the file in from the Look in list box.

o Click on the down arrow to the right of the Save as type: box, and select the type of file
format you wish to save the file as, i.e. Document Template (*.dot).

=)
& Flename:  [Docz -] Save
My Metwork —

Places Save as bype: |Word Document hd
Word Document -
web Page :‘
web Page, Fitered
''eh Archive

Cancel

Rich Text Format hd

To save afile in Web page format

e From the File drop down menu, click on the Save As command.

e If necessary, select the folder you wish to save the file in from the Look in list box.

¢ Click on the down arrow to the right of the Save as type: box, and select the type of file
format you wish to save the file as, i.e. Web Page

=
% File name: |Doc2 j Save
Iy Metwork
Places SavE a5 fype: |Word Document:

-
wiord Document -
web Page, Fikered

‘web Archive

Document Template

Rich Text Format 57

o Enter afile name.
e Click on the Save button to save it in the required format. Some formatting information
which is contained in the original may be lost in the process!

Cancel

NOTE: You may wish to use the Web Page Filtered option. This strips a lot of Microsoft
specific code from the web page and make it easier to edit the page in hon-Microsoft Web
page editors.

What is an HTML formatted file?

e If you convert your Word document to HTML (Hyper Text Mark-up Language) format,
then you (or your IT staff) can then use the HTML version on a Web server and it will be
visible as a web page. This Web page can be viewed on either the WWW (World Wide
Web) or your local LAN/Intranet.

To save a file using a software specific file extension

¢ In some cases you may wish to specify a file extension name. For instance, you may
want to save a database file, not as a text only file, which by default will have a file name
extension of .TXT, but as a text file using a .CSV file name extension. To do this we will
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use the Save As option, select the Plain Text option, and enter a name along with the
file name extension, such as contacts.csv.

Save As @
Savein: e Local Disk () =] @& ¥ 5 E - Took~

(Gadrob

Q [S)Documents and Settings

Hiskory (Chdrivers

(E3ECDL_v3_and_Advanced_XP_COURSES

[Chfolder one

ICifolder twa

My Documents | CNew Folder

IChMew Folder (23

o

[ChMew Folder (3
IChold data
Desktop [ChPatches
|Chpictures
[aprogram files
IChshsi

Favorites ENVINDOWS

¥ =

e

= File name: ‘contacts.csv\ j Save
My Hetwork =

Places Save as bype: ‘ph,n Text j Cancel

e When you click on the Save option you may see the following dialog box. Select
Windows (Default) and then click on the OK button.

File Conversion - contacts

Warning: Sawing as a text file will cause all Farmatting, pictures, and objects in your File to be lost,
Text encoding:
(ol

i It) © M5-D0S ¢ Qther encoding: J
Options:
[ Insert ling breaks

End lines with: [CR jLF

[ pllow character substitution

Preview:

Title, First-narae, Second-nare, Department -~
WIr, Diwid, Ilurray, Ifarketing

Ivls, Fowan, Suith, Sales B
Whs, Lo, Brown, Iarketing

Iz, Elliot, Sraith, Production

s, Allison, Buck, Sales

W, ko, Trout, Packaging

3.1.1.7 Switch between open documents.

To switch from one open document to another one (using the Taskbar)

o Simply click on the required document, as displayed in the Taskbar at the bottom of your
Windows screen.

Page 9 Sec 2 1370

e s - -
4 start |l ECOL w4 MOD 3 offci... | @ Document4 - Micrasof ..

To switch from one open document to another one (using the Window drop
down menu)
e Click on the required Window drop down menu.
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Click on the required open document from the list displayed.

I
Window | Help

$| 1 Document4 |

2 ECDL ¥4 MCD 3 offcie ¥P version
Y

! :

3.1.1.8 Use available Help functions.

Today's Tip

By default Word will display a "tip of the day" each time you start Word. If you take the
time to read these tips as they are displayed, then you will soon find that you are on the
way to becoming a Word expert!

=
- =]
- X
To center a drawing object on
30 the page, click the Draw button s
on the Drawing toolbar, and T
then click Align or Distribute. : i
. | Y w Document v x
OK j Open a document

Frml Ma BCn 3 Affris %P wercinn

What is the Microsoft Office Assistant?

By default this friendly little creature, will watch what you do and offer tips on how to work
more productively. You can ask it questions in plain English! Occasionally the Office
Assistant will display information on the screen. If you are unsure about how to use this
product you should always read the help offered. You can choose to implement the tip,
have it explained, or to ignore the tip.

Displaying the Office Assistant Help

The Office Assistant is displayed by default. If the assistant has been hidden and you
wish to reactivate it, select Show the Office Assistant from the Help menu.

Help | Acrobat
@ Microsoft \Word Help F1

| Show the Office Assistant

k2 what's This? Shift+F1

To hide the Office Assistant

Right click on the Office Assistant and from the menu displayed, click on the Hide
command.

- [=]x]

- X

W Hide

Options. ..

13 Choose Assistant... 1

fnimate!
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"What is this" Help

¢ Within many dialog boxes you will see a question mark symbol in the top-right corner of
the dialog box. For instance click on the Format drop down menu, select the Font
command and this will display the Font dialog box with this sort of help enabled. Not all
dialog boxes have this feature however. To use "What is this", click on the question mark
and then click on the item in the dialog box which you do not understand.

Size: ‘

e In the example shown we have clicked on the Shadow check box within the Font dialog
box, and as you can see help is displayed relating to the Shadow option!

Effects
I Strikethrough I~ shadow I~ Small caps

r Adds a shadow behind the selected text, heneatl
1 andto the right ofthe text.
-

3.1.1.9 Close the document.

To close adocument in Word

e Click on the Close icon displayed at the top-right of the document window. Be sure to
click on the Close Window icon, (as opposed to the Close icon).

_m
'

Close Window

3.1.2 Adjust Settings

3.1.2.1 Change between page view modes.

Different Word views

e This feature allows you to select different views of your document such as Normal,
Outline, or Print Layout view. Print Layout view gives a better approximation between
what you see on the screen and what you will see when you print.

e Normal View is often quicker to use as less memory is required, but often when using
complicated formatting does not give a true indication of how the document will print.
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To view a document using different modes

Click on the View menu, and select the required view.

=

view | Insert  Format  Tooks

=) 41 (m

[l

- T
FPE g o 5z
=
e

o A<

0
g

.
% d g

4
T
E

Normal

Allows you to type, edit and format documents, but does not display additional
information such as headers and footers.

Web Layout
Displays the document as it would appear if published on the Web.

Print Layout
Allows you to display multiple columns, footnotes, and headers and footers in the
document. You can also view graphics in this format.

Full Screen
Allows you to type, edit and format a document.

Zoom
Allows you to enlarge or reduce the view of a page on-screen.

3.1.2.2 Use magnification/zoom tool.

The Zoom feature

This feature allows you to enlarge or reduce the view of a page on the screen. You can
show the whole page, or just a section of it.

To zoom a document using the Zoom icon

Use the Zoom icon on the Standard toolbar to quickly zoom to certain settings. Click on
the down arrow next to the Zoom icon to display a drop down list of pre-set screen zoom
values. NOTE: You can enter any value you like, you do not have to accept the values
offered to you.

S00% s
200%;
150%:
100%:
7o%

0%

25%

10%

Page Width

| B L}
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3.1.2.3 Display or hide built-in toolbars.

To display or hide a toolbar

e To display a toolbar, select the Toolbars command from the View menu to display the
Toolbars drop down menu. A list of toolbars is displayed which includes: Standard,
Formatting, Borders, Database, Drawing etc.

o Choose the Toolbar you want to display or hide by clicking on it from the list.

i _Tahle  ‘Window  Heln

Standard g
Faormatting

AutoText

Control Toolbos

Database
Drawing

Forms

Frames

Mail Merge

Qutlining

Ficture

Reviewing

Tables and Borders

Wisual Basic

Web

Web Tools

Ward Count

Wardart

Cuskarmize. ..

The quick way of displaying / hiding toolbars

e TIP: A quick way of displaying/hiding toolbars is to right click on an existing toolbar, this
will display the Toolbars drop down menu, from which you can select or de-select
toolbars.

3.1.2.4 Display or hide non-printing characters.

What are the non-printing characters?

e Printable characters, as the name implies, includes all the characters which you would
normally print, such as the letters of the alphabet, punctuation marks etc. The non-
printable characters include the codes hidden within the document which control how
text and your pages are formatted. For instance when you press the Enter (Return) key,
this embeds a code within the document to insert a paragraph mark, which marks the
end of a paragraph. When non-printing characters are displayed, the text will look like
this.
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1
This-is-a-short-paragraph-of-text.q

h

To display non-printing characters
e Click on the Show/Hide icon, located within the Standard Toolbar.

& |9 | 15e

- [+

jj ST'Z\I,I'HE 1_]

To hide non-printing characters
e Click on the Show/Hide icon, located within the Standard Toolbar.

3 155%

i;'_z = M-
ShoweHide

To control which non-printable characters are displayed

e Click on the Tools drop down menu and select the Options command.

e Select the View tab. Within the Formatting marks section of the dialog box, select All,
or specify what formatting marks you wish to display.

Formatting marks
| Tab characters [v Hidden bext
| Spaces [ Optional hyphens
[ Paragraph marks [ All

3.1.2.5 Modify basic options/preferences in the application: user name,
default directory/ folder to open, save documents.

To modify preference options within Word
e Click on the Tools drop down menu and select the Options command which will display
the Options dialog box.

e To modify the User Information:
Click on the User Information tab within the dialog box, and modify the information as
necessary. You can include your name, initials and mailing address. This data can later
be used within Word automatically.
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Options
Wigw ] General ] Edit ] Print ] Save ]
Security ] Spelling & Grammar ] Track Changes ]
User Information l Compatibility ] File: Locations ]

User information
Mame:

|David Murray
Initials:

e

Mailing address:

Ok | Cancel

e To modify the default folder:
Click on the File Locations tab within the dialog box. Select Documents in the File
types sections. Click on the Modify button, and navigate to the folder which you wish to
use as the default folder. The default folder is the folder which will, by default, be
displayed within the Open or Save dialog boxes in Word.

Options

Wigw ] General ] Edit ] Prink ] Save ]

Securiky ] Speling & Grammar ] Track Changes ]
User Information ] Comnpatibility File Locations

File locations

File tvpes: Location:

Clipart pictures

User kemplates Cih.L L \Microsoft) Templates

‘Wworkgroup templates

AutoRecover files .. \application DataiMicrosoftiord
Taols oL AMicrosoft Office Cffice10
Skartup CihLMicrosoft word\STARTUR

Ok Cancel
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Modify Location

Lookin:  [{E) My Documents =] @ X Tools
My Diata Sources
;Q My Music
Histary @My Pictures

My Docurnents

Favarites

1] Folder name: =] oK

My Metwork.
Places

®

Cancel
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3.2.1 Insert Data

3.2.1.1 Insert text.

To switch between Insert and Overtype text entry

e Word normally functions in Insert mode which means that text is added to a document
without overwriting anything else. Alternatively, Word can function in Overtype mode
which will overwrite existing text with any new text which you type in. The status bar at
the bottom of the Word window indicates that you are in Overtype mode by highlighting
the OVR indicator.

Hrec ek B fove] [TEX |

Using Insert Mode to enter text

¢ InInsert mode, text is inserted into the document at the insertion point. This is the
default mode. Text which already exists is moved forward to make way for the new text.
Position the insertion point where you want to insert the new text.

e When you begin typing, the existing text will move to the right and wrap to the next line.

To insert a new paragraph

o When you press the Enter (Return) key, Word automatically creates a new paragraph. It
is important to realise that Microsoft Word treats the area between depressions of the
Enter (Return) key as a paragraph for formatting purposes.

Normally you will press the Enter (Return) key twice so that a blank line is inserted
between your paragraphs.

What is “Click and Type”?
¢ Enables you to double click on any blank area of your document and immediately begin
to enter text at that location.

To use “Click and Type”

e Ensure that you are in Print Layout view by clicking on the View drop down menu and
selecting the Print Layout command.

e Double click on any empty area of the page. Word will move the insertion point to that
location.

e Type in your text.
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3.2.1.2 Insert special characters and symbols.

What are special characters and symbols?

e There are only a limited number of keys on your keyboard and even when you remember
that you can use some keys in combination with the Shift key to display different
characters, this limits the number of characters which you can see on your keyboard.
You often need to insert other characters or symbols, such as a copyright or trademark
symbol.

To insert special symbols

e Position the insertion point at the location within the document where you wish to insert a
special symbol.

¢ Click on the Insert drop down menu and select the Symbol command. This displays the
Symbol dialog box. You can select a symbol and then click on the Insert button to insert
the symbol into the document.

Symbol E‘ E|

Symbols l Special Characters ]

Font: [(normal text) =] Subset; [Biasic Gresk. -]
AMIN[Z]o[n[P[z]T]Y]®|X|¥ Y T]V ~
ale(n|i|0|a|Bly|dlelCin|G|1|K|A_|
MIV|E|o|T|p|G|O|T|U|@|X|W|w|T|O
O|U|W|E|IB|IT|E|S|I|I JJ'I::I-I::'HKY/j
Recently used symbals:
[o[™[e[ofe]s][¥[+[#[<|z]<|x]|=|u]|a]
GREEK CAFITAL LETTER OME... Character code: 0349 from: |Unic0de (hex) j
AuktaCorreck, .. | Shartout Key... | Shorkeut key: 0349, Alk+x

Insert | Cancel |

¢ NOTE: Clicking on the drop down arrow in the Font section of the dialog box allows you
to view and select other fonts containing symbols, such as the Wingdings font!

Symbol

Symbols l Special Characters ]

Wingdings 3 Y
ZapfChancery
ZapfDingbat hd
“ IE|I3 :ng’als | [ 17 4 0
[almlialelelrlele

To use AutoCorrect to insert symbols
¢ AutoCorrect allows you to enter information such as (c) and this will automatically be
changed to the copyright symbol.
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Entering this: Will automatically change to this:
(c) ©
r) ®
(tm) ™

To reverse the automatic changing of text by AutoCorrect

¢ If you enter (c) and it changes to the copyright symbol, then pressing the Backspace key
immediately will reverse the change. This is how we were able to produce the pages you
are reading!

3.2.2 Select Data

3.2.2.1 Select character, word, line, sentence, paragraph or entire body
text.

The importance of selection
¢ |n many cases you need to select something within Word (such as a line of text), prior to
applying formatting information to the selected item!

Sometimes you do not need to select first!

¢ Normally when using a Windows based product such as Word the golden rule is select
first, then manipulate. However because Word recognises the concepts of what a word
is and what a paragraph is, in some cases you will not have to select first. Thus if you
wish to apply font (i.e. word) formatting, such as making a word bold, then you only have
to click anywhere within the word and then apply the font formatting, such as clicking on
the Bold icon to make the word bold. In the same way if you wish to apply paragraph
formatting to a whole paragraph, you need only click anywhere within the paragraph to
apply the formatting. For example to indent an entire paragraph, click within it and then
click on the Increase Indent icon located on the Formatting Toolbar.

e
i

To select a character

e Click just in front of the character you want to select.
e Press the Shift key (and keep it pressed).

e Press the right arrow key.

¢ Release the Shift key.

To select a word
e Double click on the word.
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To select aline

¢ Move the mouse pointer to the left of the line which you wish to select, until the mouse
pointer changes from an | bar to an arrow pointing upwards and to the right. You are now
in the “Selection Bar”, a hidden screen element.

¢ Click once with the mouse button to select the line.

To select a sentence
o Move the mouse pointer within the sentence which you wish to select. Depress the Ctrl
key and then click within the sentence.

To select a paragraph
¢ Move the mouse pointer within the paragraph which you wish to select and click three
times.

To select all text
e Press Ctrl+A
OR select the Select All command, located under the Edit drop down menu.

lllll

| Select A Chrb- |

an — - =

3.2.3 Edit Data

3.2.3.1 Edit content by inserting new characters, words within existing
text, over-typing to replace existing text.

To insert text
o If you want to insert text into a document, click at the point you wish to insert the next
character or word and start typing.

To modify existing text

¢ If you want to change any text within your document, select the text which you wish to
change and start typing over the selected text. The text you type in will replace the text
you selected.

Using Overtype Mode to enter text

e In Overtype mode, text overwrites the existing text.

e Position the insertion point where you want to type the new text.

o Pressthe Insert key to switch to overtype mode. The OVR indicator on the status bar
will be highlighted.

¢ When you begin typing, the existing text will be replaced with your new text.
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3.2.3.2 Use the undo, redo command.

To use Undo to reverse your last actions

e From the Edit menu choose the Undo command
OR press Ctrl+Z
OR click on the Undo button on the Standard toolbar.

e Repeat as required to perform multiple undo actions.

To repeat a command, action, or typing
e From the Edit menu, select Repeat
OR press F4
OR click on the Redo button on the Standard toolbar.

To undo or repeat a specific number of commands, actions, or typing changes
¢ Move the mouse pointer over the down arrow located to the right of the Undo and Redo

icons on the Standard toolbar and click the left mouse button.

o A scrollable list is displayed from which you can select actions to redo or undo.

Ky - A HOE
4

Typing "the copryright sv...

Resize Object

Paste

Resize Object j

Undo 1 Action

3.2.4 Duplicate, Move, Delete

3.2.4.1 Duplicate text within a document or between open documents.

To copy text within a document
e Select the text which you wish to copy.
¢ Click on the Edit drop down menu and select the Copy command.

¢ Click at the position within the document to where you wish to copy the selected text.
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e Click on the Edit drop down menu and select the Paste command.

To copy text from one document to another

o Within the first document, select the text which you wish to copy.

¢ Click on the Edit drop down menu and select the Copy command.

¢ Open, or switch to the second document to where you wish to copy the selected text.

¢ Within the second document, click at the position within the document to where you wish
to copy the selected text.

e Click on the Edit drop down menu and select the Paste command.

3.2.4.2 Move text within a document or between open documents.

To move text within a document

e Select the text which you wish to move.

¢ Click on the Edit drop down menu and select the Cut command.

¢ Click at the position within the document to where you wish to move the selected text.
e Click on the Edit drop down menu and select the Paste command.

To move text from one document to another

¢ Within the first document, select the text which you wish to move.

e Click on the Edit drop down menu and select the Cut command.

e Open, or switch to the second document to where you wish to move the selected text.

¢ Within the second document, click at the position within the document to where you wish
to move the selected text.

e Click on the Edit drop down menu and select the Paste command.

3.2.4.3 Delete text.

To delete a character

¢ Place the insertion point to the left of the character to be deleted and press Delete
OR place the insertion point to the right of the character to be deleted and press
Backspace.

To delete a word

e Double-click on the word to be deleted and press the Delete key
OR place the insertion point to the right of the word to be deleted and press
Ctrl+Backspace.

To delete a line or lines

¢ Place the mouse pointer in the left-hand margin, next to the first line of text or first blank
line to be deleted. The mouse pointer changes to an arrow pointing up and to the right.
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¢ Click on the left-hand mouse button to select the line of text or the blank line you wish to
delete,
OR drag the mouse pointer down the left-hand margin to select the lines you want to
delete.

e Press the Delete key.

To delete a sentence

e Depress the Ctrl key.

¢ Place the mouse pointer anywhere on the sentence to be deleted.
¢ Select the sentence by clicking the left-hand mouse button.

e Press the Delete key.

To delete a paragraph

¢ Place the mouse pointer in the left-hand margin, next to the first paragraph to be deleted.
e To select the paragraph, double-click on the left-hand mouse button.

o Press the Delete key.

To delete a block of text

e Select the block of text you wish to delete by dragging the mouse pointer over the text
with the left mouse button depressed. Once the text is selected press the Delete key.

3.2.5 Search & Replace

3.2.5.1 Use the search command for a specific word, phrase.

What is "Find and Replace"?

e The Find and Replace feature allows you to change a word or phrase scattered
throughout a document with one simple editing procedure, instead of having to work your
way through the document looking for them. You can replace specific text, character
formats or paragraph formats, and even text, which has been formatted in a specific way,
i.e. bold or italic text, or text formatted with a style. Note: Under the Edit drop down
menu are two similar commands Find and Replace. In fact, if you use the Find
command, it will display a dialog box with a Replace button which will still allow you to
search for a specific word or phrase and then replace it with a different word or phrase.

To find text in a document
e Place the insertion point where you want to begin the search. Select the Find command
from the Edit menu, or press Ctrl+F to display the Find and Replace dialog box.
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e Type the text you wish to find in the Find what text box.

Find and Replace

Find lRegIace] GoTo ]

Find what: || ﬂ

[ Highlight all iterns Found in:

J More ¥ | | Cancel |

¢ Click on the Find Next button to find the next occurrence of the text you are looking for.

3.2.5.2 Use a simple replace command for a specific word, phrase.

To find and replace text in a document

¢ Place the insertion point where you want to begin the search. Select the Replace
command from the Edit menu, or press Ctrl+H to display the Find and Replace dialog
box.

o Type the text you wish to find and replace in the Find what text box, this can be up to 255
characters in length.

Find and Replace

Find Replace l GoTo ]

Find what: | ﬂ

Replace with: | -

More ¥ | | | | Cancel |

o Type the replacement text in the Replace with text box.
e Depending on the function you wish to perform, you can select from the following:

- Find Next: Finds the next occurrence of the selected word, phrase, or format.
- Replace: Replaces this instance of the word, phrase, or format.

- Replace All: Will replace all occurrences of the selected word,
phrase, or format with the text in the Replace With text box.
Be VERY careful using this particular option,
as the results may not be what you expected!

¢ If you started searching in the middle of the document, a message appears when Word
reaches the end of the document asking if you want to continue the search at the
beginning of the document. Select Yes to search the rest of the document, or No to stop
searching.

e Select Cancel to stop the search or to close the dialog box.
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3.3.1 Text Formatting

What is Word font (text) formatting?

e This feature allows you to change the font type at the insertion point of the document or,
indeed, to change the font for any amount of selected text. This enables you to give the
text in your documents different looks and styles.

3.3.1.1 Change text appearance: font sizes, font types.

To change the font size or type

e Select the text to which you wish to apply a different font. This can be any amount of text
in the document from a single character, a word, a sentence, a paragraph, or the entire
document.

e A quick way to change the font type or size is to use the icons on the Formatting toolbar.

-
IEECEERE (=12 ~ B T U E‘E = g =
% Haettenschweiler =l =
% Courier New 10—
T Arial 11
& Impact "
® Verdana 14
T Arial Black 16
T Arial 13
T Arial Black 20
T Arial Narrow 22
& AvantGarde 24
T Bock Antiqua ~| |76 *

Keyboard shortcut for making text bigger or smaller
e Select the text of which you wish to modify the font size.
¢ To make the font bigger depress the Ctrl key and while keeping it depressed,

repeatedly press the ] key on your keyboard. Each time you press the ] key the
selected text will get bigger by a point size.

e To make the selected text smaller use the same procedure, but use the opening square
bracket key.
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Using the Font dialog box
e From the Format menu, choose the Font command. The Font dialog box is displayed.

Font ' E'
Font ] Character Spacing ] Text Effects l
Fonk: Font: style: Size:
Jarial] |Regular |ID
-
Arial Black Ttalic
Arial Marrow BUE | 10
AvantGarde Bold Italic 11
Eiook Antiqua j J 1z j
Font colar: Undetline style:
| Automatic j |(n0ne) ﬂ | J
Effects
[ Strikethrough [~ Shadow [~ Small caps
[ Double strikethrough [ Qutline [~ all caps
I Superscript [~ Emboss [~ Hidden
I subscript [~ Engrave
Preview
Avial
This is a TrueType font, This font will be used on bath printer and screen,
Default, .. (o4 | Cancel |

Font: Also called a typeface, specifies the overall look of the character set.
Font Style: Determines the emphasis given to a character, i.e. Bold or Italic.
Size: Determines the size of the character in points.

Underline: Determines underlining style.

Color: Determines the colour of the text.

Strikethrough: A strikethrough line is drawn through selected characters.
Double Strikethrough: Two strikethrough lines are drawn through selected characters.
Superscript: Text is raised above its normal position on the text line.
Subscript: Text is lowered below its normal position on the text line.
Shadow: Adds a shadow behind the text.

Outline: Displays the inner and outer borders of each character.

Emboss: Text appears to be raised off the page in relief.

Engrave: Text appears to be printed or pressed into the page.

Small caps: Text is formatted in small capital letters.

All Caps: All text is formatted in capital letters.

Hidden: Characters are hidden on the page.
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Preview: The effect of the font is displayed before you apply it.

3.3.1.2 Apply text formatting such as: bold, italic, underline.

To format selected text as bold or italic
e Select the text you wish to format as bold or italic.
e Click on the Bold or Italic icon in the Formatting toolbar.

B 7

To underline selected text in a document
e Select the text you wish to underline.
o Click on the Underline icon in the Formatting toolbar.

u |

e To switch off the underline re-click on the Underline icon in the Formatting toolbar.

To vary the type of underlining applied to selected text (such as single, double

or words only)

e Select the text which you wish to underline.

e Click on the Format drop down menu and select the Font command.

o Click on the down arrow next to the Underline option. This will display a drop down list of
options, as illustrated. Select the required option and then close the dialog box.

Underline style:
| [{none) - [

(rone) [fa
—|words only B

3.3.1.3 Apply subscript, superscript to text.

To apply subscript or superscript formatting

e Select the text which you wish to format as subscript or superscript.

e From the Format menu, choose the Font command. The Font dialog box is displayed.
From within the Effects section of the dialog box, select either the Subscript or
Superscript command.
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Effects

[ strikethrough [~ shadow [~ small caps
[ Double strikethraugh [ outline [ allcaps
[ Superscript [ Emboss [~ Hidden
[ Subscripk [ Engrave

Subscript: Text is lowered below its normal position on the text line. Take as an
example the chemical formula for water. If we type in H20, it is not formatted correctly.
We need to select the 2 within the formula and then format it as subscript. The effect is
illustrated below.

Before After
H20  H0
Superscript: Text is raised above its normal position on the text line. Take as an
example Albert Einstein's famous formula relating mass and energy. If we type in
E=MC2, it is not formatted correctly. We need to select the 2 within the formula and then
format it as superscript. The effect is illustrated.

Before
E=MC2

After
E=MC?

3.3.1.4 Apply case changes to text.

To change the text case

Select the text of which you wish to change the case.
Click on the Format drop down menu and select the Change Case command. From the
dialog box displayed, select the required case, and then click on the OK button.

Change Case

" Sentence case,
7 loweercase

" UPPERCASE
@ Ttle Case;

(7 HOGEELE cAsE

Remember that you can get help about each of these options by clinking on the question
mark icon (top-right of the dialog box) and then clicking on an option within the dialog
box. In the example shown, help is displayed for Sentence Case.
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" Sentence case.

Capitalizes the first letter of the first ward inth
selected sentences.

" tOGGLE cASE

Ok | Cancel

3.3.1.5 Apply different colours to text.

To apply colours to selected text

e Select the text to which you wish to apply a colour.
e Click on the down arrow next to the Font Color icon, which will display a drop down

dialog box.

¢ Click on the colour you wish to apply. De-select the selected text to see the effect of your

formatting changes!

A

]

1 |
| Automatic
EEEEEERER
EEEEEEEN
L HE HNE
L n LB

More Colors...

To apply different background colours to selected text

Select the text to which you wish to apply a background colour.

Click on the Format drop down menu, and select the Borders and Shading command.
Within the dialog box displayed, select the Shading tab.

Select the required colour, and then click on the OK button.

Borders and Shading

Borders ] Page Border

Fill Previewm

Mo Fill
[T T T TTEE
ST 1T N
AN o Al
J 5 IO I I
A [ O I
I [

T T I ore Colors..

Patterns
Shyle:

Apply ta:
I
":‘ cleer ﬂ ‘Paragraph j
| =
Show Toolbar | Horizontal Line. .. ‘ Cancel
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3.3.1.6 Copy formatting from a piece of text to another piece of text.

To copy formatting using the Format Painter.

e Select some text which has been previously formatted.

e Click on the Format Painter icon. You will notice that the mouse pointer shape has
changed to the shape of a small painting brush.

<

e Select the text to which you wish to copy the formatting to, and when you release the
mouse button (and de-select the newly selected text) you will see that the formatting
applied to the first block of text has been copied to the newly selected text.

3.3.1.7 Apply an existing style to a word, a line, a paragraph.

What are Styles?

e This feature allows you to define a group of paragraph and character formats as a style,
and then save the styles in a style sheet. A style sheet is a list of styles, which are part of
a document or document template. You can then apply these styles to documents to
save time formatting text over and over by hand with the same styles.

To apply a style

e Select the text to which you wish to apply a style.

e Click on the down arrow to the right of the Style box. The Style List box will display
Word styles which can be applied to part of a document.

e Select a style and it will be applied to the selected text.

4y | T = | Times New Roman

G § Clear Formatting

| Heading 1 "
Heading 2 1
Heading 3 1
Mormal 1

Mote...

3.3.1.8 Use automatic hyphenation.

To set automatic hyphenation
o Click on the Tools drop down menu and select the Language command. From the sub-
menu displayed select the Hyphenation command. This will display the Hyphenation
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dialog box.

Tools | Table Window Help

% Speling and Grammar. ., F7 E = ’E‘ B 9 e
. | Language 4 | @ Set Language. .. a
T Fix Broken Text... Translate. .. '_I
Word Count... Thesaurus... Shift+F7
'/é] AutoSummarize. .. | Hyphenation... |
Soeech

To automatically hyphenate a document as you type, click on the "Automatically
hyphenate document" check box.

Hyphenation

[ iButomatically hvphenate document:
[+ Hyphenate words in CAPS

Hyphenation zone: 0.63 cm El:
Limit consecutive hyphens ko Mo lirnit 3:

Marmal. .. | [o]'4 | Cancel |

From this dialog box, you can also set the "Hyphenation zone". This is the distance from
the right hand side of the page which will result in words being automatically hyphenated.
The smaller the value of the "Hyphenation zone" the straighter the right hand edge of your
text will be: - But more words will be automatically hyphenated!

To set manual hyphenation

Open the hyphenation dialog box (Tools > Language > Hyphenation).
Click in the Manual button. Help about the Manual button is illustrated below.

™ Automatically hyphenate document
¥ Hyphenate words in CAPS

Hyphenation zone: 0.63 cm 3:
Limit consecutive hyphens to: T limit 3:

Maral. .. | 0K I

Hyphenates the document and stops at each
hyphenation paint 50 you can accept, reject, ar
change the proposed hyphenation.

2]

Cancel

If hyphenation is required, you will see a dialog box, as illustrated.

Manual Hyphenation: English (U.S.) E|Pz|
Hyphenate at: [ Tyran-no-saulfus
Yes | Cancel |

In this case Word is suggesting a hyphen before the 'us' at the end of the word.
Tyran-no-saullis

You can press Yes to accept this, or you click elsewhere within the word to change the
position of the hyphen, then click on the Yes button.
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3.3.2 Paragraph Formatting

3.3.2.1 Insert or remove paragraph marks.

To insert a paragraph mark

e Position the insert point at the location on the screen where you wish to insert a
paragraph mark.

o Pressthe Return (Enter) key.

To remove a paragraph mark

o Either position the insertion point just after the paragraph mark, and press the
Backspace key
OR position the insertion point just before the paragraph mark, and press the Del key.

3.3.2.2 Insert, remove soft carriage return (line break) marks.

To insert a soft carriage return (line break)
e Press the Enter key while depressing the Shift key. An example is shown below, in
which we have clicked on the Show/Hide icon to display the line break character.

nmg-a-line-break-

To remove a soft carriage return (line break)
e Click on the Show/Hide icon to display the line break character.
e Use normal deletion techniques to delete the line break symbol.

3.3.2.3 Align text left, centre, right, justified.

What is text alignment?

e The process of aligning text relative to the left and right margins and the centre of the
page will affect the way your documents look. Normally, and for most office
correspondence, text will be aligned to the left-hand side of the page or column which
results in a “ragged right” appearance. If text is justified, the words will be aligned to the
left and right margins as in newsletters, magazines and newspapers where multiple
columns are used.
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To align text in a document
To align text, place the insertion point at the beginning of your new document or where

you want to enter new text

OR select the text you wish to align.

« Use the alignment icons located on the Formatting toolbar.

o Select from the list to achieve the following results:

% Align Left: Aligns text flush with the left margin. This is the default setting.

Center: Centres text between the left and right margins.

Align Right: Aligns text flush with the right margin.

Justify: Spreads text evenly between the left and right margins by expanding or
reducing the space between individual words.

3.3.2.4 Indent paragraphs left, right, first line, hanging.

Using the Indent icons
e To quickly indent or un-indent a paragraph, you can use the Increase Indent or

Decrease Indent icons on the toolbar.

ut
U]
[T}
m

To indent a paragraph
e Select the paragraphs you wish to indent or place the insertion point in the paragraph you

wish to indent.
From the Format menu, select the Paragraph command to display the Paragraph dialog

box.
e If not already displayed, select the Indents and Spacing tab.

¢ You can choose from the following options:

Indentation
Left: Ocm = Special: By
Right: [oem 2] |Hanging ﬂ [o5em =2

Left
Aligns the paragraph to the left-hand margin when you enter a positive number. Entering

a negative number will align the paragraph to the left of the left-hand margin.
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Right
Aligns the paragraph to the right-hand margin when you enter a positive number. Entering
a negative number will align the paragraph to the right of the right-hand margin.

Special
Determines whether the indent is to be a First Line or Hanging indent.
Special: By

Hanging

e

(nione)
|Firsk line:

First Line
To indent the first line of the paragraph only.

Hanging
To create a Hanging indent.

None
No indentation.

By
Determines the distance of the indent from the margin, in tenths of an inch. To increase or
decrease the value, use the up or down arrows.

3.3.2.5 Apply single, double line spacing within paragraphs.

To adjust line spacing in a document

¢ Place the insertion point where you want to enter new text with new line spacing, or select
the text of which you wish to modify the line spacing.

e From the Format menu, click on the Paragraph command to display the Paragraph
dialog box.

Line Spacing

The line spacing is automatically specified according to the tallest character on each line.
The options for default line spacing include Single, 1.5 lines, Double, At Least (current
point size), Exactly, and Multiple Lines.

Line spacing: ak;

Single
The default setting. Specifies single spacing, does not add any additional space between
lines.
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1.5lines
Specifies one and a half line spacing, and adds half a line of additional space between
lines.

Double
Specifies double spacing, and adds a single line of additional space between lines.

At Least
Specifies the minimum amount of space between lines. Word for Windows will add any
additional space required.

Exactly
Specifies a fixed amount of space between lines. Word for Windows will not add any
additional space, even if it is required.

At
Specifies a customised amount of space between lines, in points or lines.

Multiple
In the At box, type or select the line spacing you want.

3.3.2.6 Apply spacing above, below paragraphs.

To control spacing above and below paragraphs

Position the insertion point within the paragraph of which you wish to alter the spacing, or
if you wish to modify paragraph spacing of more than one paragraph at a time, select
multiple paragraphs.

Click on the Format drop down menu and select the Paragraph command. This will
display the Paragraph dialog box.

Within the dialog box, change the Spacing section of the dialog box, modify the spacing
Before and After, as required.

Spacing
Before: 0 pk =

After: 0 pk

Click on the OK button.

3.3.2.7 Set, remove and use tabs: left, centre, right, decimal.

What are Tabs?

This feature allows you to set left, centred, right, decimal, and dotted leader tabs quickly
and easily. This is not strictly a paragraph formatting feature, but is included in this
chapter for comparison with paragraph indenting.
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To set or change tabs using the Ruler

e Select the paragraph(s) into which you wish to place the new tab stops.

o Make sure that the Ruler is displayed (if necessary click on the View drop down menu
and display the Ruler).

duodgr s F

-

B

¢ Displayed at the extreme left hand side of the Ruler is the Tab type symbol. Repeatedly
click on this Tab symbol, until the required Tab type is displayed.

e To apply the selected Tab, simply click on the Ruler at the location where you wish to
apply the Tab stop(s).

EI Used to insert a left aligned tab stop.
Used to insert a centred tab stop.

El Used to insert a right aligned tab stop.

|i| Used to insert a decimal tab stop (in which case numbers will line up on a decimal
point).

To set, change or clear tabs using the drop down menus

e Select the paragraph(s) for which you want to set tabs, or place the insertion point at the
location where you want to start using the tabs. From the Format menu, choose the Tabs
command to display the Tabs dialog box.

o |f you want to re-set all the tabs, select the Clear All button to remove any existing tabs. If
you want to adjust a specific tab, type its position in the Tab Stop Position text box and
choose the Clear button.

Tabs E|E|
Tab stop position: Default tab stops:
[ [1.27 em =
Tab stops to be cleared:
Alignment
{* Left 7 Certer " Right
" Dedimal (" Bar
Leader
* 1 Mone 2. 3
.o
| | Clear all |
4 | Cancel |
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e To insert a new tab, type its position in the Tab Stop Position text box, or select a
position from the list. Select Left, Center, Right, Decimal or Bar from the Alignment
section to specify how the tab will be aligned.

e |n the Leader section, select 1, 2, 3 or 4.

Type 1 will give you no dot leaders,
Type 2 will give you a dotted line,
Type 3 will give you a dashed line,
Type 4 will give you a solid line.

You can set as many tabs as you want using the above method. To confirm the tabs and
return to the document, select OK or press Enter. The default tabs are set at intervals of
half-an-inch from the left-hand margin. Selecting Clear All in the Tabs dialog box will
return to the default tab settings.

3.3.2.8 Apply bullets, numbers to a single level list. Remove bullets,
numbers from a single level list.

What are Bulleted Lists?

o Bullets are used to set-off and emphasise sections of text and are symbols such as dots
or diamonds. You can select from a number of different bullet types or create your own
bullets. Any character available within your fonts can be used as a bullet.

To apply bullets to a list using the Bullets icon
e Select the list to which you wish to apply number or bullet formatting.
e Click on the Bullets tool within the formatting toolbar.

To remove bullet formatting from a list
o Select the list to which the bullet formatting information has been applied.
e Click on the Bullets icon on the Formatting toolbar.

To add numbering to a list using the Numbering icon
e Select the text you wish to re-format as a numbered list and select the Numbering icon
from the Formatting toolbar.

i—
T —
T o
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3.3.2.9 Change the style of bullets, numbers in a single level list from
built-in standard options.

To apply alternate bullet formatting to a list

e Select the text to which you want to add bullets.

e From the Format menu select Bullets and Numbering, to display the Bullets and
Numbering dialog box.

Bullets and Numbering

Bulleted l Mumbered ] Outline Mumbered | List Styles
. o
Mone . -
- o
‘— } L]
*— L]
‘- L]
OF. | Cancel |

The Bulleted option tab should be displayed, if not, select it.
A list of different bulleted styles will appear.

Select a bullet style from the Bulleted folder.

Click on the OK button or press Enter.

To add alternative numbering styles to a list

e Select the text you wish to re-format as a numbered list.

o From the Format menu select Bullets and Numbering, which will display the Bullets
and Numbering dialog box.

o Click on the Numbered tab.

Bullets and Numbering E|g|
Bulleted  Mumbered l Cutline Murmbered ] List Styles ]
o 0
None ! ik !
2. il Il
)
A al E] i
B by b i
&+ Restart numbering " Continue previous list Customize...

0K | Cancel |

o Alist of different numbered styles is displayed, contained in small rectangular boxes.
Select the numbering format which you require.
e Click on the OK button or press Enter.
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To control whether separate lists within a document use continuous
numbering (or not)

If you have a number of separate lists within your document, then you can choose to have
each list restart their numbering (normally at 1), or you can choose that the number used
at the end of one list is the starting number for the next list. You can control this behaviour
via the List numbering section displayed at the bottom of the Bullets and Numbering
dialog box.

{* Restart numbering " Continue previous list

3.3.2.10 Add a top and bottom border, box border and shading to a
paragraph.

What are Borders?

Borders are often used to add emphasis and structure to document items such as
selected text, tables, newsletters and even whole pages. By simply selecting an object,
the Border and Shading feature in Word can draw lines and boxes to enclose the object.
You can also use a Text Box to enclose the object and define the borders and shading of
the Text Box in the same way.

To add a border using the Border icon

Place the insertion point within the paragraph to which you wish to add a border.
Click on the Outside Border icon.

B A-
3 ! outside Border |

If you wish to use other types of border, click on the drop down arrow next to the Outside
Border icon and you will see a range of alternative border styles, such as a top or bottom
border, or a left or right border.

@-le-A-.
HHE = =
EEEE

kL
"

Borders between the margins or around selected items!

Be aware, if you want a “tight border” around, say a name, (as illustrated below), then
you would have to select the text first. If you did not select specific text first, and applied
a border, then this border would stretch from the left margin to the right margin.
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To add a border to an object using the drop down menus

Select the object, i.e. character, word, selected text, paragraph, graphic or table which
you want to enclose in a border and then from the Format menu, click on Borders and
Shading. The Borders and Shading dialog box appears.

Borders Elgl

Borders ] Page Border ] 1
Setting: Style: Preview

EI - Click on diagram below or use
buttons ko apply borders

1=
)
5
@

m
=1
1=

Shadove Tttt j

@
=]

< Apply to:

1| m| m m| [}

fa)
c
'
g
3

|P\cture j
Show Toolbar | Harizontal Line, ., | Cancel

Select the Borders tab within the dialog box. You can customise the border you wish to
use, using the following settings

Setting

Allows you to define what sort of border you wish to use, choose from Box, Shadow, 3-D
or Custom. If you are applying a border to a table, you will also have the option of All and
Grid.

Style
Allows you to define the sort of line which will be used for the border.

Color
Allows you to define the colour used by the border.

Width
Allows you to define the thickness of the border.

Preview
Allows you to preview the effect of the various formatting combinations you have used to
create your border.

To remove a border from an object

Select the object, i.e. paragraph, graphic or table, from which you want to remove the
border and from the Format menu, choose Borders and Shading. The Borders and
Shading dialog box appears with the Borders folder displayed.

Select None from the Preset thumbnail border types.

To remove the border, choose OK, or press Enter.
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To add a Page Border

o From the Format menu, choose Borders and Shading. The Borders and Shading
dialog box appears with the Borders folder displayed.

e Select the Page Border tab and from the Setting section of the dialog, select the
required effect, i.e. Box, Shadow, 3-D etc.

Borders and Shading

Setting: Style: Preview

EI - Click on diagram below or use
None buttons to apply borders

Automatic hd

width:

14 pt

- Apply to:

Ark: ‘Whole docurment ﬂ
(none) =
Opkions...
Show Toalbar | Horizontal Line. .. ‘ Cancel

You can select from a range of line styles, colours, widths and Art effects.
¢ Click on the OK button.

What is shading?

e You can add borders and boxes to headings, text, pictures and tables to give them more
emphasis and make them stand out. Borders can have a shadow around them or be
shaded in various patterns. You can also remove their lines or “edges”.

To add shading

e Select the text, or other object, you wish to format.

e Select Borders and Shading from the Format menu. The Borders and Shading dialog
box is displayed.

¢ Select the Shading tab.

Borders and Shading

Borders 1 Page Border §hadlngl

Fill Preview

Mo Fill
[(TTTI TR
ST —
ENEEEEEN e Fil
I [ [ [
NN EEE
BT ECEET

RETTT N More Colors...

Patterns
Skyle:

“:| et j r;ai::gtr.:ph j
| El
Show Toolbar | Horizontal Line. .. | Cancel

Fill: Sets the shading for the background colour.
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Style: Sets the visual pattern or colour depth of the shading.

Color: Sets the shading for the foreground colour.

e Select OK or press

Enter.

To format white text on a black background

[ ]
[ )
box is displayed.

Select the Shading

below.

tab.

Select the text, or other object, you wish to format.
Select Borders and Shading from the Format menu. The Borders and Shading dialog

From the Style drop down list, select Solid (100%) shading.
Click on the OK button, de-select the selected text and the text will be displayed as

hite Text on a Black Background

3.3.3 Document Formatting

Document Formatti

ng Options

Most formatting options within Word are found under the Format drop down menu. The

Document setup options are located under the File drop down menu and accessed via
the Page Setup command.

Page Setup

Margins ] Paper ] Layaout ]

Margins

Top:
Left:

Ocm

Gukker:

Crientation

Portrait Landscape
Pages
Multiple pages:

Presigwm
Apply to:

This section hd

()

Bottom: |3.05 cm 3:
Right: |2.54 cm El:
Gutter position: |Left -

L«

X

Default. ..

In
[i)
=)
2
&

=
g
TN =
o
et
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3.3.3.1 Change document orientation — portrait or landscape. Change
page size.

Page Size and Orientation
e This feature allows you to control the paper size and orientation of a page. Here you can
specify different sizes for your pages.

To select a page size for the paper you are printing to

e Select the Page Setup command from the File drop down menu.

e Ensure that the tab is selected so that the Paper folder is displayed and select the paper
size you wish to use from the Paper Size drop down list as illustrated.

Page Setup

Margins Paper l Layout ]

Paper size:

A3
Papersoarte

To set the page orientation

e To select the paper orientation, click on the Portrait or Landscape buttons in the
Orientation section.

Page Setup

] Paper ] Layout l

Margins

Top: 2,54 cm EI:
Left: 3.05 cm EI:
Gutker: Ocm 3: Gy

Qrienkation

Portrait Landscape

3.3.3.2 Change margins of entire document, top, bottom, left, right.

What are Page Margins?

¢ On any page, or in any position in a document, you can change the top, bottom, right
and left margins. You can change margin settings for the whole document, for document
pages from the position of the insertion point, or even for a single paragraph of a single

page.
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To set margins using the Page Setup command

From the File menu choose the Page Setup command, the Page Setup dialog box is
displayed. If it is not already displayed, select the Margins tab.

Page Setup

l Paper ] Layout ]

Margins

Taop! 2.54 cm 3: Bottorm! |3.05 cm 3:
Left: 3.05 cm 3: Right: |2.54 cm 3:
Gutker: 0cm = Gutter position: |Left b

Top: To set the top margin.

Bottom: To set the bottom margin.

Left: To set the left-hand margin.

Right: To set the right-hand margin.

Gutter: To set the gutter margin width between pages to allow for binding etc.

There are also several other options available under the Margins tab
From Edge Header: To adjust the distance of the Header from the top margin on a page.

From Edge Footer: To adjust the distance of the Footer from the bottom margin on a
page.

Preview: To display the adjustments made to margins.

Mirror Margins: This check box option ensures margins are the same between left and
right pages.

Apply To: To apply the margin adjustments to the Whole Document or Selected Text.

e To set the margins, choose OK or press Enter.

3.3.3.3 Insert, delete a page break in a document.

To insert a hard (manual) page break

Place the insertion point where you want to end one page and start another. Press
Ctrl+Enter. (If you are viewing the document in ‘Normal' view, the page break will look as
illustrated below)

To delete a hard (manual) page break

If you want to delete a hard page break, change to Normal View, place the insertion
point below the hard page break (the dotted line) and press BACKSPACE.
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3.3.3.4 Add, modify text in Headers, Footers.

What are Headers and Footers?

e Headers and Footers allow you to insert information at the top or bottom of every page.
This information normally consists of chapter headings, page numbers etc. You can see
header and footer information on your screen when in Print Layout View and Print
Preview, but notin Normal view.

To create a header or footer

e From the View menu, select the Header and Footer command. If necessary Word
automatically changes to Print Layout view and the Header and Footer toolbar is
displayed, as illustrated.

Header and Footer hd

Insert AukoText = = W B E [ 5, Cose

¢ Outlines of the Header and Footer text entry boxes appear at the top and bottom of the
page.

Header el
r [
'

Header and Footer hd

Insert AutoText » B WM& T F 5 dose

Header and Footer -

Insert AuboText = @ @ o & 4ﬁ' Ef, Close

Footer

e Select the Header or Footer from the toolbar. You can change between them by clicking
on the Switch Between Header and Footer button.

=5

¢ |Insert the text for the Header or Footer in the appropriate text entry box.
e When you have entered your Header and Footer text, click on the Close button on the
Header and Footer toolbar.

NOTE: Clicking on the appropriate Header and Footer toolbar buttons will enable you to
insert the current page number, time, or date in the header or footer.

== Toggles between the header and footer sections, allowing you to edit the header and
footer.

& Shows the previous section header/footer (only useful where a document is made up
of multiple sections).
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T Shows the next section header/footer (only useful where a document is made up of

multiple sections).

= Section headers/footers should be the same as the previous section, or new.

Inserts page numbers into the header or footer.
Inserts the current date.

&) Inserts the current system time.

ol Opens the Page Setup dialog box.

el Displays or hides document text.

dose | Closes the toolbar.

To modify a header or footer
e From the View menu, select the Header and Footer command. Edit the text using the
normal text editing techniques.

3.3.3.5 Add fields in Headers, Footers: date, page number information,
file location.

What are Word Fields?

e Fields are codes which can be inserted into a Word document to automate your work in
some way, or make the use of Word more effective. For instance, you can use fields to
automatically generate a table of contents at the start of a long document, or use
different fields to insert the current time or date. In some cases you must consciously
insert a field code, in other cases Word automatically inserts a field code in the
document for you.

¢ You will often need to open the Field dialog box, to really get the best effect from using
Fields. This is opened by selecting the Field command from the Insert menu.
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Please choose a Field Field properties Field options
Categories: Forrmnak:

(ally - [ Add path o filename

Field names: Lowercasel
First capital
Createlate - L
Database Title case
Date
DocProperty
Daoctariable J
Edit Time
E

FileSize
Fill-in
GoToButtan
Greetingline
Hyperlink.

I

IncludePicture ﬂ
Descripion:

The document's name and location

[+ Preserve formatting during updates

Figld Codes O I Cancel

What is an automatically updating field?

e You can insert the date as 'hard text' or as a field. If you insert the date as hard text, then
the date once inserted will not update automatically if you open or print the document at
a later date. If the date is inserted as a field, it looks normal on the screen and when
printed, but will automatically update if you open or print the document at a later date.

To insert a date field which will update automatically each time a document is
opened
e Position the cursor within the document at the position where you wish to insert the date.

e Click on the Insert drop down menu and select the Date and Time command. This will
display the Date and Time dialog box, as illustrated.
o Make sure that the Update Automatically box is checked.

Date and Time

fvailable formats: Language:

|Engiish (U.5.) -]

Tuesday, September 10, 2002
September 10, 2002
o/10/02

200z-09-10

10-5ep-02

9.10. 200z

Sep. 10, 02

10 September 2002
September 02

Sep-02

QI10/2002 12:12 PM
10/ 2002 12:12:00 PM
12:12 PM

12:12:00 PM

12:12 .

12:1z2:00
Default,.. QK | Cancel

e Click on the OK button.

To insert a date which will not be automatically updated.
e Position the cursor within the document at the position where you wish to insert the date.
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Click on the Insert drop down menu and select the Date and Time command. This will
display the Date and Time dialog box.

Make sure that the Update Automatically box is not checked.

Click on the OK button.

To insert page numbering into a header or footer

From the View menu, select the Header and Footer command. Word changes to Print
Layout view and the Header and Footer toolbar is displayed.

Position the insertion point within your header or footer at the location where you wish to
insert the page number, and then click on the Insert Page Number icon.

@
Insert Page Mumber

Inserting numbering using the X of Y format

Sometimes, when you are producing a long document you may want to use a header in
the format of say Page 1 of 6 (assuming you have a six page document). To do this, from
the View drop down menu, select the Header and Footer command. Word changes to
Print Layout view and the Header and Footer toolbar is displayed.

Position the insertion point within your header or footer, at the location where you wish to
insert the page numbering (using the X of Y format).

Click on the Insert AutoText button within the toolbar. Select Page X of Y and the page
numbering will automatically be inserted for you, in the required format.

Header and Footer hd

Insert AukoText = E @ @ [ &y E 4& E;} Close

- PAGE -

Author, Page #, Date
Confidential, Page #, Date
Created by

Created on

Filename

Filename and path

Last printed

Last saved by

Page ¥ of ¥

To insert the date or time into a header or footer

From the View menu, select the Header and Footer command. Word changes to Print
Layout view and the Header and Footer toolbar is displayed.

Position the insertion point within your header or footer at the location where you wish to
insert the date, and then click on the Date icon.

2]

To insert the time, click on the Time icon.

2
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To insert the author's name into a header or footer

e From the View drop down menu, select the Header and Footer command. Word
changes to Print Layout view and the Header and Footer toolbar is displayed.

¢ Position the insertion point within your header or footer, at the location where you wish to
insert the Author’'s name. Click on the Insert AutoText button within the toolbar. Select
Created by and the author's name (as stored within Word) will automatically be inserted
for you.

Header and Footer hd

Insert AutoText * 4] A =] L T & Close

- PAGE -

Author, Page #, Date

Confidential, Page #, Date

Created by

Created on
Filename
Filename and path
Last printed

Last saved by
Page & of

NOTE: The author's name is picked up from the name supplied to Word during the
installation process when Word was originally installed onto your PC. To change this
name, click on the Tools drop down menu and select the Options command. From the
dialog box which is displayed, select the User Information tab and edit as necessary.

Options
View ] General ] Edit ] Prink ] Save ]
Security ] Spelling & Grammar ] Track Changes
User Information l Compatibility ] File Locations ]

User information
Mame:

|David Murray

Initials:

o

To insert the author's name, date and page numbering into a header or footer

e From the View drop down menu, select the Header and Footer command. Word
changes to Print Layout view and the Header and Footer toolbar is displayed.

e Position the insertion point within your header or footer, and then click on the Insert
AutoText button within the toolbar. Select Author, Page #, Date and all three items will
automatically be inserted for you.

Header and Footer hd

Ingert AutoText ~ [4] @m0 L T &, dose

- PAGE -

Author, Page #, Date |

Confidential, Page #, Date
Created by

Created on

Filename

Filename and path

Last printed

Last saved by

Page X of ¥
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Header

To insert the file location

e From the View drop down menu, select the Header and Footer command and the
Header and Footer toolbar is displayed.

e Position the insertion point within your header or footer, and then click on the Insert
AutoText button within the toolbar. Select either Filename or Filename and path, as
required. Once saved this field will change to reflect changes in either the filename or the
storage location of the file.

3.3.3.6 Apply automatic page numbering to a document.

What is Page Numbering?

e This is an extremely useful feature which allows page numbers to be inserted
automatically, rather than manually. As you add or remove pages then the page number,
as displayed in your header, will change automatically.

To number pages within a document

o Choose the Page Numbers command from the Insert menu to display the Page
Numbers dialog box. To position your page number, you can choose from the following
options.

Page Numbers

Position: Preview

‘Top of page (Header)

Alignment:

[ Show number on first pags e e
Farmat. .. Ok | Cancel
Position

Page Numbers

Position:

Bottom of page {Footer) -
f d

Header: Places the page number in the header at the top of each page.
Footer: Places the page number in the footer at the bottom of each page.

Alignment
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Page Numbers

Position:

|Bu:-ttom of page (Footer) j
Alignment:

[Right -

Left
Center

Inside
Qutside

Left: All page numbers are aligned with the left margin.

Right: All page numbers are aligned with the right margin.

Center: All page numbers are centred between the margins.

Inside: Page numbers are placed on the inside margin of facing odd and even pages.
Outside: Page numbers are placed on the outside margin of facing odd and even pages.

e To install the page numbers, click on the OK button or press Enter.
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3.4.1 Tables

What are Tables?

e This feature enables you to create tables in order to organise items in columns and rows,
instead of calculating tab settings. In many cases it is better to organise your data within
a table rather than using tab stops. The advantage of using a table is that text will flow
from one line to the next within the table. Tables are much more flexible than Word
columns, they are easier to manipulate and are correctly displayed on-screen in Normal
view (unlike columns).

3.4.1.1 Create a table ready for text insertion.

To create a table using the Insert Table icon

e The quickest way to create a table is to use the Insert Table icon on the Standard
toolbar.

Place the insertion point where you want the table to be inserted.

e Click on the Insert Table icon and drag the mouse over the grid to select the number of
rows and columns you require.

]

Entering data into a table
e Click on any cell and insert text. To move from cell to cell use the Tab key.

3.4.1.2 Insert, edit data in a table.

To insert data into a table

¢ Click within the cell where you wish to enter your data, and start typing. Press the Tab
key to move to the next cell within the table.

To edit data within a table

¢ Click within the cell which contains the data which you wish to edit. Use the normal word-
processing editing techniques to edit the data within the cell. Press the Tab key to move
to the next cell within the table.
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3.4.1.3 Select rows, columns, cells, entire table.

To select parts within a table, using the Table drop down menu
e Click within the table at a location where you wish to select a cell, row or column.

e Click on the Table command, click on Select and from the submenu select the required
item, Table, Column, Row or Cell.

Table | Window  Help
Delete 3 a = @

| Select 4 | | Table

9

m[lll B

18 Table AutoFarmat.., Colurnn

Convert [3 Row

Table Properties... cell

¥

3.4.1.4 Insert and delete rows and columns.

To insert acolumn or row into the table
e Select the column or row where you want to insert a new column or row.
e From the Table menu, select the Insert Columns or Insert Rows command.

To delete a column or row within a table
o Select the column(s) or row(s) you want to delete and then from the Table menu, choose
Delete Columns or Delete Rows.

To insert rows or columns using toolbar icons.

e Select a row or column and then click on the icon in the Standard toolbar which is
normally used to insert a table. You will notice that the icon has been renamed to Insert
Row or Insert Column, depending on what you selected.

= [SHS]
£ or 3 or f

table row column

Tables and the Del key

¢ If you select a row or column and press the Del key, then only the data contained within
the selected area is deleted (i.e. not the row or column itself).

e However if you select a few rows at the top or bottom of a table AND ALSO a line above
or below the table, then depressing the Del key will remove this line PLUS the selected
rows of the table.

3.4.1.5 Modify column width, row height.
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To specify row height

Select a row.

Click on the Table drop down menu select the Table Properties command. The Row
tab should be selected.

Click on the Specify Height check box, and enter a value next to this.

Click on the OK button to apply the change.

To specify column width (the long way)

Select a column.

Click on the Table drop down menu select the Table Properties command. The
Column tab should be selected.

Click on the Preferred width check box, and enter a value next to this.

Click on the OK button to apply the change.

To specify column width (the easy way)

Move the mouse pointer to the vertical border, to the right of the column of which you
wish to change the width. You will notice that the mouse pointer shape changes when
you are pointing exactly at the vertical border. When the mouse shape changes, depress
the mouse button and drag to the left or right to change the width of the column. When
you release the mouse button the change will be applied.

3.4.1.6 Modify cell border width, style and colour

To add a border to a table

Click once within your table.
Click on the Table drop down menu and then click on the Select command. From the
sub-menu displayed, click on Table. This will select the entire table for you.

Table | window Help
Delete = = ,E

| Select 3 |

N =

b 'ﬂ Table AutoFormat. .. Colurmn
B

Convert b o

Table Properties...

¥

Once the table is selected click on the down arrow next to the Border icon (on the
Formatting toolbar) to select and apply border formats to your table. De-select your table
to view the results.

B2 -A-.
[H]|H | ss BN —
+ |
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To specify a border width, style and colour.

o Click within the table of which you wish to charge the border width or style.

e Click on the Format drop down menu and select the Borders and Shading command.
e If necessary, select the Borders tab of the dialog box.

Borders and Shading

Borders l Page Border l Shading l
Setting: Skyle: Preview

EI - Click on diagram below or use
buttons ko apply borders

1=
=}
=}
m

m
=]
i

| | | o)
®

Grid
width:
1 pt - Apply ko:
Custarn
n |Table j
Show Toolbar | Horizontal Line. .. | OF | Cancel |

e Select the style as required. You can use the scroll bars within this part of the dialog box
to display a wide range of options as illustrated.

Borders and Shading

Borders ] Page Border I Shading ]
Setking: Style:

R ey
El

e Select the width as required. You can use the scroll bars within this part of the dialog box
to display a wide range of options as illustrated.

T
&
B

e Select a colour as required from the Color section of the dialog box.
e Click on the OK button to apply your selections.
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3.4.1.7 Add shading to cells.

To apply shading to cells within a table.

e Select particular cells within a table, or select the entire table.

e Click on the Format drop down menu and select the Borders and Shading command.
o If necessary, select the Shading tab of the dialog box.

Borders ] Page Border

Fill Preview

o Fill
[TTIrrrrire
T
EEEEENE N e Fil
AN [ O IO
| I |
W ECEET

BT T T R Maore Calars. ..

Patterns
Skyle:

Apply to:
1
":‘ ceat j |Table ﬂ
| []
Show Toolbar | Horizonkal Line. .. | Cancel

e Select the required colour, and then click on the OK button.

3.4.2 Pictures, Images and Charts

Using pictures within Word

e Word is a graphical word-processor. This means that as well as allowing you to type text
into Word you can also insert pictures. These pictures may take the form of clip art (a
gallery of picture images which is supplied with Word), graphs (charts) or even movies!
Make the best of these features, they can really brighten up your documents!

3.4.2.1 Insert a picture, an image, a chart into a document.

To insert Clipart
e Make sure that the Drawing toolbar is displayed. If it is not, then click on the Drawing
icon displayed within the Standard toolbar.

i

e Click at the location where you wish to insert the clipart picture.
o Click on the Insert Clip Art icon, located in the Drawing toolbar. You will see the Clip Art
options displayed to the right of your screen.
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EEX]

W Insert Clip Art - x
search For

Search text:

|

Other Search Options
Searchin:
Selected collections -
Results should be:

Multple media File types -

See also

é ] Clip Organizer...
o @ Clips online
=

[2) Tips For Finding Clips

L. Paint Shop Pro - .

In the Search section enter a search word such as computers. Then click on the Search
button. Matching Clip Art will be displayed, as illustrated.

Insert Clip Art * X

Results:

& B

IModify
J See also
B Clip Organizer. ..
@ Clips Online
Tips For Finding Clips

If necessary use the scroll bars to display the required picture.
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e Click on the picture which you wish to insert.

2l Document?2 - Microsoft Word

File Edt %ew Insert Format Tools Table Wind
DEedey Sk Y BT w

4 Normal - Times Mew Roman - 12 - B T

r
T
-

To insert a picture held as a file on your hard disk

e Click within your document at the location where you wish to insert the picture.
e Click on the Insert drop down menu and select the Picture command.

o From the submenu displayed, select From File.

v | Imsert | Format Tools Table Window Help
B Page Mumbers... s A

Date and Time... B 7
o

u E]
T

3

- e

= Field...
5

Symbol...

Reference 3

@ anar..
¥ I@ From File...

@ AutosShapes

4[ Wordart...

[ﬂ Chart
¥

Picture

e Use the dialog box which is displayed to select the required file. You may have to select
a different drive or folder if the file is stored in a different location. You will see a preview

of the selected file, as illustrated.

Insert Picture

Laak in: |@ My Pictures j @ (B - Tools ~
p

Histary

i

My Documents Sample Pictures

T
[#) &
3

Faworites

=
é% File name: ‘ j

My Metwork
Places Files of bype: ‘A\I Pictures j Cancel

e Once you have selected the required file, click on the Insert button.

To insert a chart into a document
e Click at the location within the document where you wish to insert the chart.
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e Click on the Insert drop down menu and select the Picture command. From the
submenu click on Chart.

Insert | Format  Tools Table ‘Window Help

" Break... <

Page Mumbers. .. B I U E
P

= Date and Time. ..

®

Symbal...
4 Comment

| Pickure bR dipart..

W Hyperlink,..  Cirl+K From File. ..
g (&} Autashapes
Al wordert.

ﬂ Chart
| I T

e A chart will be inserted into the document.

3.4.2.2 Select a picture, image, chart in a document.

To select a graphic
e Click once on the graphic. The selected graphic is surrounded by 8 'handles’ (small black

squares) as illustrated. The same technique applies to pictures, images or charts.

=

3.4.2.3 Duplicate a picture, image, chart within a document, between
open documents.
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To copy a graphic within a document

Select the graphic you wish to copy by clicking on it once.

Click on the Edit drop down menu and select the Copy command.

Click within the document at the location to where you wish to copy the graphic.
Click on the Edit drop down menu and select the Paste command.

To copy a graphic between open documents

Select the graphic you wish to copy by clicking on it once.

Click on the Edit drop down menu and select the Copy command.

Switch to, or open the second document to which you wish to copy the selected graphic.
Click within the second document at the location to which you wish to copy the graphic.
Click on the Edit drop down menu and select the Paste command.

3.4.2.4 Move a picture, image, chart within a document, to another
document.

To move a graphic within a document

Select the graphic you wish to move by clicking on it once.

Click on the Edit drop down menu and select the Cut command.

Click within the document at the location to which you wish to move the graphic.
Click on the Edit drop down menu and select the Paste command.

To move a graphic between open documents

Select the graphic you wish to move by clicking on it once.

Click on the Edit drop down menu and select the Cut command.

Switch to, or open the second document to which you wish to move the selected graphic.
Click within the second document at the location to which you wish to move the graphic.
Click on the Edit drop down menu and select the Paste command.

3.4.2.5 Resize a picture, image, chart.

To resize a graphic within a document

Select the graphic by clicking on it once.

Move the mouse pointer to one corner of the selected graphic, until the mouse pointer
changes to a line at 45 degrees with an arrowhead at each end.

Depress the mouse button and drag to resize the image within the document.
Release the mouse button.

3.4.2.6 Delete a picture, image, chart.
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To delete an image
e Click once on the image to select it.
o Press the Delete key.
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3.5.1 Concept and Practice

3.5.1.1 Understand the term mail merge and the concept of merging a
data source with a main document such as a letter or a label document.

What is Mail Merging?

¢ The Mail Merge feature is used to insert variable data into a fixed format by combining
two files into one file. Two files 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 which remains constant and the field names are stored in the main document
file, where each field name relates to a field name in the data file. The data in the two
files is merged as a series of personalised letters or envelopes.

Standard
Letter

e
Mail
Merge = [
Contact names
and addresses

3.5.1.2 Open, prepare a main document for a mail merge by inserting
data fields.

e PLEASE NOTE: The rest of this mail merge section is identical to the WORKBOOK
instructions, as it important to follow through these instructions to properly
understand them!

Creating a new main document and merging to a personalised letter

e Click on the New icon to create a new document.

e Click on the Tools drop down menu and select the Letters and Mailing command.
o From the submenu select Mail Merge Wizard.
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|
Tools | Table ‘Window Help

¥ speling and Grammar. .. F7

ma Language »

- Fix Braken Text...

word Count...

=] AukoSUMmarize:, .
Speech

5 Track Changes Ctrl+5hift+E
Compare and Merge Documents. .,
Protect Document, ..

online Collaboration »

-

Letters and Mailings [Mail Merge Wizard. ..

Tools on the Web, .. Show Mail Merge Toolbar
Macro ¥ |=1 Envelopes and Labels...
Templates and Add-Ins... Letter Wizard, ..

FF AutoCorrect Options, .,

You need to select a document type, such as Letters.

CEX

Mail Merge v X

Select document type

wWhat bype of document are wou
working on?

* Letters
E-mail messages
Envelopes
Labels
Direckary

Letters

Send letters to a group of people,
fou can personalize the letter that
each person receives,

To continue, click on the Next link at the bottom-right on the screen.

J Click Mext to continue,
Step 1 of 6

g Mext: Starting docurment

Mext wizard skep

The next screen allows you to specify which letter to use as the main document. In this
case we will use the current document.
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4 © Mail Merge - x

Select starting document

Howe do you want to set up your
letters?

® se the current document
Stark From a template

Start From existing docurment

Use the current document

Start from the document shown
here and use the Mail Merge wizard
ta add recipient information,

To continue, click on the Next link at the bottom-right on the screen.
The next screen allows you to select a recipient. In this case we will use an existing list.

@ Mail Merge - X

Select recipients
* |se an existing list
Select: from Outlook contacts

Type a new list

Use an existing list

Use names and addresses from a
file or a database.,

Erowse, ..

To continue, click on the Next link at the bottom-right on the screen.

You can then select an existing data file using a dialog box, similar to that illustrated
below. You may have to change to a different folder. In this case we have changed to the
My Documents folder, and selected a file called MAIL MERGE DATA.

Select Data Source El@l

Look in: |E My Documents j & @& X o + Taals ~
My Diata Sources
;qé My Music
History aMy Pictures
@My Webs

IMAIL MERGE DATA

My Docurnents

=]
Deskkap
=]
Favarites
=
1] File name:
=5 name: | =] newsource.. | Open
My Metwork,
Places Files of type: ‘AH Data Sources j Cancel

Once you have selected a data file, and clicked on the Open button, you may see a
dialog box, as illustrated below.
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Mail Merge Recipients

Ta sort the list, click the appropriate column heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
buttons to add or remove recipients from the mail merge.

List of recipients:

| Firstname | Title ¥ Secondname | ¥/ Department

| David [ Mr [ Murray | Marketing
Rowan Ms Smith Sales

Lou Mrs Brown Marketing

Elliat M Srith Production
Allison Mrs Buck. Sales

Ann Miss Trout Packaging
Select Al | Clear all | Refresh |

Find. .. | Edi... | yalidate |

¢ If everything appears to be in order, click on the OK button.

e To continue, click on the Next link at the bottom-right on the screen. The next screen
allows you to write your letter.

8 Mail Merge - X

Write your letter

If wou have not already done so,
write wour letber now,

To add recipient information to
wour letter, click a location in the
document, and then click one of
the items below,

[=] Address black...
D Gareeting line. ..

* Electronic postage. ..

| Postal bar code. ..

E Mare ikems. .,

When you have finished writing
wour letker, click Mext, Then you
can preview and personalize each
recipient's letter,

e Enter the following text to create a new letter, as illustrated.

There will be a meeting to discuss the new marketing strategy at 2 pm
next Tuesday. Please confirm that you can attend as soon as possible.

David Smith
Head of Marketing

Zh Documents - Microsoft Word

Fle Edt WYew Insert Format Tools Table Window Help

DeEdsan gy BT v~
£ Normal - TimesNewRomen « 12 + | B I U .
L 1§|1|2|34 S g AR “=| € © MailMerge =7 3

Write your letter

T you have not aready done so,
- wrike your letter now,

To add recipient information to
your letter, click 2 location in the
document, and then click.one of
the items below.

[F) Address block...
[ Gresting lne. ..

% Electronic postags...
There will be a meeting to discus the new marketing strategy at 2 pm next Tuesday. 11 Postal bar code...
Flease confirm that you can attend as soon as possible.

Bl Moreitems...
David Smith

‘wher you have Finished writing
Head of Marketing

| your letter, click Next. Then yau
can preview and personalize each
recipient's letter,
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We have now created the body text of our letter, next we need to add the fields which will
personalise the document.

Click at the top of the document at the location you would wish to insert the name and

contact details of the person to whom the document will be sent. If you look at the right of
the screen you will see the following.

Write your letter

If wou have not already done so,
wirite your letter now.

To add recipient information ta
wour letter, click a location in the
document, and then click one of
the items below,

|§'] Address blodk, ..

D Greeting line. ..
* Electranic postage. ..
Il Postal bar code. ..

Bl More items...

‘When you have finished writing
waur letter, click Next. Then yvou
can preview and personalize each
recipient's |etter,

Click on More Items and you will see the following dialog box displayed (the information
in this dialog box comes from our Data file).

Insert:
" Address Fields {* Database Fields
Fields:

HI
Firstnarme

Secondname
Department

H
Makch Fields... | Insert | Cancel |

Click on Title and then click on the Insert button. Click on the Close button.
Press the spacebar (to insert a space).

Click on More Items once again.

Click on firstname and then click on the Insert button. Click on the Close button.
Press the spacebar (to insert a space).

Click on More Items once again.

Click on secondname and then click on the Insert button. Click on the Close button.
Press the return key (to insert a paragraph space).

Click on More Items once again.
Click on Department and then click on the Insert button. Click on the Close button.

Press the return key (to insert a paragraph space) and the document should now look
like this.
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#Titlew «F irstnarnes «3econdnames
#Depattrnents

There will be a meeting to discus the new marketing strategy at 2 pm next Tuesday.
Please confirm that you can attend as soon as possible.

Dravid Smith
Head of Marketing

Click on the Next link to continue.

Step 4 of &

g Mext: Preview your lethers

The screen will display the following details of a letter addressed to 'recipient 1.

Preview your letters

One of the merged letters is
previewed here. To preview
another letter, click one of the
Fallawing:

Recipient: 1 | ..

Mt Dravid W
Mark:t\it]g ey @ Find a recipient...
I Make changes
\_'ou can also change vour recipier
There will be a meeting to discus the new marketing strategy at 2 pm next Tuesday. list:
Please confirm that you can attend as soon as possible. Edit recipient list...
David Stnith Exclude this recipient
Head of Marketing | when you have finished

previewing your letters, click Mext

To see other recipients click on the double arrow pointing to the right.

=

Click on the Next link to continue.

Step 5of 6

g+ Mext: Complete the merge

The next screen displays the following message in the task pane.

L Mail Merge v X

Complete the merge

Mail Merge is ready to produce
wour letters,

To personalize your letters, click.
"Edit Individual Letters," This will
open a new document with your
merged letters, To make changes
to all the letters, switch back o the
ariginal docurnent.

Merge

%5 Print...

ED Edit individual letters. .,

To print all the personalised letters we would click on Print. In this case however to save
paper, we will click on the Edit individual letters link which will merge the document
with the data file and create a new large document containing all the individually
addressed letters. When you click on this link you will see the following dialog box
displayed.
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Merge to New Document |E| E|

fMerge records

g
" Current recard
" Eram: | Ta: |
ok, | Cancel |

e Click All and then click on the OK button.
¢ You will then see the following. A new document containing all the letters.

T Letlers1  Microsolt Ward EEE
fhe Edt Vew [eert lomat ook Table Window kb . x
CElay SR Y " AFCEu@ @ v -3,
4 Mnd o TweshewRonen - 12 - B 7 U [BE[® W M Is- SEGEE -2 A

1 + .ﬁ ....... TOTn e a2 i 3

Mr David Murray
Marketing

There will he a meeting to discns the new marketing strategy at 2 pm next Tuesday.
Please confirm that you can attend as soon as possible.

David Smith
Head of Marketing

l‘qE|:1|| ]l“i
“hrimpswoess S WCJOEACEWE - 2-A-SFE0F.
Pagr | sec | s AT ini cal Engisn (s G

D

¢ If you scroll through this document you will see it is made up of many pages, each
addressed to a different person.
e Save this new document in the using the filename MY MERGED LETTER.

e Close all open documents without saving your changes.

3.5.1.3 Open, prepare a mailing list, other data file, for use in a mail
merge.

Creating a mailing list, data file.
e Create a new document
¢ Insert a table containing 4 columns and 7 rows Use the Insert Table icon).

i
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Enter the following data into the table.

2l MAIL MERGE DATA (Read-Only) - Microsoft Word

File Edit %ew Insert Format Tools Table Window Help X
DEEag aly B o LHOE=SB BT 1w -0,
44 Plain Text ~ Courier New - 10 - I u % —iISEE O S -
LE E e N e O - B S B k] JUI 11 12 13 14 15 16 e -
Title First-name Second-name Department
Mr David Murray Marketing
Ms Rowan Smith Sales
Mrs Lou Brown Marketing
Mr Elliot Smith Production
Mrs Allison Buck Sales
Mr Ann Trout Packaging

Click within the table.

Click on the Table drop down menu and select the Convert command. From the
submenu displayed, select Table to Text. In the dialog box displayed, select Tabs, and
click on the OK button. This will convert the table to a format, where the data fields are
separated by tabs. This type of format is called a tab delimited format (delimited means
separated).

Convert Table To Text @E|

Separate texk with
(" paragraph marks
¢ Tabsi

" Commas
" Othet: |—

=

OK | Cancel |

We need to save the file as a text only formatted file. To do this click on the Save icon,
and enter a file name, such as MY Data File. Click on the down arrow to the right of the
Save as type box and select Plain Text. Select a location to save the file, such as the
My Documents folder. Click on the Save button to save the file.

The File Conversion dialog box will be displayed, click on the OK button.

3.5.1.4 Merge a mailing list with a letter, label document.

Mail merging to labels

In the section 3.5.1.2, we mail merged to a letter. If you wish to mail merge to a label, the
process is largely the same, except that in the first Mail Marge Helper screen, you need
to select Mailing Labels, rather than Form Letters. Later in the merge process you will
be asked to select the type of label required, as illustrated. For practice we will perform
this mail merge step-by-step.

Close any documents which may be open.
Click on the New icon to create a new document.
Click on the Tools drop down menu and select the Letters and Mailings command.
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From the submenu select Mail Merge Wizard.

L —
Tools | Table ‘window Help

¥ Speling and Grammar. .. F7 =

@q 166% - [
=.-—§:-§ D'i

i Language »

= Fix Broken Text...

‘“Word Count,.,

%] AutoSummarize..,
Speech

iZr TrackChanges Chrl+Shift+E
Compare and Merge Documents...
Protect Document...

Online Collabaration 3

Letters and Mailings 3 || Mail Merge Wizard. ..

Toals on the Wb, ., Shows Mail Merge Toolbar

Macro ¥ |[=] Envelopes and Labels...

Templates and Add-Ins. .. Lekter Wizard, ..

ZE  AutoCorrect Options...

MAIL MERGE STEP 1 OF 6: - SELECT DOCUMENT TYPE
You need to select a document type, such as Labels.

Mail Merge v X

Select document type

What type of document are vou
working on?

Letters
E-mail messages
Envelopes

® | abels

Directory

Labels

Print address labels for a group
mailing.

To continue, click on the Next link at the bottom-right on the screen.

J Click Mext ko continue.
Step 1 of 6

g Mext: Starting document

Mext wizard step

MAIL MERGE STEP 2 OF 6: - SELECT STARTING DOCUMENT
The next screen allows you to specify the starting document. In this case we will use the
current document by selecting the Change document layout option.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware for Trainers 1995-2004 www.cctglobal.com



PAGE 77 - ECDL MODULE 3 (USING WORD XP) - MANUAL

4@ Mail Merge

Select starting document

Howe dowou wank ko sek up your
mailing labels?

* “hange document: layouk

Skart From existing document

Change document layout

Click. Label options to choose a
label size,

EY Label options. ..

MAIL MERGE STEP 2 OF 6: - CHANGE DOCUMENT LAYOUT
In the Change Document Layout section of the Task Pane, click on the Label options
link. This will display the Label Options dialog box.

Label Options

Prinker information
" Dok matrix
(% Laser and ink jet

Tray: |Manual Paper Feed

Label information

Label products: |.ﬂ.very standard

Product number:
5195 - Audio Cassette

Label information
[~

5199-F - Wideo Face Type: Shipping
gégg-S'&d\p‘cildeo Spine — Height: o
- Address i .
5261 - Address Width: 4
Address Page size: Letber (8 2 x 11in)

5262 -

=]

Details, .. | Mew Label, ., | Zancel |

In the Label products section use the drop down arrow to the right to select the
manufacturer of the labels which you are using.

Label Options

Prinker infarmation
" Dok matrix
& Laser and ink jet

Tray: [WManual Paper Feed

Label information

Label products:

Avety standard

Praduck nurnber: ggﬂe 1=

5198 - Audin Cassd nyery a4 and A5 sizes

5199-F - Video Fadg) standard

5199-5 - Video Spil Dy auzet

5260 - Address  |gpny

5261 - Address  |Formbec -

5262 - Address  herma in)
Hisago
kokuyo 4

Details, .. Mew Label.., | (o] 4 | Cancel
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NOTE: In Europe, if you are using Avery products, be sure to select Avery A4 and A5
sizes. Avery standard relates to standard US sizes!

If using European Labels (be sure to first select Avery A4 and A5 sizes in the Label
products section), select Product number J8163 - Address as illustrated below.

Label Options

Printer information
™ Dat matrix
(% Laser and ink jet Tray: [Manual Paper Feed j

Label information

Label products: |nvery A4 and AS sizes j

Product number:

15160 - Address
- Address Tvpe: Address

- Address Height: 15"
‘idth: 39"
Page size: Ad (21 x 29,7 cm)

Label information
[~

- Address
JB165 - Parcel
JE166 - Parcel ﬂ

Details. .. | Mew Label. .. | | (a4 | Cancel |

Click on the OK button to close the Label Options dialog box.
When you close the dialog box, you will see a representation of the labels on your
screen, as illustrated below.

2l Document2 - Microsoft Word

Fie Edi Uew Insert Format Took  Table Window  Help - %
DeEdon ghly B o- LHO= o] 8 o

44 Wormal +Left; ~ TimesNewRoman » 12 + B J U g =S 0~ -A-.

L E"""'Z"'B"a Coa B a7 e - i = * Mail Merge - X

Select starting document

How do you wank ka set up your
maiing labels?

® Use the current document
Change document layout

Start from existing document

| Change document layout

Click Label aptions to chooss &
label size.

B Label options. ..

M y Step 2 of 6

_ @ © Mest: Select rscipients

N ¥ 4 Previous: Select document type
= w@E= | »]

Draw~ [} Auoshapes~ N W OB 42 B E d-L-A-=S=E 8@ .

Page L Ser 1 111 At11"  Lnl col 1 Engleh (U5 G

To continue, click on the Next link at the bottom-right on the screen.

MAIL MERGE STEP 3 OF 6: - SELECT RECIPIENTS
Within the Section recipients section of the task pane, you can select a recipient. In this
case we will use an existing list.
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@ Mail Merge - X
Select recipients
* Use an existing list
Select: from Outlook contacts
Type a new list

Use an existing list

Use names and addresses from a
file or a database.

Erowse, ..

MAIL MERGE STEP 3 OF 6: - USE AN EXISTING LIST

Within the Use an existing list section of the task pane, click on the Browse icon which

will display a dialog box. In this case select a file called MAIL MERGE DATA, as
illustrated.

Select Data Source Elgl

Lookini [} My Documents ] &~ @ X £ E - Tooks -
My Daka Sources
é dMy Music
History uﬂMy Pictures
mMy Webs

My Documents

Fr E
Deskkop

3

Favorites

=

o ’ .
== File name: | j Kew Source. ., ‘ Open
My Metwark
Places Files of bype:  [all Data Sources | Cancel

Click on the Open button and a new dialog box will be displayed as illustrated below.

Mail Merge Recipients

To sort the list, click the appropriate column heading. To narrow down the recipients displaved by a
specific criteria, such as by city, dlick the arrow next to the column heading., Use the check boxes or
buttons to add or remove recipients From the mail merge.

List of recipients:

|  Firstname > Title | *| Secondname | *| Departrient

| David M [Murray [ Marketing
Rowan Ms Smith Sales

Lou Mrs Brown Marketing
Ellict Mr Srith Production
Allison Mrs Buck. Sales

Ann Miss Trout Packaging
Select all | Clear all | Refresh |

Find... | Edit... | validate |

In this case click on the OK button to continue.
To continue, click on the Next link at the bottom-right on the screen.

MAIL MERGE STEP 4 OF 6: - ARRANGE YOUR LABELS
You will see the following displayed in the Task Pane.
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@ Mail Merge v X

Arrange your labels

If you have not already done sa,
law out wour label using the First
label on the sheet,

To add recipient information ko
your label, click a location in the
first label, and then click one of the
items below,

F‘] Address block, .,
m Greeting line. ..

* Electronic postage. ..
I Pastal bar cade...

El More items. ..

When vou have finished arranging
your label, click Next, Then vou
can preview each recipient's label
and make any individual changes.

e Click on the More items links to enable you to insert items relating to the particular
database you are using as your data source. This will display a dialog box as illustrated,

Insert:
" address Fields % Database Fields

Secondname
Department

Match Fields. .. | Insert | Cancel |

e Click on the first item, i.e. Title.
Click on the Insert button, and then click on the Close button.
Press the spacebar to insert a space.

Click on the More Items link to reopen the dialog box.

Click on the second item, i.e. Firstname.

Click on the Insert button, and then click on the Close button.
Press the spacebar to insert a space.

Click on the More Items link to reopen the dialog box.

Click on the third item, i.e. Secondname.

Click on the Insert button, and then click on the Close button.
Press the Return key to insert a paragraph.

Click on the More Items link to reopen the dialog box.
e Click on the last item, i.e. Department.
e Click on the Insert button, and then click on the Close button.
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e The first label should now look like this.

wTitles «F irstnarnen «Secondnarm e
#Departments

e MAIL MERGE STEP 4 OF 6: - REPLICATE LABELS
In the lower part of the task pane you will see the following:

Replicate labels

‘ou can copy the lavaut of the Firsl
label to the other labels on the
page by clicking the butbon below,

Update all labels

e Click on the Update all labels button and you will see the following.

&l Document3 - Microsoft Word Q@El
- %

File  Edt

heldaa &RV
A Normal +Left: - TmesNewRoman = 12 ~ B 7 O

View Insert Format Tools Table Window Help

B o

L

R R A KEXK XS DR

EREEE

«Titlen «Firstnames «Secondnames
«Departments|

«hlext RecordseTitlen «Firstnames «Secondnames
«Departments

«Mext RecordsTitlen «Firstnames «Secondnames
#Departm ents

«hlext RecordseTitlen «Firstnames «Secondnames
«Departments

«hlext Recordsa Titlen «Firstnames «Secondnames
«Departmenty

«hlext Recordsa Titlen «Firstnames «Secondnames
«Departments

«Mext Recordsu Titlen «Firstnames «3econdname
#Departments

«hlext Recordsa Titlen «Firstnames «Secondnames
«Departmenty

“onl

| @ % Mail Merge - X

Arrange your labels

If you have nat dready done so,
Iay out your abel using the first
Iabel on the sheet.

To add recipient information ko
your label, click a location in the
first lsbel, and then click one of the
items below.

[Z] Address block...
[= Gresting line....
! Electronic postage...

NI Postal bar code...

El Mareitzms. ..
wihen you have finished arranging
your label, click Next. Then you
can preview each recipient’s label

and make any individual changes.

Replicate labels
¥au can copy the kayout of the firs!
Isbel to the other labels on the
page by dlicking the button belaw.

Update al labsls

Step 4 of 6
g Mext: Preview your labels

4@ Previous: Select recipients

ERACTER| 2]

Diaw~ [y Adeshapes~ N W [ O E 2@ »-4-A-= =08 @.
Engish (.5 [Cd

Page 1 Sec 1 1j1 Ak 12" ln2 Col 13

e To continue, click on the Next link at the bottom-right on the screen.

e MAIL MERGE STEP 5 OF 6: - PREVIEW YOUR LABELS
You will following displayed within the task pane.
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4 © Mail Merge * X

Preview your labels

Some of the merged labels are
previewed here, To preview
anaother label, click one of the
Following:

Recipient: 1 | o,
@ Find a recipient. ..

Make changes

‘fou can also change your recipient
lisk:

Edit recipient list. ..

‘when vou have finished
previewing your labels, click Mesxt.
Then vou can print the merged
labels or edit individual labels to
add personal comments,

You can click on the right pointing arrow to preview the labels. In this case we will click
on the Next link to continue.

MAIL MERGE STEP 6 OF 6: - PREVIEW YOUR LABELS
You will see the following displayed within the Task Pane.

4 7 Mail Merge - X

Complete the merge

Mail Merge is ready to produce
wour mailing labels,

Ta personalize yaour labels, click
"Edit Individual Labels." This wil
open a new document with your
merged labels. Ta make changes to
all the labels, switch back to the
original document.

Merge
B Print...
ED Edit individual labels. ..

If you wanted to print directly to a printer you would click on the Print link. In this case we
will output the merged information to a new document (which could be printed later), by
clicking on the Edit individual labels link. A dialog box will be displayed, click on the OK
button.

Merge to New Document E §|

Merge records
il

" Current recard
" Erom: | To: |

(o4 | Cancel |
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A new document will be created, as illustrated below.

2l Labels1 - Microsoft Word
File Edit Wiew Insert Formst Took Table Window Help
DFEaS8 SRV tRBY v

4 Nommal +Left: ~ TmesNewRoman - 12 ~ B J U %

Mr David Muray Ms Rowan Smith
Marketing Sales

Mrs Lou Brown Mr Elliot Smith
Marketing Production

Mg Alligon Buck Miss Ann Trout
Sales Packaging

“ o owld

=4
Draw~ [y Autoshapes~ N a 1O B 4l 2 - Jd-A-SEEgBN.
Page 1 Sec 1 11 At 1" lni colt REC TRE EXT oVR Engish(U.s GF

Save this file and call the file MY MERGED LABELS.
Close any other open files, without saving any changes.
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3.6.1 Preparation

3.6.1.1 Understand the importance of proofing your document such as:
checking the layout, presentation (margins, appropriate font sizes and
formats) and spelling.

Manually check your documents!

Always proof read your documents prior to sending them to customers! | once had a
letter sent to me (addressed to Cheltenham Computor Training), from a very large
insurance company and signed personally by their head of IT training, stating that they
had no need of our word processing courses. They spelt the second word in the letter i.e.
computer incorrectly. Personally | think they needed the training!

Also visually check that the document looks good. Use the Print Preview facility.

3.6.1.2 Spell-check a document and make changes such as correcting
spelling errors, deleting repeated words.

Spell Checking

Word will display incorrectly spelt words as underlined in red. You can run the Spell
checker program at any time by clicking on the Spelling icon in the Standard toolbar (or
pressing F7). You can also check the grammar used within your document.

I:‘B‘;/

To

immediately correct a word you have incorrectly spelt

TIP: If you enter an incorrectly spelt word and wish to correct it immediately, then as
soon as the red underlining is displayed, right click on the word and a pop-up dialog box
will be displayed suggesting alternative, correctly spelt words. In the example, “Words”
was incorrectly entered as “Woords”.

nple below, “Wore

“Woords”.
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To disable automatic spell checking

e Click on the Tools drop down menu and select the Options command.
e Click on the Spelling & Grammar tab.

¢ Remove the check next to Check spelling as you type.

To check spelling in a document

¢ Place the insertion point where you want the spell check to begin, or select the text you
wish to check. Click on the Spelling icon in the Standard toolbar to display the Spelling
and Grammar dialog box. The first unmatched word will be displayed in the Not in
Dictionary text box. You can select one of the following actions:
Ignore: Leaves the word as it is.
Ignore All: Will not change any further occurrences of the word.
Add: Adds the word to the dictionary.
Change: Will change the word to the suggested word.
Change All: Changes all further occurrences of the word to the suggested word.
AutoCorrect: Enables the AutoCorrect feature for further occurrences.
Cancel: Exits the Spell check.
Dictionary Language: Allows you to select the language used for spell checking.
Undo: Will undo the previous correction.
Suggestions: A list of suggested corrections is displayed.

Options: Enables you to change the Spell Checking options.

Delete: Deletes a duplicated occurrence of a word, such as “the the”.

3.6.1.3 Add words to a built-in custom dictionary.

To add a word to the custom dictionary

e |f aword is displayed as an unknown word within the Spell Checker dialog box, then if
you are sure that this word is spelt correctly you can add the word to the ‘custom
dictionary’ This means that this word will in future be recognised by the spell checking
programs, and will not be displayed as an unknown word when you re-run the spell
checking program. Examples would include people’s names or company names. Click
on the Add to dictionary button to add the word to the dictionary.

3.6.1.4 Preview a document.
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Always proof read before and after printing

e Use the spell checker prior to printing.

e Check your document in Print Preview prior to printing.

e Read through your document after printing, before sending it to your customers!

To preview a document

o Click on the Print Preview icon. The Print Preview screen appears.

e Click once in the document and the mouse cursor will change to a Zoom tool.

¢ Click on the document again to view it more closely and click again to zoom back out.

[&
e The Print Preview Toolbar Icons
= Hﬁﬂ ] | 52% -
& Print

The document is sent to the printer.

HEEEELE

R Magnifier
g
The same as clicking inside the document. It gives a single-level zoom.

& One Page
Single-page view.

8 Multiple Pages
Allows you to print preview up to six pages at a time on the screen.

35% -
: Zoom Control

Allows you to control Zoom view percentages.

Fa View Ruler
Allows you to view the ruler showing tabs and measurements.

-
Shrink to Fit
Enables you to fit a document which is just more than one page long onto a single page.

Full Screen
Allows you to change to Full Screen view.

Close Close
Allows you to leave Print Preview and return to the Word screen.

h?
T Help
Allows you to get Help on Print Preview.
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3.6.2 Printing

3.6.2.1 Choose print output options such as: entire document, specific
pages, number of copies.

To specify what to print
e Click on the File drop down menu and select the Print command.

x|
Finker
Hame: I CEAHP LaserJet 111 x| Properties |
Skakus: Idle
Type: HP Laserlet IIT
Where: LPT1: I Prirk ko file
Comment:
age range —Copie
i« a Mumber of copies: E
i Current page " Selection
" Pages: I ﬁ Hq v Collate
Enter page numbers and/or page ranges ’
separated by commas. For example, 1,3,5-12
Zaom
Print what: IDocument j Pages per sheet: m
Prink: I,q|| pages in range j Scale ko paper size! m
Options. .. [a]'¢ I Cancel |

Make changes as required within the Page range section of the dialog box.

~Page range
& al
™ Current page = Selection
" pages: |
Enter page numbers and/or page ranges
separated by commas. Faor example, 1,3,5-12

To print the entire document, click on All.
To print only the page you are viewing, click on Current page.
To specify the pages you wish to print, click on Pages and enter the pages which you

wish to print. For instance if you want to print page 3, and also pages 6-7 inclusive, you
would enter 3, 6-7

To specify the number of copies required
e Click on the File drop down menu and select the Print command. Enter the number of
copies required within the Copies section of the dialog box
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opi

Mumber of copies: I 3‘
v Collste

EE

Why print to disk (as a print file)?

This is useful when the printer is not available and you wish to print to disk for copying to
a printer at a later date!

To print a document to a file

Click on the File drop down menu and select the Print command. Within the Printer
section of the dialog box select the Print to file option.

rinker

Tdame: | 56 HP LaserJet 111 LI Properties |

Status: Idle
Type: HP LasetJet III

Where: LPTL: [~ Print to file
Comment:

A dialog box will then be displayed in which you can specify a file name and storage
location.

3.6.2.2 Print a document from an installed printer using defined options,
default settings.

Printing within Word

Word requires a Windows printer driver to be installed which matches the printer you are
currently using. All Windows programs share this same printer driver. If you change your
printer type, then another printer driver suitable for that printer must be installed.

If more than one printer driver has been installed, you can easily and quickly change
from one printer driver to another. Windows will only allow one printer driver to be active
at any one time.

Most printers are only supplied with limited amounts of printer memory in which to store
the images to be printed. If you have problems printing documents which contain a large
amount of graphics you should consider adding more memory to your printer.

To select a printer

From the File menu, choose the Print command to display the Print dialog box.

Click on the down arrow to the right of the Name section of the Printer dialog box, and
select the required printer. This list you see will depend on how your IT Support people
have set up your computer.
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Prinker
Plame: [ S8 \\CCT-SERVER 11HP4 PCL - Properties |

, 2B |\CCT-SERVER 11HP COLOR
?tatus. " Find Printer...
vpe:

YCCT-SERVER 11PS-HP

Uihere: 55 |\DAVE-2000-PCIHP LaserJet 111 [ Prink ko file
Comment: | g2 Auta hp deskjet 990c an CCT-SERVER-XP I Manual duplex
Page rangs : Auka HP LaserJet 435i on CCT-SERVER-XP

Auto HP LaserJet IIT on DAYE-2000-PC

o« all TIOMBEF oF Copies: 1 3:

" Current page

~
" Pages: | 11 11 v Collate
Enter page numbers andfor page ranges ' '

separated by commas, For example, 1,3,5-12

Print what: |D0cument j Zoom

) Pages per sheet: 1
Prink: |AII pages in range j fes Per s = =
Scale to paper size:  |mo Scaling hd

Options. .. OF | Cancel |

To print to the default printer
e Click on the Print icon.
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Useful Keyboard Shortcuts

CTRL+N Create a new document
CTRL+O Open an existing document
CTRL+W Close the document
CTRL+S Save the document

CTRL+B Apply bold formatting
CTRL+U Apply underline formatting
CTRL+I Apply italic formatting

CTRL+B Apply bold formatting
CTRL+I Apply italic formatting
CTRL+U Apply underline formatting

CTRL+C Copy the selected item to the Clipboard
CTRL+X Cut the selected item to the Clipboard
CTRL+V Paste item form the Clipboard

CTRL+Z Undo the last action
CTRL+Y Redo the last action
CTRL+F Display the Find dialog box

CTRL+H Display the Replace dialog box

CTRL+P Print the document

Useful Function Keys

F1 Display the Office Assistant

F3 Insert an AutoText item

F5 Display the 'Find and Replace' dialog box
F7 Start the Spell checker

F9 Update selected Word fields

F10 Activate the menu bar

F11  Go to the next field

F12 Display the 'Save As' dialog box
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