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Word Processing
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The Microsoft Word 2007 Screen

Starting Microsoft Word 2007

e If necessary switch on your computer and if required enter the necessary logon
and passwords. To start Microsoft Word 2007 click on the Start icon, at the
bottom left of your screen and you will see a popup menu.

Click on All programs. Another menu level is displayed and you can select
Microsoft Office. Finally select Microsoft Office Word 2007.

% NOTE: These menu options may vary slightly from one computer to
? another, but with a little hunting around you should be able to
locate the Microsoft Word option.
Once you click on the Microsoft Word option this will load the
Microsoft Word program from your hard disk into memory. You
can then start using the program.

The Microsoft Word 2007 screen

*  When the Microsoft Word 2007 program loads, your screen will look
Something like this.
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TIP: If you have seen previous versions of Microsoft Word, you
will notice that at first glance the screen looks different from the
way Microsoft Word used to look. Don't panic however, you will
find that in fact it is not all that different, and is in many ways
easier to use than older versions.
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You will find that if you move the mouse pointer over items at the top of the

screen a help popup is displayed explaining the function of each item. Try
moving the mouse pointer over the big circular icon at the top-left of your
screen. Do not click on this circle; just leave the mouse pointer over it for a
short time. You will see the following popup.
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As you can see Microsoft Word is telling you what the function of this circular
button is.

Try moving the mouse pointer over the Change Case icon and you will see
information about this icon, as illustrated below.
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(@) Press F1 for more help.

Experiment with moving the mouse pointer over other icons and you will get
information about what they do. This trick also works for other parts of the
screen. In the bottom right of the screen you will see the following control.

Try moving the mouse pointer over it. You will find that if you move the
mouse pointer over the number (90% in the illustration shown, but this may
be different on your computer), that you get more detailed information
displayed.
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Zoom level, Click to open the Zoom dialog box,




The levels of command organization
* The Microsoft Word 2007 screen is made up of different levels of organization.
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Ribbon Tabs

When you first start Microsoft Word, you normally see the Home tab displayed, as

illustrated.
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This tab contains icons and other controls that are most commonly used
within Microsoft Word, such as making text display as bold or underlined.
You can also find more advanced options such as paragraph alignment,
numbering and bulleting. Move the mouse pointer over some of the icons
and get a feel for what options are contained within this tab.
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Click on the Insert tab and you will see commands and options relating to
inserting items within your Microsoft Word document. Again move the mouse
pointer over the items and see what is available.
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Click on the Page Layout tab and briefly examine what is available within
this tab. Do the same for the other tabs. In some cases, such as the
Mailings tab you won't make much sense out of the commands at the
moment, but all will become clear once you start using Microsoft Word for
real.
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Minimizing the Ribbon

On certain computer monitors you may find that the Ribbon occupies a large

proportion of the screen area which may be better used for viewing your document.

You can reduce the size of the Ribbon by clicking on the Customize Quick
Access Toolbar icon:

Home Insert

Customize Quick Access Toolbart

Select the Minimize the Ribbon command from the menu.
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The Ribbon will now be hidden from view with only the tabs displayed. Clicking on
a tab will temporarily re-display the Ribbon allowing you to select an icon, after
which the Ribbon will be hidden once more.

To restore the Ribbon, simply repeat these steps selecting the Minimize the
Ribbon command once more.
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Switching between tabs using the mouse wheel

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

Groups

Did you notice that within each tab, commands are grouped? For instance
look at the Home tab. You normally see the following groups of commands.
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e Look at the other tabs and you will see that in each case commands are
grouped.

Dialog box launcher

* If you look carefully at the bottom right of many groups, there is a small control
called the dialog box launcher. Clicking on this will display a dialog box containing
even more options. Display the Home tab, and click in the Font dialog box
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Using the default Microsoft Word document

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

start typing.
Type your name.

Press the Enter key a few times. As you can see this drops you down a line

each time you press the Enter key.

Type in the following text.

There will be a meeting tomorrow at 11 am in room one to discuss the
introduction of our new range of products. Please can everyone attend

and bring samples and details of prices.

Saving Microsoft Word documents

L)

You have typed in some text but this has not been saved. If your computer

lost power now then everything you have just typed in could be lost. Saving your
Microsoft Word document to disk means that the information will be

safely stored as a file on your hard disk and then at a later date you can

reopen this file from your hard disk.

To save your file, click on the Save icon (next to the Microsoft Office

button)
«'/C'!g =L Click Here |
- Home Insert Page Layout

This will display the Save As dialog box as illustrated.
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<. TIP: By default the Microsoft Word document will be saved into a folder
»” called My Documents. If you wanted to change the folder in which the file
is saved you would click on the down arrow to the right of the Save in
section of the dialog box and navigate to the required folder.

By default Microsoft Word will attempt to create a file nhame taken from the text
at the start of the document.

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

Opening and closing documents

* Now that you have saved your document, you can close the file. To do this
click on the Office Button and select the Close command.
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e The screen will now look like this. As you can see, most of the
commands are now grayed out as they will not be available until
you create a new document or open an existing document.
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e To open a document, click on the Office Button and @

select the Opencommand. » =
This will display the Open dialog box. Within this dialog j o 5
box select the file that you saved and click on the Open : =
button. Your file will be copied from your hard disk into ~ s
your computer memory. You will now see your document ||« / <Pe° -
displayed on the screen again. p=|

=]

Saving your file using a different file name &

* Sometimes you might want to save different versions of a document. Once
you have opened the document that you typed in earlier, click on the page
at the end of your text and press the Enter key a few times to insert a few
empty lines. Type in the following text:

Please also inform the rest of your team that they need to attend
this meeting.

« If we were to click on the Save icon that we originally used to save the
document, it would overwrite the old version of the file with the contents of
the amended document. To save the file using a different file name, click
on
the Microsoft Office button and from the menu displayed, click on the
Save As command. This will display the Save As dialog box.

Use the file name:

Important Meeting.

Then save the file by clicking on the Save button.

You now have two versions of this file saved to your hard disk.
¢ Close the document before continuing.

Creating a new document

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

Using Help within Microsoft Word

* Press Ctrl+N to display a new, empty document. If you look at your
Microsoft Word screen there is a Help icon towards the top-right of the
screen. This is in the shape of a question mark.

. Click on this Help icon and you will see the following.
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e Try clicking on the 'What's New' item and you will see related topics, as
below.
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What's new in Microsoft Office Whord 2007

Up to speed with Word 2007
Demo: Up to speed with Word 2007
Reference: Locations of Word 2003 commands in word 2007

Up to speed with the new Microsoft OFFice
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Disclaimer: Use of Fictitious Mames

+ Click on the 'What's new in Microsoft Office Word 2007’ topic and you will see
a screen itemizing the new features of this version of Microsoft Word.
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choices make great-looking documents
= a snap

Microsofmt Office Word 2007 heips you produce professional-looking
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¢ Scroll down within this window to see more information.

* Click on the 'Show table of contents' icon to display a table of contents
down the left side of the window.
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You can click within the table of contents to jump to an item of interest.
Try it now.

e You can use the Back button within the Help window to see previously
viewed pages. Clicking on the Home button within the Microsoft Word
help window will display the default starting page again.

* You can search for help on a particular topic. For instance, try searching for
help relating to printing by typing the word 'Printing’ into the Search box.
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When you click on the Search button, you will see the following.

@) word Help _ = x
oD@ e _
printing - S Search -

Table of Contents x Word ]

& What's new
& Activating Word

& Getting help

@ Creating specific documents

& Convert mrme = @ Print on both sides of the paper (duplex printing)
= Help > Saving ar

Searched for: "printing”

Results 1-25 of 38 Page: [1] 2 ‘Next

& viewing and navigating

Margins and page setup @ Preview a page before printing
< Help > Saving and printing > Printing
dpHea footers
Pag: @ cancel printing
b4 Help > Saving and printing > Printing
@ Pag: and section breaks
@ Writing @ Print
SPrormating @ Create and print a single envelope
& Tracking changes and comments Help > Saving and printing > Envelopes and labels
aplists

@ Print a document with tracked changes
@ Tables Help > Tracking changes and comments

Working with graphics and charts -
b4 = o= @ save a file in PDF format
& Tables of contents and other references Help = Saving and printing > Saving

& Mail merge =
&saving and printing

@ Ssaveas

@ ASCII character chart
Help > Formatting > Formatting taxt

nced)

pes for a mass mailing
& Working in a different language
& Automation and programmabiity
& Add-ins

[ ™
o A= nd printing > Saving

ng > Printing

@ Publish as PDF or XPS

@ Create and print labels for a single item or address wed

word Help | & ormne

e Use the help to find information about formatting, such as how to make a line
a text bold, or displayed in italic. Then use the Printer icon within the
Microsoft Word Help window to print out a page of instructions.

e Before continuing, close the Help window.

Alt key help

* Press the Alt key and you will see humbers and letters displayed over icons,
tabs or commands, towards the top of your screen.

|@ {i‘ 5] IE] @ " Document3 - Microsoft Word
e . He I Page[Byout Refces Mgs RTﬁw V Devper
5 B it B lu - (ANl e | A A | | psebea
Pa'ste } |B I U ~ abe X, X* Aa~|/3¥~ A" | = = Ei|$§'|| By - i T Norma
fa

Clipboard

I

Font F] Paragraph U

o If you type in a number or letter you will activate a command. For instance
in the example shown, the number 1 is displayed over the Save icon. Type
in 1 and you will see the Save As dialog box displayed. Close this dialog
box.

* Press the Alt key again and you will see an N displayed over the Insert tab.
Press N and you will see the contents of the Insert tab displayed.

* This is a very easy way of learning keyboard shortcuts. You now know that
Alt+S will display the Save As dialog box and that Alt+N will display the
Insert Tab.

¢ Click on the Home tab before continuing.




ICDL Manual

Closing Microsoft Word

Saving documents using different formats

]ll!!

To close the Microsoft Word program, click on the Microsoft Office button
and then click on the Exit Word command. If there are any
unsaved documents, Microsoft Word will always ask if you want to

save these

documents prior to closing.

Normally you simply save a document as a standard Microsoft Word
document. However you can save your document in a range of

different formats. It is important to realise that Microsoft Word 2007
stores

documents in a different type of file format than used by previous versions
of Microsoft Word and you may have to save your documents in a format
that can be opened by people who are using an earlier version of Microsoft
Word.

If necessary start Word.

Create a new document and type in your name.

Click on the Save icon (top-left of your screen). This will display the Save
As dialog box. In the File Name section of the dialog box, enter the file
name 'My file formats'. Click on the down arrow to the right of the
Save

as Type section of the dialog box. This will display a drop down list of

file format options.

Save as LyP®! | ward Docurnent {*.docx) |-'-r"

Word Macro-Enabled Document (. docm)

wyord Y4-2UUE Document [.doc)

e W OF A Templake (* . dokx)

word Macro-Enabled Template (*.doktm)

Ward 97-2003 Templake (*.dak) W

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

Word Document:

This format will save the document using the standard Microsoft Word 2007
file format. This is the format that is used by default and if you do not go
out of your way to select a different file format then this is the format that is
used when you normally save a Microsoft Word 2007 document.

Word 97-2003 Document:

Saving your document in this format means that you can distribute copies
of your document via disk or email to other people who are using earlier
versions of Microsoft Word and they should be able to read and edit the
document without problems. If you have used complex formatting or some
of the new advanced features within your Microsoft Word 2007 document,
some of the advanced formatting may be lost in the conversion process.

Plain Text:

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




Rich Text Format:

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

Template:

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

There are quite a few other file format options but at this stage we do not
need to worry about them!

Experiment with saving your document in the file formats described above.
When you have finished experimenting, save your changes and close any
open documents.

Close the Microsoft Word program.

Creating documents using different templates

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

Click on the Office button and select the New command.

@unvd

~

This will display the New Document dialog box.
New Document @

| Templates [ :\1}‘ Blank document

[ Blank and recent

Installed Templates Blank and recent

My templates...

New from existing... j J
Microsoft Office Online

Eactired Blank docummt New blog post

Agendas

Award certificates
Brochures
Business cards
Calendars
Contracts
Envelopes

Faxes

Flyers

Forms

Gift certificates v
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e C(Click on the Installed Templates option (displayed in the list within the left
section of the dialog box). This will display templates installed on your
computer.

Templates | l @ > |tea: h Microsoft Office Online for a template Hi] ] New Blog Post

Blank and recent

Installed Templates

Heda.!

PIOAA 3JOSOIDIA

My templates... —— =1
FAX
New from existing... = P

Microsoft Office Online : = =
Featured F ' iiriﬂ T

Agendas

Award certificates e New Elog Post Equity Fax Equity Letter

Brochures

Business cards
Calendars FAX
Contracts P ———— =

Envelopes

Faxes

Flyers

Equity Merge Fax Equity Merge Letter Equity Report
Forms

Gift certificates Create new: @ Document O Template

<
|

[ Create ][ Cancel ]

e Use the scroll bar in the middle section of the dialog box, to scroll down
and see what templates are available. Select one of the fax templates and
then click on the Create button.

* You will see a fax document, based on the particular fax template that you
selected, as illustrated.
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PAGES: [Type the number of pages]
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COMMENTS:
[Type comments]
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Page:1of1 | Words:71 | <5 English(U.s) | B3 |
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You could then fill-in the details on your fax as required. As this is just an
example, do not fill in the fax, simply close the document without saving

your changes.

If your computer is connected to the Internet, you could try
experimenting with some of the other templates. The example below
shows the options displayed within the Brochures section.

New Document

PIX]

>

Templates

©@> b=

3]

Blank and recent

Installed Templates Brochures

My templates...
New from existing...
Microsoft Office Online J‘
Featured (¥ ¥
Agendas

Award certificates —
Brochures

Business cards

Calendars

Contracts

Envelopes

Faxes

Flyers

Forms brochure

Gift certificates

£

Travel brochure (8 1/2 x
14, landscape, 4-fold)

Financial services

CPEEY

Event brochure Professional services

(accessory theme) brochure (81/2x11,
letter fold, 2 pages)
-
-
Brochure Brochure (81/2x11,

landscape, 2-fold)

£

Travel brochure (8 1/2 x 14,
landscape, 4-fold)
P Microsoft Corporation
= 75 KB (<1 min @ 56 Kbps)
WRIRIRIK 23 (167 Votes)

[_ Download] [ Cancel ]

Experiment with creating new documents based on the Agenda templates,

as illustrated below.

New Document

P

Templates & ’ @ |

[3]|

Blank and recent
Installed Templates Agendas
My templates...

New from existing...
Microsoft Office Online

Featured

igendas: ——mm— —

ERED

Award certificates
Brochures with tracks
Budgets
Business cards
Calendars
Contracts

Diagrams

Envelopes

Agenda
Expense reports

Faxes

|

Conference agenda

Informal meeting
agenda

PTA agenda

Conference agenda Agenda wizard

Conference agenda with tracks
F Microsoft Corporation
= 114 KB (<1 min @ 56 Kbps}
Wk kLS (97 Votes)

wagw Conference
Agenda

[Download ] [ Cancel




* Save the document based on an Agenda template as My New Agenda.

e Experiment with creating new documents based on the Memo templates, as
illustrated below (note you may have to scroll down the Template list to
see the Memo templates available).

New Document @
I ) R " 3 > ‘7 - ) . |

B =l (&) E &2 ||| Credit memo (Blue Gradient design)

= el Microsoft Corporation

Flyers Memos “jl!ﬂ l@é 62 KB (<1 min @ 56 Kbps)

Forms i » WK€K iS (429 Votes)

Gift certificates e

Greeting cards o= CREDIT MEMO

s company sl

Inventories

Invitations

Invoices =

Credit memo (Blue Memo (professional Memo (contemporary

Labels Gradient design) theme)

Letters

Lists

Memos |
| Minutes

Newsletters

Plans

Planners Memo (elegant theme) Memo (Simple design) Memo with “draft”

watermark
Postcards 3| o ‘ ‘
[ Download ] [ Cancel ]

e Save the document based on a Memo template as My New Memo.

e When you have finished experimenting, close Word saving any of your

changes.

Switching between Word Views

* Word has a number of different views that you can us to display a document.
* Start Word and open a document called Views.
* Click on the View tab and look at the options within the Document Views

section.

Home Insert
=

B el

Page Layout

Print |Full Screen Web Outline Draft
Layout ! Reading Layout

Document Views

Views.docx -

References Mailings Review View Developer At
Ruler Document Map (P 5 L) one Page
Gridiines Thumbnalis ) IQ Two Pages
Zoom 100%
Message Bar =] Page Width
Show/Hide Zoom

e By default the Print Layout view is displayed. Click on the Full Screen
Reading icon and the screen will change to look like this. As you can see this
view makes is easier to read the document on your screen, as the screen clutter

is not displayed.




N

| =l 4= 3 Tools - w7 - 3 4 Screen 1

University of Dammam
Deanship of the preparatory year

Book of Computer Skills

1T
Windows
Word Possessing

Power point

Access (data base )

e Press the Esc key to return to the Print Layout view.

* Click on the Draft icon and the document will be displayed in draft mode.
Formatting, such as multiple columns will not be displayed properly.
You may need to click on the 100% icon to magnify the display. You
will find
this icon within the Zoom section of the View tab.

w View | Developer At

_I] One Page
20 E.gTwo Pages
Zoom | 100% | _
=] Page Width

|

‘, Zoom |

¢ Click on the Outline icon to display the document in Outline mode.

/Ey HA9-0 =

I (B e =] =]

Print |Full Screen Web Outline| Draft
Layout ' Reading Layout \

Document Views [

il
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The document will look like this.

<
= —
o
A - - - o
Outlining Home Insert Page Layout References Mailings Review View —
a- . . N
[ [sodyren <[5 gp]| 5 Showient &l B 2
V| Show Text Formatting
falele=] ) Show  Collapse Close (=}
Show First Line Only Document Subdocuments || Outline View =
Outline Tools Master Document Close -+
@ University of Dammam <~
Deanship of the preparatory year 0\4
x|
Book of Computer Skills =
o |
o . IT
o . Windows
o . Word Possessing
T . Power point
o .

Access (data base )

IEEEE

Outline mode is useful when viewing long documents, as you can
easily identify headings and sections within the document.

e To exit from the Outline view, click on the Close Outline View icon.

Close
Qutline View

Close

e Click on the Web Layout icon. This will display the document as it would
appear on a web site.

* Click on the Print Layout icon to return to the default view display.

* Close Word without saving any changes that you may have made.




Manipulating Text

Select, then format

* Remember the general rule when using Microsoft Windows. Normally you
need to select an item first (so that Windows knows what you are interested in),
and then format it.

Selecting text

* Use the Microsoft Office button to open a document called Editing.

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

» Repeat the last operation using a different word, but this time press the arrow
key a few times. This allows you to select more than one character.

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

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

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

» Experiment with selecting an entire line of text. To do this move the mouse pointer
to the left of the line which you wish to select, until the mouse pointer changes
from an I bar shape, to an arrow shape pointing upwards and to the right. You are
now in the “Selection Bar”, a special screen area. Click once with the mouse
button to select the line.

 Experiment with selecting a sentence. To do this, move the mouse pointer within
the sentence which you wish to select. Depress the CTRL key and then click within
the sentence.

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

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

* Click at the very start of the text within the document and then press the
Enter key twice. This will add some spaces to the top of the document.

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

* Within the first paragraph click just before the word 'Windows'. Type in the
word 'Microsoft' and press the Spacebar. As you can see inserting a word
within a paragraph is easy.

e Select your name at the top of the document and delete it, by pressing the
Delete key.

* C(Click on the Undo icon and undo this deletion. Your name reappears!
(On) 9|6 -+

— Hom — B¢
| undo Clear (Ctrl-Z)]

0
(=

e Click on the Redo icon. What happens?
Insert and overtype mode

* You should know the difference between insert and overtype mode, when
using the keyboard. By default when you are editing a document the new text
is inserted within the existing text. In overtype mode new text will
overwrite existing text, if you are not paying attention you can lose data.

¢ Click once between two words within the document and you will see that if you
type in a new word, it is inserted between the existing words. Click on the Undo
icon to undo this.

e In older versions of Microsoft Word pressing the INS (or Insert) key would
enable overtype mode typing. This had the effect of typing in a new word
between existing words and overwriting the existing text. The good news is that
pressing the Insert key when using this version of Microsoft Word has no effect.

==& TIP: If you really want to enable Overtyping mode then you can enable it
d via the Word Options available via the Office Button. Most people
however will be glad that accidentally pressing the Insert key will no
longer cause problems.
Copying text within a document
* Select the first paragraph. Press Ctrl+C. This copies the selected text into
the Clipboard.
* Click at the end of the document.
* Press the Enter key to insert a space.

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

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

e Click on the Undo icon to reverse this action.

]"!_!}

=
e
(]
-
=)
7]
(=)
=
s
Y
=3




Moving (cutting) text within a document

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

* C(Click at the end of the document.
* Press the Enter key to insert a space.

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

¢ C(Click on the Undo icon to reverse this action.

* Save your changes and close the document.

The Clipboard

Using the Clipboard

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

—cy Home
3 E Calit
el
aste B
e A

Clipboard ™
e You can also use the normal Microsoft Windows shortcuts:

Cut Ctrl+X Copy
Ctri+C Paste
Ctri+V

¢ You will notice that there is a down arrow under the Paste command.
Clicking on this will display more options, such as the Paste Special option,
which, when clicked on, will allow you more control on how items in the Clipboard
are pasted into a document.

Paste Special

Source:  Microsoft Office Word Docurment

/.—. Documentz
. —
(Oa H9-0 - -
. o (%) Paste: Microsoft Office Word Document Object
Home Insert Formatted Text (RTF)
= Unformatted Text
[=C * Picture (Windaws Metafile)
j Calibri [Body) Picture (Enhanced Metafile
= EE| Unformatted Unicode Text
| Paste | /B I O~
- | —
[ Paste Result
3 . Inserts the contents of the Clipboard as HTML Format,
5% Paste special... ]
*|
g

Ok l [ Cancel
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The Office Clipboard
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=

Open a document called Office Clipboard. This document contains a few o~

items that you can copy into the Office Clipboard. o

72}

(=]

If you click on the Clipboard dialog box launcher, you will see the =

Microsoft Office Clipboard pane. <

2

(Op) d 9 -0 )7 =
jy Home Insert Page Layout
J 711 Falilnei (DA - i1

Pafte j 3

Clipboard ™ CIiCk Here

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

Select the first graphic within the document and press Ctrl+C to copy the
graphic to the Clipboard. You will see the graphic displayed within the
Microsoft Office Clipboard pane.

Repeat this for the other graphics within the document.

Scroll down to an empty part of the document. Click where you would like to insert
a copy of an item that is stored on your Clipboard. Click on that item within the
Microsoft Office Clipboard pane. The item will be displayed. Experiment with
pasting both text and pictures.

Removing items from the Office Clipboard

Select an item within the Office Clipboard, as displayed within the Microsoft
Office Clipboard pane. Right click on the item and from the popup menu
displayed, select the Delete command. Try this now for a few items
displayed within the Microsoft Office Clipboard pane.

| i) Y Paste
X Delete




Text Formaitting
What IS text formatting?

You can format a document at different levels within Microsoft Word. The most
basic level is called text formatting. This relates to formatting characters and
words within a document and covers the font type, font size, font color and font
attributes such as bold italic or underlining.

Font type

e Great adocument and called Text formatting.

* By default Microsoft Word 2007 uses a font called Calibri.

* Make sure that the Home tab is displayed.

* Select the paragraph starting with the text FONT TYPE within your
document (by quickly clicking three times within the paragraph) and experiment
with applying different font types. To do this, make sure that the Home tab is
selected, and then click on the down arrow, to the right of the text within the
Font control.

Cn) 2y

-
Home ntert Pa20¢ Layout

Cahe) (Body)

Click Here |=- =

* You will be able to select a different font from the drop down list supplied.

EID H D Microsoft Word
~ Home Insert Page Layout References Mailings Review View
= . ibri =l - A a7 | [l T ——— Y
) S Calibri 11 el =1NE § T E=EELLS | pusbcend | AsBboD AaBbCi AaBbCc &
Paste > Theme Fonts ‘1= = | i=| 3 = iNormal | 7 No Spaci.. Headingl Heading2 . Cha
A Cambria (Headings) - _ Syl
Clipboard = g Paragraph - Styles
Calibri (Body)
Recently Used Fonts 1

‘i Arial Black
All Fonts

T dgency B

T ALGERIMRN
M Andale Mono IPA

T Avrial

i* Arial Black
B Arial Narrow
ML At o8 Mmoo mEe At

e Experiment with formatting your paragraphs using different fonts. You can also
experiment with applying different font types to individual words or sentences.

<. TIP: This is just an exercise. In real life do not have lots of different fonts
«+” all mixed up within a document. It looks cheap and conveys a very bad
visual impression!

-
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Font size
* The font size refers to the height of the text. Below 8 pt font size text is ?
almost unreadable, so try and use a font size that is easy to read on the (=
screen and also easy to read when printed. S
* Make sure that the Home tab is displayed. Select the paragraph starting with FONT B8
SIZE. Click on the , B down B9
. =T S - =
arrow to the rlght f;/l Home Insert Fage Layout References FAailin Of the (=]
Font Size control P %[ Tm mlEEmE == to =
display a drop down Paste o B £ T - abe x. 13 [ - A -] [= from
which  you  can | cteeesrs & L B = select
the required font | R R g = e Ry

Set 1o
the font size to 20.

20
22
24
26
28
36
45
T2

SRS TNRY.

|1|

Grow Font and Shrink Font icons

* Experiment with selecting text and then clicking on the Grow Font and
Shrink Font icons. ==
| A A |

Font size keyboard shortcut
* Make sure that the paragraph starting with the text ‘FONT SIZE' is selected.
Press down the Ctrl key and while keeping the Ctrl key pressed down, press the
‘closing square brackets’ key ]. While keeping the Ctrl key pressed
down, repeatedly press the ‘closing square brackets’ key. As you can see,
each time you press the ] key, the text gets bigger.
To make the selected text smaller, use the Ctrl+[ keys.

Bold, italic or underline

* You can add emphasis to parts of your text by displaying them in Bold, Italic
or Underlined, or in a combination of these attributes. Select a word within the
paragraph relating to bold, italic or underline.

/‘ TIP: To select a word, double click on the word.

+ To format the selected word as bold, italic or underlined, click on the icons
displayed on the Home tab.

(B I U

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




To remove this formatting from a word, Select the word and re-click on the

Bold, Italic or Underline icon.

Experiment with applying this formatting to words or entire paragraphs.

Subscript and superscript

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

X=x*+y>

Subscript refers to text displayed below the normal line of text. An example

would be the chemical formula for
X=X2+Y3

water.

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

B Z U ~ abe x. X° | Aa~||

Font

b7 . A -

=

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

B 7 U ~abe x; x° Aa~

Font

Case changing
This feature allows you to select a portion of text and then change the

capitalization within that text. For instance you could select a heading within your

document and format it to display

B A -

]

as all upper case letters.

It is also very useful if you have accidentally pressed the Caps Lock key and

have then typed in text with the
capitalized appearing reversed.
This feature allows you to correct
this mistake without having to
delete the text and start again!
Select the entire the paragraph
relating to case changing. Within
the Font section of the Home
tab click on the Change Case
icon. This will display a drop
down list of options. Click on the
UPPERCASE command.
Experiment with applying the
other case change options to this
paragraph.

.f

d9-0

'q
:‘/

Home Insert Page Layout
j Arial =11

-

Clipboard ™ Font

|-2-|-1-|-§-|-1-|-

Paste \}, (B 7 U - ahe x, xzﬁaﬂlay'é'll

References Mailings

Sentence case.
lowercase
UPPERCASE
Capitalize Each Word

tOGGLE cASE

I
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Highlighting

* The highlighting feature is great if you are reviewing a document and is used
in the same fashion as you would use a pen highlighter on a printed copy. You
can change the highlighting color but if you intend to print the document in
black and white, do not use a very dark highlighting color, as you may find the
highlighted words are blacked out and unreadable.

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

=
n.
-
=
72}
(=}
=
-
—
(=5

e To change the highlighting color click on the down arrow to the right of this
icon. You can click on one of these colors to change the
highlighting color the next time vyou apply - &- |

highlighting. i
[]

e Select another portion of text and try applying a .
highlight color. ... .
==& TIP: To remove highlighting from L
d highlighted text, select the text and then click
on the down arrow to the right of the Highlight icon. Select No
Color.
Font color

* You can apply different colors to your text which can add impact to your
documents if you are going to print them using a color printer. Do not use too
many colors on a single page as this can look messy. The rule with
color is that less is good.

Be careful when using faint colors which may not show up well when

printed.

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

e To change the font color click on the down arrow to the right of the Font Color
icon. You can click on one of these colors to change the font color the next time
you change the color using the Font Color icon.

e Within the paragraph relating to Font Color, select ~ A-||E= ===
some text and then click on the Font Color icon. B 2utomatic
This will apply color to the selected text. | Tneme Colors :

H EEENEN L

e Experiment with applying different font
colors to different words within the A

||
infaleinti Lk .II=||||||

Standard Colors
HE EEEEN

2 More Colors...




Copying text formatting

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

* Click within the paragraph relating to ‘Copying text formatting’. Click on

the Format Painter icon (displayed on the Home tab within
the Clipboard O\ d9- 0
section). jﬁ -

. . ome Insert ;
You will notice that the shape of your mouse pointer
has changed. J 3 A avial

* Move the mouse pointer to the start of a Paste B I T

different paragraph within the & b ‘d{_
document and while pressing the mouse key down drag ' to

the end of that paragraph and then release the mouse button. The formatting
contained

within the original paragraph is now copied to the second paragraph. The
mouse pointer now displays its original shape.

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

Removing formatting

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

* Select a portion of text and apply formatting such as bold, italic and
underlining.

* Click on the Clear Formatting icon. The formatting is removed.

/ | . - p)
() d -0 word_2(
o
- Home Insert Page Layout References

43

B # | Arial 11 - A A'i|ﬁ"/i|
Paste } |BZ U~ abe 3 x Aav|®~ A~ |

Clipboard ™ Font £l

Using Zoom

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

* Drag the slider control, displayed at the bottom-

right of the document to make the document display I the
+
page at a larger zoom level. Experiment. o
e You can double click on the Zoom percentage *

number displayed at the bottom-right of the screen.




This displays the Zoom dialog box.

() 200%: () Page width () Many pages:
O O ot witth
() 759 () whale page =

Percent: [100% 3

Prewigw

AaBbCcDdEeXxYyiz
AaBbCcDdEeXxYylz
AaBbCcDdEeXxYylz
AaBbCcDdEeXxYyiz
AaBbCcDdEeXxYylz
AaBbCcDdEeXxYyiz
. NS = . AaBbCcDdEeXxYyZz

[ Ok ] [ Cancel ]

You can use the Zoom dialog box to display the page at preset zoom levels.
You can type a type a value into the percentage box. As you increase the
percentage value, the screen magnifications is increased.

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

Inserting special characters and symbols

The keyboard can only contain a limited number of different letters, numbers

and other items such as alternative currency symbols and the at (@) sign. You

can insert many more symbols and special characters if you wish, examples of
which include:

Moo€ < #[£..ect

Open a document called Symbols. This document contains a number of symbols
and special characters. Click to the right of the first picture of a symbol and then
click on the Insert tab. You will see the Symbol command as illustrated.

Clicking on the Symbol command will display a drop

down list of symbol options, as illustrated. R o
[@l
O T
@ JC Equation ~
|£2 Symbol 7|
ature Line = TC Equation ~

& Time £2 symbol=

Tl € O£ ¥ ©

Symbols

= ™ + #

I

[

- = L

M OE

a B = 0

£2 More Symbols...




Clicking on any one of these will insert the symbol that you clicked on (at the
Insertion point).

Clicking on More Symbols, will display additional symbols and options, as
illustrated.

If you click on the Special Characters tab within this dialog box, you will see a
list of special characters. As you can see, many of these special symbols have a
shortcut key displayed to the right of the special character, within the dialog box.
These can be useful if you need to insert a special character on a regular basis.

Symbol 2 5<]

Symbols Special Characters |

Fonk: |Timss Mlewvs Proman - Subcel: _Currancy Swmbals v]
n | Fl£fE | a|€[%] e |Ne|T™™M Qe *
vilzalvsl3s]as]zs|« 2] Sl L]<>] 2]zl elalld

E — . W an |_ i1 ! o= | = =|<|= gl

— Li{d 1 —
=TT FA =S F =T .
Recently used symbals:

Ps| €| £ | ¥|©| ‘“i¢£2{+fx{wua(
PESETA SIGHM Character code; |2EI.°.? | From: |Llnicn:u:|e (he=) o |
[ autoCorrect. .. ] [ Shorkcuk Kevy. .. ] Shortcut key: Z0A7, Alb+x

[ Inserk ] [ Zancel ]

Work through the exercises contained within the Symbols document. When you
have finished, save your changes and close the document.

Symbol 2 E
Symbols | Special Charackers
Character: Shortout key:
Em Crash C
- En Duash Chri-+-Fuam -
- MNonbreaking Hyphen Chrl-Shift+_
- Optional Hyphen el
Eimn Spacs
En Space
114 Em Space
@ Monbreaking Space ChrleShift+Space
Copyright Akl C
(B} Hegisterad AHCoHH
™ Trademark ARACrT
g Sechion
1 Paragraph
Ellipsis Ak Chrl-. =
N Single Opening Quote Chrl+,
Single Closing Quoke el
" Double Opening Quoke _krl+" " il
[ autoCorrect, .. ] [ Shorkcut Kew. .. ]
[ Insert ] [ Cancel ]




Paragraph Formatting
What is paragraph formatting?

e Paragraph formatting includes items such as alignment and indenting as well as
numbering and bulleting of lists. If you click on the Home tab, you will see a
paragraph section within the Ribbon.

=) = - =] [ E][3][1]
= E = §||I=-||{1;.v o
Paragraph ]

"“";»;— TIP: To select a paragraph triple click within the paragraph.

Paragraph marks

* To insert a paragraph mark, press the Enter key. This inserts a single paragraph
mark. Often you will insert two paragraph marks to end one paragraph and insert a
space on the screen before starting the next
paragraph mark.

* To remove a paragraph mark, click at the end of a paragraph and press the Del
(Delete) key.

"’“}; TIP: To see a paragraph mark, click on the Show/Hide icon and you will
see the paragraph break as illustrated below. This makes it easier to
identify and then remove the paragraph break. | q |

University-of-Dammam+
Deanship-of-the-preparatory-year+

-

Book-of-Computer-Skillsq]

e IT9

* -+ Windows"

* + Word-PossessingT

= -+ Powerpoint4]

® -+ Accessq{data-base)-1

e great a document Dammam allied Paragraph Formatting. Click on the Show/Hide icon ar
Backspace key to delete this paragraph mark.

Soft paragraph (line break) marks

* When you press the Enter key you insert a paragraph mark. If you press the
Shift+Enter keys you insert a soft paragraph mark, which is also known as a line
break.

The visual effect is often the same, but when you insert a line break, then the text
after the line break (up to the next paragraph mark) will be treated as a single
paragraph. Click on the Show/Hide icon and you will be able to see the soft
paragraph marks within the document. Re-click on the icon and you will no longer
see the soft paragraph marks.

€A



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

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

University-of-Dammams«
Deanship-of-the-preparatory-years

-

Book-of-Computer-Skillsq]

e |T9

+ Windows"

+ Word-Possessing

+ Powerpoint4]

+ Access{data‘base)"

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

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

Good practice aligning and indenting text

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

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

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

Aligning text

* Click within a paragraph. Experiment with using the alignment icons
displayed within the Home tab.

Indenting paragraphs

* [Itis easy to indent a paragraph. You would normally indent a paragraph
from the left by a specified amount, but you can also indent from the right. You
may wish to format your text using hanging indents, as illustrated below.

e Click within a paragraph that is aligned to the left. Experiment with using the
Increase Indent and the Decrease Indent icons displayed within the

Home tab. - - Indent Spacing
| €= >=2 = leit |0 2| $= Before 0 pt
- - 2 Right 0° ¥ After |10 pt

-

Paragraph

qu r




<*&>= TIP: Each time you click on the Increase Indent icon, the paragraph
P is indented further to the right.

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

S~ E-E | EENT :
This will display the Paragraph (=== =) [ =) .
dialog box. S .|/ Click Here |,
You can use the dialog box to R RN RN RN

set exact left or right indents.

Experiment with setting both left |,

and right indents for this

paragra ph ) Indents and Spacing | Line and Page Breaks

Use the Undo icon to reverse General

these left and right indents. Alignment: v

Click on the down Cutline level:

arrow next to the Special

section of the dialog box. Select Indentation

First Line. Left: Ocm 3 Special: Ey:
Right: Do 3 |(nu:une) V| | &
[T mirrar indents

Indentation
Left: Ocm % Special: By
Right: Ocm = {none) AN =

[] Mirrar indents E_
Hanging

Your paragraph will now look something like this. The first line is indented,
while the rest of the paragraph is not indented.




Applying single or double line spacing within paragraphs
* Within a paragraph you can adjust the spacing between the lines of that
paragraph.

<£&.. NOTE: Do not confuse adjusting line spacing within a paragraph
with adjusting the spacing between each paragraph.

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

= EE = ‘ai_—_vué:_g *;E'l%J'“ qu
== = 5(iE)5- E |$§T|
Paragraph -

This will display a drop down list, from which you can select line spacing

0pt|0ns. kil Ly~ =~ 7 Mormal I T Mo
1.0
v || 115
Select 1.5 and look at what happens to the ! =
formatting of your paragraph. 2.5

3.0

Line Spacing Options...

Add Space Before Paragraph
Remove Space After Paragraph

= <

Applying spacing above or below paragraphs
* You can adjust the spacing between your paragraphs. This can sometimes
make long documents clearer, or can be used to bring attention to certain
paragraphs within a document. In the example below we have increased the

spacing before a paragraph.

Although interest in clinical guidelines has never been greater, uncertainty persists about
whether they are effective. The debate has been hampered by the lack of a rigorous overview.
We have identified 59 published evaluations of clinical guidelines that met defined criteria for
scientific rigour; 24 investigated guidelines for specific clinical conditions,

27 studied preventive care, and 8 looked at guidelines for prescribing or for support services.
All but 4 of these studies detected significant improvements in the process of care after the
introduction of guidelines and all but 2 of the 11 studies that assessed the outcome of care
reported significant improvements. We conclude that explicit guidelines do improve clinical

e Select a paragraph within your document. Within the paragraph section of the
Home tab, click on the Paragraph Dialog Box Launcher. Within the Spacing
section of the Paragraph dialog box, use the Before and After control to set the
space that will be inserted before and after the paragraph. Experiment with
inserting different amounts of spacing and look at the effect.




ICDL Manual

m!!

Spacing

Before: 2 pk £ Line spacing: AL
F.

4

After: Zpt s Single w
[ pon't add space between paragraphs of the same style

Good Practice: Use paragraph spacing rather than using the Return key

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

Applying bullets to a list

* You can easily format a list to display using bullet points. Scroll down your
document and you will find a list of first names. Select the list of first | .=
names by clicking in front of the first name and then while pressing the | &#—
mouse button, drag the mouse pointer to the end of the last name in the
list. =M= - E |21 Y] AaBbCc s

* Click on the Bullets icon (located within the | recently used Bullets

Paragraph section of the Home
tab). The list will then be displayed as a g
bulleted list. Bullet Library

=
n.
-
=
72}
(=}
=
-
—
(=5

<*&>= TIP: If you have time, click on the More || @ O ] * |
" down arrow to the right of the
bullets icon. This will display a drop =S v
down menu allowing you to use
different types of bullets. - b

Define Mew Bullet...

*

Applying numbering a list
* Microsoft Word can automatically humber a 4 —

list for you. Select the list of second names. —
* Click on the Numbering icon (located within the Paragraph section of

displayed as a numbered list.

MNumbering Library

TIP: If you have time, click on the X ”

»” down arrow to the right of the Hone j ?
numbering icon. This will display a ' )
drop down menu allowing you to use
different types of numbering styles.

<. NOTE: If you add a name to the . B )

«” end of your list it will automatically '
be assigned the next sequential
number. If you delete a name . E
within the list then the whole list will | * I
be automatically renumbered.
Experiment with adding deleting —
items within the list.

l. A a)

Define New Mumber Format..,

e Save your changes and close the document.




Modifying bullet and numbering formatting
e create a document and saved as Modifying bullet and

numbering.

e Select the items within the numbered list as illustrated.

Numbered List

i
ii.
iiii.
iv.

Red
Green
Blue
Yellow

e Click on the down arrow to the | . .o o &) = =

right of the Numbering icon.
Select a different numbering
format, as illustrated.

ont

x, % Aa-||®-

é.

E |

¢ Use the same technique to
modify the bullet formatting,

Y= || ALl
=3 BT asmncenc ag
Recently Used Number Formats

1
2.
3

Numbering Library

Mono

Bb(
o Sp

) rin
but this time click on the
down arrow to the right of Numbered List | A )
the Bullet icon. L Red " - i
1. Green
e Save your changes and close . Blue . )
document_ V.  Yellow b, i
Removing bullet or numbering formatting P ——r—.
* Open a document called Removing bullets and numbering.
+ Select the items within the numbered list as illustrated. " Zf:en
e Click on the Numbering icon to remove the humbering , I
formatting. 4. Yellow
/ NOTE: You can also click onthe ==/ = == 4]/ q
down arrow to the right of the Recently Used Butets AaBoCcDC A
Numbering icon and from the =
drop down menu displayed, °
click on None.
Bullet Library
e Select the bulleted items within the .
document and click on the Bullets icon ere || @ | (O W | e

to remove the bullet formatting.

=£e.. NOTE: You can also click on the
down arrow to the right of the
Bullets icon and from the drop
down menu displayed, click on
None.

>|[v

Document Bullets

* Save your changes and close the document.

Adding borders and shading

the




You can display a border around a paragraph to add more impact to that

paragraph. You can also add shading. To emphasize a

reverse the normal colour display, so that text within that paragraph is displayed

as white text on a black background.

Adding a border

Open a document called Borders and shading.
Click within the header (containing the words Computer

Memory).

Within the Paragraph section on the Home tab, click on
the Down arrow to the right of the Border icon. This will
display a drop down list from which you can select the
type of border you wish to apply. In this case select the
Outside Borders command.

A border will be applied around this paragraph.

Computer Memory

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

Modifying your borders

ICDL Manual
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paragraph you could

- T Normal | T No Spaci,
i Bottom Border
Top Border

Left Border

=
n.
-
=
72}
(=}
=
-
—
(=5

Right Border
Mo Border

All Borders
Qutside Borders

______ Inside Borders

— Inside Horizontal Border

Inside Vertical Border

Horizontal Line
Draw Table
Wiew Gridlines

Borders and Shading...

Click within a paragraph which does not have a border applied to it. Within
the Paragraph section on the Home tab, click on the Down arrow to the right
of the Border icon. From the list displayed, select the Borders and

Shading command.
This will display the Borders

Borders and Shading E|E|

and Shading dialog box. | ™ LEeegerer | shedng _
(IOOk to laSt p|C) You can use = = = Click on diagram below or use
this dialog box to change the D s buttons to apply borders
shading setting, style, color |:| g
. Box
and width. (&=
. ) D Shadaw .
From the Setting section of A4
the dialog select the 3-D. Bl = e
Use the Style section of the st
dialog to select a different =] cstom e -
pply ko
border StY|e. Paragraph hd
o) oo ]
Color: Style:
Aukomatic [~ A
B ~futomatic
Theme Colors
- =1 1 - . —
.Illllllll —
Standard Colors
N . AR N N ] ——
More Colors... W




* Click on the down arrow to the right of the Color section to display a list of

colors. Select a color.

width:
14 pk _— rv-
* Click on the down arrow to the right of the Width section ” :t
to display a list of widths. Select a width. e ot
1pk
« Click on the OK button to close the dialog box and apply the : DE
border. -
3 pk ——
412 pk —
5Pk
Adding shading
* Click within a paragraph.
* Within the Paragraph section on the Home tab, click on (&0 ] vvomar [n
Theme Colors

the Down arrow

to the right of the Shading icon. This will display a drop
down list from which you can select the color of the shading

you wish to apply.

* Click on the Undo button and apply a different color of Standard Cotore

shading.

/i TIP: Try applying Black shading.

FlER
Theme Colors
m HE

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

Modifying your shading

HE EEEENR
Mo Color

w4 | More Colors...

Read Only Memary (ROM) as the name suggests is a special type of memory chip which holds
softwarewhich can be read but not written to. A good example is the ROM-BIOS chip, which
contains read-only software. Often network cards and video cards also contain ROM chips.

Zuskam

Mlew

Current
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* Click within a paragraph. Within the Paragraph section on the Home tab,
click on the Down arrow to the right of the Shading icon. From the list
displayed, select the More Colors command.

e Select a color and then click on the OK button.

=
n.
-
=
72}
(=}
=
-
—
(=5

Applying borders to selected text

* You can apply borders and shading to an entire paragraph. However if you
select a word or portion of text within a paragraph, then you can apply
border and shading to just the selected text. Try experimenting with
selecting words or sentences within your document and apply border and
shading effect.

* Save your changes and close the document.

Finding and replacing text

¢ Sometimes documents can be very long and you may need to search that
document for a particular word or phrase. You can use the built-in search feature
to do this for you. If you need to find a particular word or phrase and replace this
item with alternative text, then you can use the search and replace feature.

WARNING: Using the search and replace feature sounds great, but you
need to be careful. I always make a backup copy of a document before
using this feature as it is very easy to get it horribly wrong. Many words
have within them smaller words. The word WARNING for instance has
the words WAR and WARN within it, and if you replaced the word WAR
with something else, then the first three letters of the word WARNING will
also be replaced.

There are ways to stop Microsoft Word from doing this, but you must

be careful!
Finding text
* create a document and saved as Searching and replacing. =S Y
* Click on the Find button, located within the Editing section of @
the Home tab. 34 Find |~
2.c Replace
e
- Ly Select~
= Editing
Find and Replace @@
This will display the Find dialog box. Fd | Reghce | GTo
Find what: v

* Within the Find what section type in the
text you wish to search for, in this case
type in the word Internet. Click on the

-




|
L

Replacing text

Find Next button. The next occurrence of the word Internet will be found and
highlighted within the document. Keep clicking on the Find Next button to find more
occurrences of the word. When there are no more instances of the text to be found
you will see the following dialog box.

Microsoft Office Word

» Close the Find dialog box.

=*=&> TIP: An easy way to display the Find dialog box is to press Ctrl+F.

g

1
b1

Click on the Replace button, located within the Editing section of -

the Home tab
This will display the Replace dialog box. In this case we will replace 34 Find ~

the text |23 Replace |
World Wide Web with WWW, as illustrated. Al R setect
Editing

Find and Replace

Click on the Find Next button. The
next instance of the text will be
selected. Click on the Replace button.
In the same way replace all instanced

Find ‘ Replace | Go To

Find what: |World Wide Web £V |

of the text World Wide Web with | ™™ o] .
WWW- [ Replace ] [ Replace Al ] I Find Mext ] [ Cancel ]

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

Save your changes and close the document.

Tab stops

In early versions of Microsoft Word, using 'Tab Stops' was a vital method for
formatting particular items within a Microsoft Word document. Tabs were
commonly used for displaying columns of data, with each column of data

being separated from the next column by a tab space.

As newer versions of Microsoft Word have been released over the years the use of
tab stops within a document has lessened, as Microsoft Word will now


http://www/
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automatically insert tab spaces into document elements such as a ‘table of

contents’. Microsoft Word 2007 also has many pre-designed pages available to <

you such as customizable front pages which again makes the need to manually P~

insert tab stops less important than it used to be in earlier versions of Microsoft =

Word. &

=

e When you create a new, blank document, by default the Ruler does not <

contain tab stops. S

: : =
Setting and removing tabs .

* Before manually inserting tabs stops, you should display the : @

Microsoft Word Ruler. This Ruler allows you to easily insert e

tab stops. If the Ruler is not displayed click on the View .
Ruler button (displayed at the top of your vertical scroll bar).

View Ruler
Button

| 5l

e If clicking on this button removes the display of the Ruler, click on it again
and the Ruler will be displayed again across the top of your document.

|-2-|-1-|-§-|-1-|-2-|-3-|-4-|-5-|-s-|-?-|-s-|-9-|-10-|-11-|-12-|-13-|-14-|-15-|-¢-|-1?-|-1s-

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

Cn) d o *
* You can click along the ruler at the location you =/ tome | et Pagelapout  Refermces
wish to insert the tab. L ‘- AExElE
Tab types include: - x Al Z- A [

Clip A t o
E Tab Selector S —
Left Tab stop:

This sets the starting location of text which will
display to the right as you type text into this tab stop location.

Centre Tab stop:
|1| This sets the position used for the middle of the text, which will centre
on this tab stop as you type in text.

E Right Tab stop:
This sets the right end for your text and when you enter text at this tab stop

it will move to the left.

E Decimal Tab stop:
This is used to align numbers around a decimal point.

El Bar Tab stop:
This displays a vertical bar at the tab stop location.
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=<%%> NOTE: There are two more options, but these relate to indents rather

#”  than tab stops.

]

Indent First Line:

where you would like the first line of that paragraph to begin

Hanging Indent:

Click on this control and then click on the top part of the horizontal ruler

Click on this control then click the bottom half of the horizontal ruler where you

would like all the lines after the first line of the paragraph to be indented to.

To move a Tab Stop left or right you can drag it using the mouse pointer
(with the mouse button pressed down when you are dragging the tab stop).

To delete a Tab Stop drag it off the Ruler (with the mouse button pressed down

when you are dragging the Tab Stop).

Great a document and saved Tabs.

Area 2005 Sales 2006 sales

° North Region 89 94
e Select the data within the document as
illustrated. South Region 67 o8
e Click on the Ruler above the start of the text _
'2005 Sales', as illustrated. EastRegion 64 83
West Region 23 77
Drag this tab stop to the right, as illustrated. S R R
Area 52005 Sales 2006 sales
North Rejgion 29 94
Area %2005 Sales 2006 sales South Re;gion 67 98
North Region 89 94 East Regi:on 64 33
South Region iﬁ'f' o8 West Regjion 23 77
East Region is4 33 ;

West Region 23 77

Click on the Ruler at the start of the text '2006 Sales' as illustrated.

Drag the tab stop to the right, so that the data e

Lordr2-

3 L

b now

looks like this.

Area

North Region
South Region
East Region

West Region

2005 Sales 2006 sales

89

67

64

23

94

98

83

77
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Area 2005 Sales 2006 sales =
North Region 89 94 e
o
South Region &7 og 7]
o
*
East Region 64 83 o
2
West Region 23 77| e
(=5

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

Tab stop posiktion: Diefault tab sktops:

3.25 cm 1.27 cm =
=.25

5.75 Em Tab stops ko be cleared:

alignmenk

&) Lefk & Center ¢ Right
2 Decimal & Bar

Leader
(&3 1 Mone L = | B ===
s

[ Se=k ] [ Clear ] [ Clear all ]
J |

Cancel ]
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e Try deleting one of your tab stops by dragging it off the Ruler. Use the Undo
key to reverse this deletion.

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

Viewing tab marks within a document using the Show/Hide icon
* create a document called Viewing tabs.

* This document contains tabs but normally you cannot see them within the
document.

* Click on the Show/Hide icon . — T -
: - Pr e | |22 t=|%“| | J
(contained within the Paragraph i 5 :
section of the Home tab). ‘
= =| *=,|| by~ LED -l
e The tabs will be displayed as Faragraph |

illustrated below.
Area - 20055ales -+ 2006-salesq]

North-Region - 89 -+ 949
* Close the document.
South-Region+» 67 - 989
EastRegion - 64 - 839

WestRegion - 23 - 771

Styles
¢ You can create a collection of formatting rules and then save them as a Microsoft
Word style. This style can then be applied to selected text within a document.

Applying styles to a word, line or a paragraph

* Open a document called Applying styles.

* Select the first line to which you wish to apply a style.

¢ Click on the down arrow to the right of the Style box. The Style List box

will display Microsoft Word styles which can be applied to part of a document.
Select the Title style and it will be applied to the selected text.

&4 Find -

| AaBbCcDe | AaBbCcDe AaBbCi AaBb(Cc b peplace

* Your (_Z|OCUI’T_1€nt will now . THormal | TMo Spaci.. Headingl Heading 2 Change - )
look like this and select it Styles~ || ki Select
Aalj daBhCc. AaBbCcDi AaBbCcDi 4| Editing

e Save your changes and
y 9 U Title Subtitle  Subtle Em.. Emphasis SR I

L
close your document.
Title
| AoBreee AaBbCcDc AaBbCcDt AaBbCcDi 5




Page Formatting

What is page formatting?

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

Page orientation and paper size

* Normally your Microsoft Word document will be displayed in Portrait page
orientation, which is like looking at a photograph, where the long edge is the
vertical line. You may change to Landscape orientation for certain types of
documents such as notices.

Al A

Fortrait Landscape

* The physical size of the paper used within printers varies from country to
country. In the United States the normal paper size is called 'Letter’ size
and the dimensions are measured in inches. A ‘Letter’ sized paper is shorter but
wider than ‘A4’ sized paper.

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

e create a document and saved Page layout. Click on the Page Layout tab.
Within the Page Setup section click on the Orientation button. A drop
down list allows you to select either Portrait or Landscape page orientation.
Select Landscape.

r

Home Insert Page Layout References

] K- ’ |13 Orientation | ¥= Breaks ~
= A&l ! ‘ ine Numbers ~
Themes — Margins :l Portrait :

- v v = yphenation

Themes L

|'2'|'1'l‘::j Landscapel_z:’l_d'

[ oo
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| —
L —
e Your document will now look something like this.
& Home | Inset Pagelayout  References  Malings  Review  View ]
=] & = = = (i 2 Find +
2 com [0 Bl - #8019 | amnceod| naeocens aaBhee aapbee AaB A L :epm
PR ot Pinter | (RS K -|22- S = Thormal |TNoSpacing Headingl  Heading2 Te o ;:‘;:iuﬂ &t select -
Clipboard 5 Font > Paragraph E styles 5 | Editing
e R R S R RS SR R SRR SN Y
. University of Dammam collegesare :

Affiliated colleges are College of Medicine, College of Basic Medical Sciences, College of Public Health,
College of Arts, College of Science, College of Education, College of Clinical Pharmacology, College of
B Dentistry, College of Nursing, College of Management, College of Computer Science and Information
) Technology, College of Engineering, College of Applied Medical Sciences, College of Planningand
Architecture, Dammam College of Drafting, Al Qatif College of Applied Medical Sciences, Community
. College and College of Management, Al vl College of Education and College of Applied Medical
Sciences, Hafr Albatin College of Education and College of Applied Medical Sciences, Annuayriyah
College of Science and Arts and Al Khafji College of Science and Arts.

e To see the effect better, click on the Microsoft Office button and click on the
arrow next to the Print option. From the submenu displayed select the
Print Preview command.

@ el 9 - O Pac
Ll

dl

New Preview and print the document

Print
—~ 3 Select a printer, number of copies, and
;./‘ Cpen othor primting opticons bofore primttieg.

Quick Print
I I Save Send the document directly to the default

printer withouwt making changes.

Print Preview
ﬂ Save As  k Preview and make changes to pages before

printing.
L@H Print 3

« This will display the document in Print Preview view.

"

b [N % E € [ % LJonepage v 3

GE 0B 0 ]LEJmm ‘™ e @
== @ TwoPages ¥ magniier

Print Options  Margins Orientation Sze | Zoom 100 3 Presious page | Close Print

L - -
= = Page Width & shrink One Page

Preview
print Page Setup s Zoom Preview
- -
B T . 0 =
Fo— - . o - . - . o &
Univsrsty ot Dammam cotegasare

AfFiatad cotleges ara Cllegacf Medicine, Colege of Sasic MedScal cisnces, Colage of Public Heskh, Collge of Ars, Callegei Sioncs, Collag
s Eucation, Cavege of Cnicel Pharmasalogy, Cabage ofDersiy, Colage o Nursing Colase o anage ment, Coliege of Campusr Science.
Techmoiogy. E Scnces Colkge e,

sha bt pe—
a0 2 Khaf Cege of Scercesnd s,

senuzyriven Colsge of

e Click on the Close Print Preview button to return to Print Layout view.
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Close Print
Preview

* Reset the page orientation back to Portrait orientation.

Changing the page size
* Experiment with changing d9-0 = ecdl
the page size. To do this E‘a pp——
click on the Page

Home  Inset | Pagelayout = References  Mailings  Rev

Layout tab and from within A;] B colors - @ E [ _j —=| "Sioreaks - 3
the Page Setup section of = “=J s p — 3 Line Numbers ~
the Ribbon, click on the Size | heme: Margins Orientation| Size |Columns
. ! - |O|Effects * = 3 - v b& Hyphenation v
icon, as illustrated.

1 Themes Page Setup ]

* You can click on an item within the drop down list to change the page size.

Wz
i ) S —
2 Home Insert | Page Layout | Rdermces Mailings Review

Aajl I cotors - . I E I »= Breaks ~
==-J| [A]Fonts - £ Line Numbers ~

I
Tneme: Malgln} OIIUIICUOH - Ske culumru |
[©] Errects - , |

b~ Hyphenation ~

Letter
21.59 cm x 27.94 cm

Themes

> |

Tabloid
2794 cm x43.18 cm

LILE

Ledger
4318 cm x 27.94 cm

Legal

21.59 ¢m x 35.56 ¢m
Executive

18.41 cm x 26.67 cm

A3
29.7 cm x42 cm =il

A4
21 cmx 29.7 cm

Do

c5
16.19 cm x 22.89 cm

11x17
2794 cm x43.18 cm

Screen
16,51 cm x13.15 cm

More Paper Sizes...




Page margins

Your document has a top,
bottom, left and right margin.
This is the space between the
edge of your text and the edge
of your page. Each margin may
be increased or decreased. Be

careful not to decrease it too
much or you may have
problems printing the
documents.

To modify your page margins,
click on the Page Layout tab.
From the Page Setup section,
click on the Margins button. A
list of preset options is
displayed, as illustrated.

Experiment with applying these
different preset margin options.
To create your own custom
margins, click on the Custom
Margins command

/ -, i g v
( Q?' = L)
‘ Home Insert Page Layout References
Aa \- 3 Orientation ~ ¥— Breaks ~
""" @' [ Size - £ Line Numbers ~
Themes Margins| __ = :
v m' - g8 Columns~  pe™ Hyphenation ~
Themes N Normal
- Top 254an  Bottom: 2.54 cm
gt Left 254cm  Rightt 2.54cm
Nartow
~ Top 127cm  Bottom: 1.27 cm
& Left 127am  Right: 127 cm
- Moderate
= Top 254cm  Bottom: 2.54 cm
I Left 19 an Rightt 191cm
S Wide
Top 254cm  Bottom: 254 ¢m
a Left 508cm  Right: 508 cm
7 3 Mirrored
A l Top: 254cm  Bottom: 2.54 cm
= | Inside: 3.18cam  Outside: 2.54 cm
"
- Office 2003 Default
= Top: 2.54cm  Bottom: 2.54 cm
B Left: 3.18cm  Right: 3.18 ¢m
2 Custom Margins...

D

Mailings R

] Watermark *

QQ] Page Color*

[]) Page Border
Tge Backgrour

+ § v v

o

displayed at the bottom of the Margins drop down list.

Office 2003 Default
Top: 254 cm
Left: 3.18 cm

Baottom: 2.54 cm
Right:  3.18 cm

Custom Margins...

This will display the Page Setup dialog box, allowing you to set exact values for
the margins. Experiment with setting different margins values.

Before continuing, reset the margins
to the Microsoft Word default values
by clicking on the Margins button
margin

and selecting the Normal
command.

Pape Sclup

Margins

Margins
Top:
Left:
Gutker:

Orientation

FPaper

2.54 cm

Layouk

4h

2.94 cm

=]
; n
- ?
s
43| |40

Paorkrait

Land

scape

Bottarn: 2.54 cm £
Rk
Gutker posikion:
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Themes Normal

Top: 254cm  Bottom: 2.54 cm
Left: 254cm  Rightt 254cm

Inserting Page“Breaks

When you start typing into a document, the text normally starts at the top-

left of the page and as you type more words they are displayed on the line moving
towards the right of the page. When the words you are typing reach

the right side of the screen they automatically drop down to the next line. If

you continue typing you eventually fill that page, at which point Microsoft Word
automatically moves on to the next page. These automatic page breaks that are
inserted by Microsoft Word are called 'soft' page breaks. Sometimes you wish to
force Microsoft Word to leave a blank area displayed at the bottom of one page
and the next text to be displayed on a new page. To do this you need to insert a
manual page break (sometimes called a hard page break).

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

Deleting Page Breaks

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

Click on the Home tab and from within the

Paragraph group, click on the
Show / Hide icon.

Any page breaks within the document will now u
be displayed as illustrated
below.

To remove a page break, click to the right of the page break and press the
Backspace key.

Good practice — Use page breaks rather than repeatedly pressing the
Return key

If you wish to insert a new page, always use ‘page break’ method. Never




keep pressing the Return key until Word skips to a new page.

Headers and footers

If you are planning to print a document, it is a good idea to add a footer or
header to the document, especially if it is a long document.
Click on the Insert tab and from the Header and Footer section click on the

Header icon. A drop down list is displayed. Select the Edit Header
command.

D @ g

Header| Footer  Page Text .=
v -~  MNumber~ | Box~ = Drop

5]  Edit Header

.f';L Remove Header

-
E'" | I

_teader_lopyright and the Law

The header area will be displayed on
screen as illustrated.

Software Copyright Issues

Maost nroorams which vou nurchase are convnohted
Type in your header text. In this case type in your name.

If you look closely you will see that a special header and footer ribbon is

displayed. This ribbon displays related commands to enhance your header or
footer.

( Dy HA9-0 - Page layout.docx - Microsoft Word Header & Footer Tools
Rt safeNsies Al
Home Insert Page Layout References Mailings Review View Developer Design
=0 X s ! 5 _;] Quick Parts = j i Previous Section Ditferent First Page «f,‘d Header from Top: 125em ]
= = (T = 5 S -
— = # [ Picture e s 5’, Next Section Different Odd & Even Pages | [z Footer from Bottom: 1.25¢cm 7
Header Footer Page Nate Gotn Goto 2
v +  Number~ || &Time (8 Clip Art Header Footer == Linkto Previous | (¥ Show Document Text [2] Insert Alignment Tab
Header & Footer Insert Navigation Options Position

Click on the Close Header and Footer icon.

a
X

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

Close Header

and Footer
e Close s




Dammam

University of Dammam colleges are:

Affiliated colleges are College of Medicine, College of Basic Medical Sciences, College of
College of Arts, College of Science, College of Education, College of Clinical Pharmacolo
Dentistry, College of Nursing, College of Management, College of Computer Science an
Technology, College of Engineering, College of Applied Medical Sciences, College of Pla
Architecture, Dammam College of Drafting, Al Qatif College of Applied Medical Science

College and College of Management, Al Jubayl College of Education and College of App!
Sciences, Hafr Albatin College of Education and College of Applied Medical Sciences, An
College of Science and Arts and Al Khafji College of Science and Arts.

* To insert a footer, click on the Footer icon and select the Edit Footer

command.
j _] ] A _J Quick Parts ~
= =4 £ : A Wordart -
Header|{Footer| Page Text Az
i N Number ~ Box> ==DropGCap~

el 5| Edit Footer

* _:i Remove Footer

-

i
2
—=a

+ Type in the following text as your footer and then close the Header and
Footer ribbon. ‘Draft copy only’

Page numbering
* You can insert automatic page numbering into a

document header or footer. (Da) Hd9-0 -
As this is inserted as a field when you modify .y

i Home Insert Page Layout Ry
the number of pages within the document the - 3 Quick Part
H H = == = = ic arc:
page numbering is also updated on each page. é = ﬁ & & pic
. icture
¢ C(Click on the Insert tab and from the Header Header Footer | Page Date
[&] Clip Art
. . - *  |Mumber~! | &Ti ip
and Footer section click on the Header & H I;'" ": - s R
Header icon. A drop down list is displayed, — I} ;:;:to af; .
select the Edit Header 2l | BoomerTage
command. You should see your name displayed )l Paoe Margins ’
as the header. = [#]  Current Position »
e Click just after your name and press the Tab | - &' Format Page Numbers..
key twice .f}_ Remove Page Numbers

* Click on the Page Number button and then
select Current Position.

e Select Plain Number from the Page Number gallery.

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

Footer ribbon.
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Header and footer fields

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

PIOAA 1JOSOIDIIA

+ Click on the Insert tab, and from the Header and Footer section click on the
Footer icon. A drop down list is displayed, select the Edit Footer command.
You should see your footer text. Click at the end of the footer text. Press the
Tab key twice.

¢ Click on the Quick Parts button. From the drop down list displayed select the
Field command.

; 6.,3 Hd9-06 ) Document5 - Microsoft Wc
Home Insert Page Layout References Mailings Reviey
Quick Parts ~ — (5 Previous ¢
= _J | 4
= H 4
J 1 Document Property » H
Header Footer Page Date
v v Number~ || &Time |[[=] Field...
2 <
Hisader s Fouiee £F Building Blocks Organizer...
7
tres it vl A %) Get More on Office Online...
a4

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

Please choose a Field Field properties Field opkions
Cakegories: Dake Formats: [] use the HijrifLunar calendar
[caary ~]|
" = 0 [] Insert the date in last used Format From
Eield names: — - Inserk kab
b Thursdav 03 February 2007

S5E Lo 05 February 2007 [] use the Saka Era calendar

Date 08/02/07

CocProperky 2007-02-05

Docariable g-Feb-07

Edit Tirme 08.02,2007

Ef‘I! 03 Feb. 07

F!IBN_ame 8 February 2007

FilsSize 3 February OF

Fill-in Feb-07

GoToButton 08/02/2007 02:10

GEreetingline 08/02/2007 0Z:10:03

Hyperlink 2:10 AM

IF i Z:10:08 AM

IncludePicture 0z:10

IncludeText 02; 10:08

Index

Info

Keywords g

¥ — Preserve Formakting during updates
Descripkion:

Today's date
Field Codes I QK ] [ Zancel ]

¢ Click on the OK button. Close the Header and Footer Ribbon and you will see
your footer displayed at the bottom of each page.
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« If you have time, have a brief look at some of the other fields that you can insert
into your header or footer.
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 The Filename field is particularly useful as if you insert this into a header or footer
and then save your document this field will record the file name. You will find with
a little experimentation that this field can also include the folder storage location
on your hard disk.

e Save your changes and close the document.




Cover pages

* This feature was introduced in Microsoft Word 2007. It inserts a professional

looking front cover page into your document.

* create a document and saved Cover page. Click at the start of the document.
Click on the Insert tab and then click on the Cover Page button (within the

Pages section).

* This will display a drop down from which you can select a cover page type.

In this case select the Motion type.

¢« Once you select a cover page type you will see the
following.

Click on the [Type the document title] and then
enter a title, such as
'university of dammam’'.

¢ You can also insert a subtitle and abstract.
¢ Click on the [year] control to insert today's date.

+ View the document in Print Preview view. To do
this click on the Office Button. Click on the
arrow to the right of the Print command, and
then select the Print Preview command.

* When you have finished previewing your document,
click on the Close Print Preview icon and you will
display the document in Print Layout view.

e Save your changes and close the file.

Applying Automatic Hyphenation

* If a word at the end of a line of text is too long to
fit on that line Word 2007

CAFEREDL
=

= Home | Insert | Pagelayout  References Mailings ~ Review  \

B 2 Q

e | Pidure Clip Shapes SmartArt Chart | Hyperli
Art -

Exposure
(N

[Type the document ]

will move that word to the beginning of the next line rather than hyphenate
it. If you wish you can set up Word to automatically hyphenate text. You can
even control the length of the area at the end of a line that will trigger

automatic hyphenation, when required.

e create a document and saved it Hyphenation.

The document will look

[



something like the illustration below. You should see that hyphenation is not

active.

Click on the Page
Layout tab and from
within the Page Setup

group, click on the
Hyphenation button.
From the drop down

displayed click on the
Automatic command.

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

Before continuing turn off

automatic hyphenation
by clicking on the Page
Layout tab and from
within the Page Setup

group, click on the
Hyphenation button.
From the drop down

displayed click on the
None command, as
illustrated below.

Close your document
without saving your
changes.

Hyphenation
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5Ome LONG WOras 1ncluge apSTIACT1ON1Sts, ACCOMMOOETINgLY, ACQULS1T1VENess,
hierarchically, untraditionally, transmembrane, vindictiveness,
%%%gﬁg};, unpretentiously, misrepresenting, mistranslations,

; Lrousformativns, pusteadinesses,

blivuenesses, yoluslessnesse

passzionately, transplantation, unobjectionable, persuasiveness,
photoexcitation, visionarinesses, yerifiableness and vascularisation.

Bt - =
g e
. Home Insert Page Layout References Mailings Review View
nCoIors = += Breaks ~

Fants = D |‘—3 Ij J 3 Line Numbers ~ \j

Themes Margins Orientation Size Columns —— - Watermark H
- @Effects' - - = = b~ Hyphenation = - c

Themes Page Setup MNane
v | Automatic
Manual

be~ | Hyphenation Options...
Hyphenation
Some long words include abstractionists, accommodatingly, acquisitiveness,
hierarchically, untraditionally, grapsmembrane, vindictiveness, truthful-

r

valuelesanesses, transformations, unsteadinesses, passionately, transplan-

[teteretotoleiniesyntbead

tation, unobjectionable, persuaaiveness, photoexcitation, visionarineases,
verifiableness and vascularisation.

AT AR TR AR

CLERCE,

Home Insert Page Layout References Mailings Review View
] I colors - 3 lj ¥= Breaks * j
— Fants ~ B £ Line Numbers -

Themes Margins Orientation  Size  Columns Watermark |
- @ Effects ~ - - - +  |bE Hyphenation = - c

Themes

Page Setup v | None
Automatic
Manual
b Hyphenation Options...
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Using Tables

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

PIOAN 1JOSOIDIIA

Inserting a table

* create a document and saved as Tables.
insert a table containing 4 columns and 3 rows.

* Display the Insert tab and you will see the Tables group displayed as

illustrated.
D)\ -3+
Lo ) a— -
3 Home | Insert |
e Clicking on the table will display the following. | 13 Coverfage = == ]
| _] Blank Page [t ‘
= Tabl
ﬂn [ I L Documentl - Microsoft Word ’% Page Break av -
- Home Insert Page Layout References Mailings Review View | pages ‘ Tables

e (RT IV W T g I JF

= Table | Picture Clip Shapes SmartArt Chart Header Footer Page
Y=, Page Break v Art - &) Lross-reterence v *  Number~
Pages Insert Table Links Header & Footer
O O O
I O O
I O o o
I O

I o
j Insert Table...

uraw 1aoie

&
]
G5 excel spreausneet
3 Quick Tables >

« If you move the mouse pointer over the cells displayed in the drop down you will
see that a preview version of the table is displayed within your document.

(/CIB 98+ Documentl - Microsoft Word
WS |
= Home Insert Page Layout References Mailings Review View

| Cover Page ~ ':L 5 HB I‘EP % “ 9. Hyperlink = j 0 A 2l Quick Parts ~ | & Signature Li
i — = = ==
) Blank Page 1 A& Bookmark o= = Z a‘ WordArt ~ [s:s Date & Time
Table Picture Clip Shapes SmartArt Chart Header Footer Page Text = N .

At 128 Croce referance Milocs Dua  ASDrop cap »gd Object ~

| += pags Break

| Pages | ax3 Table Links || Header & Footer Text

Ooooo
]
]
]

Insert Table...

Draw Table

Excel 1 | | ]
Quick Tables >

Ea-E 500000
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e Click when you see a 4x3 Table displayed (in the area immediately above
the cell drop down). The table will be inserted into the document, as
illustrated.

=
=
H
=
w»
=
e
5
q
o

* Notice that the display at the top of your screen has changed. As you are within
the table you have just selected, Microsoft Word automatically displays
commands and options related to modifying and formatting your table.
. Click outside your table and the table will display its original commands. Re- clicking

(O HY9-0 Documentl - Microsoft Word Table Tools = O X
—‘J/ Home Insert Page Layout References Mailings Review View Design Layout @
V! HeaderRow [V FirstColumn | M — ——— ———— < shading ~ - _:’_\] [S=
Total Row Last Column EE=Ee] wereer bevoemeed beneeged b = - [ sorders|- % pt - B —T
e e || e e e T e R | ———— praw Eraser

- D
Z PenColor~  Taple

V| Banded Rows Banded Columns
Table Style Options Table Styles Draw Borders

within the table will again display Table related commands. If you do not see the
table commands displayed you will notice that there is a Table Tools option
displayed at the top of your page (above the normal tabs).

Click on this to display your table related commands.

Table Tools

View Design Layout

Navigating within a table

* Click within the first cell in the table. Type in the name of the town or city in
which you live.

* To move to the next cell press the Tab key (or click within the cell using the
mouse pointer). Type in the name of another town or city. Carry on in a
similar fashion until all the cells contain the name of a town or city.

e Try pressing Shift+Tab. As you will see this moves you to the previous cell.

Selecting and editing text within a table

* Click within the first cell. Double click on the word within this cell and change the
word to your first name. Navigate to the second cell and overwrite the contents
with your second name. You can edit the text within a cell rather

than replace the entire text by selecting the part of the text you wish to edit
and then typing in your changes.

Selecting cells, rows, columns or the entire table

e Itis important to know how to select elements within your table. Practice
these selection techniques using the table you have created.
To select a cell. Move the mouse pointer to the left side of the cell you want to
select. The mouse pointer will change to the shape of a small solid black arrow
pointing upwards and to the right. Click when you see the pointer change to this
shape and the cell will be selected.
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To select arow.

Move the mouse pointer to the left of the row you want to select. When the
mouse pointer changes to the shape of an arrow, click once and the row will be
selected.

To select multiple rows which are next to each other.

Move the mouse pointer to the left of the first row you want to select. When
the mouse pointer changes to the shape of an arrow, click once and the row

will be selected. Hold down the Shift key and then click on the last row of the
block of cells you wish to select.

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

Move the mouse pointer to the left of the first row you want to select. When
the mouse pointer changes to the shape of an arrow, click once and the row
will be selected. Hold down the Ctrl key while clicking to select other rows.

To select a column.

Move the mouse pointer to the area just above the column you want to
select. When the mouse pointer changes to the shape of a small, black,
down-pointing arrow, click once and the column will be selected.

To select multiple columns which are next to each other.

Move the mouse pointer to the area just above the first column you want to
select. When the mouse pointer changes to the shape of a small, black, down-
pointing arrow, click once and the column will be selected. While

holding down the Shift key, click above the column at the end of the block of
columns that you want to select.

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

Move the mouse pointer to the area just above the first column you want to
select. When the mouse pointer changes to the shape of a small, black, down-
pointing arrow, click once and the column will be selected. While holding down
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the Ctrl key, click above the other columns that you wish to select. Release
the Ctrl key when you have finished selecting columns.

To select the entire table.

Click within the last cell of the table. While holding the mouse key down,
move to the first cell within the table. When you release the mouse button
the entire table will be selected.

=
=
H
=
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=
e
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q
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Inserting and deleting rows and columns

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

To insert a row.

Select the second row within your Calibri Bot = 11 = A" o" A
table and rlght-cll_ck over the ——y; EYV-A-EES-
selected row. You will see a popup I
menu displayed. Click on the Insert | ¥ o
command and you will see a |
submenu displayed, as illustrated. e
You can insert a row above or below Q| Bste
the row you selected. In this case Insert P4 msert Columnstothelet |
insert a row below the selected row. Delete Rows F Insert Columns to the Right
To delete a row. 1 Merge Cells é Insert Rows Above
Select the first row within your table 3% Distibute Rows Evenly B nsert Rows Below
and right click over the selected H1. Distibute Columns Eveniy al Inget Cells.
row. From the popup menu ~ , -

[ Borders and Shading... |

displayed select the Delete Rows
command. Use the

Undo icon (towards the top-left of your screen) to undo this deletion.
To insert a column.

Select the second column within your ColbrBor+ 11+ A 3" Ar f
table and right-click over the selected = RTEW-A-FFE.

column. You will see a popup menu i:‘:;, » ! j:‘

displayed. Click on the Insert

@ Copy

command and you will see a submenu B st

displayed, as illustrated. You can Inser |8 nset Columns o the et
insert a column to the left or to the Defte Columns [ nser Columns tothe Bight
right of the column you selected. In G Y et s

HE Distribute Rows Evenly = Insert Rows Below

this case insert a column to the right
of the selected column.

To delete a column.

Select the second column within your table and right click over the selected
column. From the popup menu displayed select the Delete Columns command.
Use the Undo icon (towards the top-left of your screen) to undo this deletion.

++H " a,
11 Distribute Columns Evenly g9 Insert Cells..,




Modifying column width or row height

It is easy to reduce or increase row heights. You can also make columns

wider or narrower. You can use 'drag and drop' techniques using the mouse or
you can set exact heights or widths using the Table Properties dialog box.

Using the mouse to adjust column width or row height.

Move the mouse pointer within the table until it is over the vertical edge of one
of the columns. The shape of the mouse pointer changes to a shape

made up of two small vertical lines with arrows pointing out horizontally.

When the mouse pointer changes, depress the mouse button and move the
mouse to the left or right as required. When you release the mouse button

the width of the column will be altered.

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

Experiment with adjusting row heights and columns widths using this
method.

Adjusting column width or row height using exact measurements.

Select the row (or rows) that you wish to change the height of. Right click over
the selected row(s) and from the popup menu displayed select the

Table Properties command. This will display the Table Properties dialog box.
Select the Row tab within this dialog box, as illustrated.

Table Properties

Table Bl Calurnr Cefl

Rows
Size

Cligpecty heightz) [0 |
Click on the Specify height check box. Use the Up or Down controls to set the

exact row height and then in the 'Row height is' section, select
'Exactly’.

Size

seackly

Specify height:  |[0cm = | Row height js: | w |

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

click on the OK button to close the dialog box.

[1} Prewvious Fow ] [‘3’ Mext Row ]

You can set exact column RENEEGTEGES
widths using the same
method, but you need to select
the Column tab within the Column 2;

Table o Zolumn Cell

dialog box. You can use the e ~
i Preferred width:  |3.75cm % | Measurein: | Centimeters v
revious Column an ext |
Column buttons to adjust e
eaCh Column Wldth Wlthln the [Qi Previous Calurmn ] ’9 Mext Calurmn ] Lennmerers

table.




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

- [ |
AutoFit » | B AutoFit to Contents
4 Table Properties... E&d  AutoFit to Window
:— | Bullets » ﬁ Fixed Column Width
S [ e w B

Modifying cell borders
* Click within the table. You will see the Table Tools tab displayed above the

normal tabs.
\l/:':;) o0 - Documentl - Microsoft Word Table Tools
Home Insert Page Layout References Mailings Review View Design Layout

e Click on the Table Tools tab and you will see the following tools displayed.

,i:l;_x-,\ H9 -3+ Documentl - Microsoft Word Table Tools -
- —) Home Insert Page Layout References Mailings Review View Design Layout
¥| HeaderRow (V| First Column @ @ [/ | m—m—m— — — ——— & shading ~ = =
Total Row Last Column EEEEE ———-- —---- -—---- ----o- = 5 1% pt - 2 j
| Banded Rows Banded Columns || — | — ——— ———— — — = = = Pen Color = E;;Y: Fraser
Table Style Options Table Styles Draw Borders F}
» Select the cell, row(s) or column(s) that you wish to adjust the border style of
and then click on the down arrow f@tﬂageﬂghf of the Borders control (You
will find this under the Design.tab). |,
‘] Right Border
= fpind
[ Outside Barders
R
A c b
<2 Shading ~ Z
=
Borders t'] a
You can select the required border type from the drop down list.
‘\Ih Shﬂﬂlng e | - 1

Adding shading to cells

* Select the cell, row(s) or column(s) that you wish to
adjust the border style of and then click on the
down arrow to the right of the Shading control.

(You will find this under the Design tab). '. I I I I I I I I I

Standard Colors
H Nl EEEER

Mo Color

Theme Colors. x
|| HEN | N

<% shading ~

il Borders -

1 81 More Colors...

You can select the required shading type from the drop down list.




Modifying cell border width, color

and style R

* create adocumentandsavedasCell | 3 coy

borders. [ Paste

* Select the top row. To modify the cell Insert ’
border widths of the selected cells, Delete Rows
right click over the selected cells and T4 Merge Cells
from the popup menu displayed select 4% Distribute Rows Eventy
the Borders and Shading 'I{ Distribute Columns Evenly
Command'(SUCh as ) J Borders and Shading...

e This will display the Borders and | widh B 74 I 1 I N
Shading dialog box. Within the Width : ﬂl e —— B
section of the dialog box, click on the wat ol v
down arrow to display a range of cell it
widths that you can select. Select a really st
thick width, so that you can you easily ot
see the effect. ot

21 pt

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

Jpt

415t

it

 To see how to modify the cell border style, select the first row, right click and from
the popup menu select the Borders and Shading Style:
command. Make sure that the Borders tab is selected ; EA
within the dialog box. Within the Style section of the dialog
box, scroll down until you find the type of border style you
are looking for.
An example is shown below.

\ \ |

« To see how to modify the cell border color, select the first row, right click and from
the popup menu select the Borders and Shading command. Make sure that the
Borders tab is selected within the dialog box. Select the required color from the
Color section of the dialog box. m o Colr: T

Automatic ™
[ sutomatic
ﬂ Sty Theme Colors

Horizantal Line. . . I I I I l I I I I oK ] [ Canicel

Colors
.. AEEEER

More Colors...

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

Microsoft Word has a range
document, including Picture

References

of graphic formats that can be inserted into a
s, ClipArt, Shapes, SmartArt and Charts.

Mailing
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=

SmartArt Chart

Insert Page Layout
| LJ.A. .. - )
EEE vl g6 4
Table Picture Clip Shapes

- An -
Tables Dlustrations

Inserting Pictures

Create a new document, by
pressing Ctrl+N.

Click on the Insert tab and
on the Pictures icon.

This will display the Insert

Insert Page Layout References Mailing

| L'_Ji. >. 1 ) \ Sn—e

|| s & 2

Table Picture Clip Shapes SmartArt Chart .
then v Art - click

Tables Dlustrations

Picture dialog box.

Insert Picture

ﬂ Shared Pictures

Look in:

[ 3 My Recent
Cocuments

@ Desktop
i

Docurnents

il Sample Pickures
‘:J Py Metwork,

Compuker
Places

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

[ o)

*You should see a folder called 'Sample Pictures'.
Double click on this folder to view the contents, as
illustrated.

Select one of the pictures, such as Sunset, and
then either double click onthe selected picture or click
on the Insert button. This will insert the picture into
your document.

Insert Picture

Lookin: || Sample Pictures

| My Recent
(U Documents

| Desktop

g

Documents

My
9

Blue hills.jpa Sunset,jpg Water liies. jpa Winter.jpg

Computer

My Network
Places




Inserting Clip Art

e Create a new document, by pressing — T —
Ctri+N. ;I Vaaall | FIE [—{—‘_J) z'é‘f “
Click on the Insert tab and then click Table | Picture | Clip |Shapes SmartArt Chart

- . v Art >
on the Clip Art icon. Tables |  Iiustrations

Insert Page Layout References Mailin

This will display the Clip Art pane down the right hand side of the screen.

Clip Art Rl 4
Search For:

| N
Search in:

|Se|ected collections e |

Results should be:
|.ﬁ.|| media File types R |

e Within the 'Search for' section type in a keyword that describes the type of
clip art you are looking for. In this case type in the word computer, and
then click on the Go button.

=%&-. NOTE: You may see the following message. If so click on the Yes
button as you will be able to use more clip art images.

Microsoft Clip Organizer

Do vou wank to include thousands of additional clip art images and photos From Microsoft Gffice Online when vou

D) search? el e
: Search For:
Yfoul can change this setting at any time by using the Search in list on the Clip Art task pane. |caw
Search in:
|AII collections - |
Results should be:
[ 4l media file types ~ |

o After a short delay the clip art images will be displayed
down the right side of your screen. You will need to use
the scroll bars to review all the images that are available.

e To insert a Clip Art item all you have to do is to click on
the thumbprint image. You can insert as many clip art
images as you like.

| ctip art |

Search for:

o | (w0

Searchin:

Al collections v

Resuls should be: -

Al media file types v{ Ton
‘D 3 — i
= » |-
. e
i |

5
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+ Save the document as a file called Inserting Clip Art. Close the document.

Tables || INustrations

Inserting Shapes E
* Create a new document and save the Inser Page Layout References Mailing i
document as a file called My Shapes. E \ﬁ‘ %% @ 2% “ a
Click on the Insert tab and then click on |l | B :
the Shapes icon. - Art 4 :

=

e This will display a drop down from

1/5‘3 =l - 3= Documentl
which you can select the shape you ‘J) et f e Vo esinten_jsiinans  casies iniu
. . . |#] Cover Page ~ 3 Elsl | = 2 al Hyperlink

wish to insert into your document. O oamrnee || 3 || =) B8 (o = wl | SIT00L

Table  Picture Clip |Shapes SmartArt Chart
= Art o

»= Page Break =) Cross-reference

Pages | Tables ._24.,“_“2
* We will insert a right pointing arrow
into our document. To do this click on

the Right Arrow shape. z

(S e ]

T

B 2
Arrows
> LTTHFREHCR
(= T e = > [ E

I_EP E 8. Hyperlink
| — > Bookmark
Shapes|SmartArt Chart

- ['#] Cross-reference

[ [ DR KRS X |

4% New Drawing Canvas

Il Recently Used Shapes
g\x\.IZIC'D&—I_—L.FDl{LE iy
d% o4 oy

Lines Right Arrow

~ ~ L3 i I T | T T o T e S

* You may not notice any change, but if you move the mouse pointer down over the
white space within your document, you will notice that the mouse pointer has
changed to the shape of a small cross. Click (and hold the mouse button down).
Move the mouse pointer down diagonally across the page.

You will see a preview outline of the arrow displayed. Release the mouse
button and you will see an arrow shape displayed on your page.

- I -

t

e Save your changes and close the document.
Inserting SmartArt
* Create a new document and save the insent [agttavout  EEleiEness v
document as a file called My === L] E= L) | g ]
SmartArt. Click on the Insert tab and ; p:‘ E;]I‘—] SLT-J) szan gg
H H able iccure I apes sma | a
then click on the SmartArt icon. 5 Tir

Tables \ IMustrations |
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You will see the Choose a SmartArt Graphic dialog box displayed.

Choose a SmartArt Graphic

» List

'REL I

§= List
| =

9 Process

% Cyde

f Herarchy

fi] Relationship

Matrix m ggg EEE

A Pyramid - Ill
-
(. == v—
(s == B v

Basic Block List

Use to show non-sequential or grouped
blocks of information, Maximizes both
horizontal and vertical display space for
shapes,

¥ |

(o ] (ol ]

Slowly scroll down the list to view the amazing variety of SmartArt graphic

shapes that are available.
Scroll back up the list and
select the Pyramid List
graphic.

Click on the OK button

You will see an area to the
left called 'Type your text
here'. Click on the first text
section and type the word
'one'. In a similar fashion
type in the word 'two' and
'three' into the other text

input section.

Choose a SmartArt Graphic

8= List

°

455 Process
¢ Cyde
&by Hierarchy

BT o R

Type your text here X 1

.
* [Tex]
» [Text]

‘.Pvram'uiList.. ‘ |

Click on the Close icon as illustrated below.

- BBB l =
-

Pyramld List

m
i
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—
—
(—
E‘
" )
e Your page will now look like this. Type your text here )
w
(=)
= (One =
= Two
® Three

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

Inserting a chart

* Create a new document and save ([l d9-0
the document as a file called My ““
chart. e : — 5g = 2
Click on the Insert tab and then | — H u : = ﬂ
click on the Chart icon. j 1 =l —fi: @) )j

e This will display a dl’Op down from Cover Blank Page = Table || Picture Clip Shapes SmartArt| Chart

Home | Inset | Pagelayout  References  Mailings

which you can select the type of | = ::::5 i m;m 2 must'mﬁom
chart you wish to insert into your _ _
docu ment. Insert Chart
|E Templates ‘ Column o)
[ _‘ | mm| |14 [la®]| @8] 41
« In this case use the default options, by | we o Mﬂl |mﬂ |mﬁ IJEW[h |J@ﬂ |E@ Hﬂﬂ
clicking on the OK button. Your © e NI T IINE
screen will now look like this. ___ i - H]Ui ILBH_ IMH_ Iﬁj qu |Lﬁ Imf&
] S ﬁ :;:cm; \MA |M |J~_‘wj\ H&& |J*¢
oo T w a2 P Bn
-','h:;“ — . - i m‘": ‘.u.r @ SLI[T’ECE L-me_ — — — —
.. @ Doughnu 2L~ 2 Aol T A
| el | 21 5 2| 2
‘ : s i Wl Wt W @ Radar Fie
: | 1 ] Al o] o] (0Bl [an] (o] v
; |: [ManageTemplabes... ] [ Set as Default Chart ]
L

e In the example shown, the Word document is displayed to the left, while a copy
of Excel is displayed to the right. If you wish you can edit the text or data
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within the Excel workbook.

e Close the Excel workbook, by
clicking on the Excel Close icon
(top-right of the Excel window).
Your screen will then look like this.

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

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

PIOAN 1JOSOIDIIN

Cin ,E ,,J,, L,",
Y
Home Ir

o

| Change | Save As
Chart Type Template

Il Type J
This will display Change Chart Type dialog box. Try changing the chart from
a Column to a Bar chart, as illustrated.

Change Chart Type
B Templates — —— —— —— —— — L ] A
[|]|ﬂ Calumn F'e_ — — — — —
ae | @) @ @0 @] jem
& Pie
E o e
- el E S EEE
[ X ¥ (Scatter) ‘ | |
[t stock e | r— rﬁw___ | (e | [ | [ |
s BB EEEEIE
@ Doughnut —

92 Bubble \E
@ Radar Area

— — ——— ———ir—— — o)
[Manage'remplates..‘ ] [ Set s Default Chart ]

e The chart will now look e &
something like this.

Category 4

Category 3
W Series3

Wseries2 |

e Save your changes and close 1 Cavegory 2 W series1
the document.

Category 1




Selecting, resizing and deleting graphics
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Selecting a graphic:

Create a document and saved it as Graphic objects. This document contains a
number of different types of graphic objects. Try clicking once on a graphic.

Then click on another graphic. As you can see, selecting a graphic is very
simple.

Resizing a graphic:

Click on a graphic to select it. To resize the graphic and keep the height and width
ratios the same, move the mouse pointer to any corner, and while

keeping the mouse button pressed drag diagonally across the screen. When you
release the mouse button the graphic will resize.

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

=
=
H
=
w»
=
e
5
q
e

Deleting a graphic:
Click on a graphic to select it. Press the Del key.
Save your changes and close the document.

Copying or moving graphics

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

create a document and saved it Copying and moving graphics.

Save the file as My Copying and moving graphics.

Copying a graphic using the Clipboard:

Select the second graphic in the document. Press the Ctrl+C keys to copy the
graphic to the Clipboard. Click towards the bottom of the document and

press Ctrl+V to paste the graphic to the insertion point.

Moving a graphic using the Clipboard:

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

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

Moving a graphic using drag and drop:

Select the first graphic in the document. Depress the left mouse button and while
keeping the button pressed, move the mouse pointer to the bottom of

your document. When you release the mouse button the graphic will have
moved to the location that you dragged it to.

Copying a graphic using drag and drop:

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

Save your changes and close the document.




Multiple Documents

Using multiple documents within Microsoft Word

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

Switching between open documents
*  When you use Microsoft Word 2007 you can work on more than one
document at a time. You can use the Clipboard to copy selected text or a
graphic from one document to another.
e create a document and saved as Dammam 1.
e create a document and saved as Dammam 2.
e create a document and saved as Dammam 3.
* Press the Alt key and hold it down. Press the Tab key a few times. You will
notice a popup window that lets you move from document to document, each time
you press the Tab key. Release the Alt key and you will switch to the

document selected in the =%
popup window. Practice this

IQ‘
FfeChni?.]ue a fe;:N tlmdest b f Ci5 New Window | 1] View Side by Side :‘ 4
if you have not used it before. = : B
; Switch Macros
(5] Split t Windows ~ -
Window Macros

e You can also use the Switch Windows icon to switch
from one document to another. To use this feature, click
on the View tab and click on the Switch Windows tool
(located within the Window group under the View tab).
You will see a drop down list allowing you to switch to .
another open document window. Switch

Windows ~
Tiling or cascading documents on your screen

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

Toolbars 3

<. NOTE: If you see a different popup menu
»” displayed this is because you may have
accidentally right-clicked over an icon within
the Taskbar, in which case try again, making Cascade Windows

sure you click on an empty part of the 1l Wine o Lieremtelly
Taskbar Tile wWindows Yertically
' Showe the Desktop

Undo Tile

Adjusk Date)Time
Cuskamize Motificakions. ..

e Experiment with selecting the commands 'Cascade
Windows', 'Tile Windows Horizontally' and 'Tile

Windows Vertically'. v Lock the Taskbar
Froperkies

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

Comparing documents side by side

* This feature allows you to compare two versions of a document, side by side.
Open a document called Compare 1. Open a second document called
Compare 2.

* Switch to display the document called Compare 1.

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

=
=
H
=
w»
=
=
5
q
e

View Developer Design Layout
_ ) =l) One Page 75 New Window || 1) View Side by Side *iJ
Y L@d o3 T T e LY
;_J_.IJ Two Pages 5 Arrange All 23S ronous Scrollin
oom 100% Switch
=] Page Width || [] Split 4 Reset Window Position | windows ~
Zoom Window

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

e Close both documents before continuing.

Copying or moving selected items between documents

* Copying a graphic between documents using the Clipboard:
Switch to the document called Multiple 1. Select the first graphic in the document.

Press the Ctrl+C keys to copy the graphic to the Clipboard.
Switch to the document called Multiple 2. Click towards the bottom of the
document and press Ctrl+V to paste the graphic to the insertion point. The
graphic will be copied to this document.

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

« Copying selected text between documents using the Clipboard: Switch to
the document called Multiple 1. Select the first paragraph in the document.
Press the Ctrl+C keys to copy the paragraph to the Clipboard. Switch to the
document called Multiple 2. Click towards the bottom of the document and
press Ctrl+V to paste the paragraph to the insertion point. The paragraph will
be copied to this document.

e Moving selected text between documents using the Clipboard: Switch to
the document called Multiple 1. Select the first paragraph in the document.
Press the Ctrl+X keys to move the paragraph to the Clipboard. Switch to the
document called Multiple 2. Click towards the bottom of the document and
press Ctrl+V to paste the paragraph to the insertion point. The paragraph will be
moved to this 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 personalized letters or envelopes.

a7

Standard
Letter

Contact names
and addresses

Starting the Mail Merge Wizard

* Open a document called Company Meeting. This is typical of a general
letter which can be individually addressed and mailed. In order to mail
merge this letter we need to insert codes to tell Microsoft Word where to
insert items such as the name and address of each person we are going to
send this letter to. We also need to tell Microsoft Word which list of names
and addresses we are going to use and where this list is stored.

e To start the process, click on the Mailings tab. Click on the Start Mail
Merge button.

Mail Merge Wizard - Step 1 of 6 ‘Select document type’

‘c|_,) Hd9-0 = Discount Offer.docx - Microsoft Word
° From the drop down ||St —‘1 Home Insert Page Layout References Mailings Review View Developer
- O ] = - Rule
displayed, select the Step =T s R a8 g
. Envelopes Labels [Start Maill Select Edit Highlight A ert Mer N oeats fabel
by Step Mall Merge Merge = |Recipients ~ ¢ List erge f A e Field ] Upd

Create

Wizard command. T

Lettarc Write & Insert Fields
E-Mail Messages :. 1.6 7 (R YR N mi. | .”"‘ 17

Enyelopes...

I Labels...
Directory

Normal Word Document

DEODE D @

Step by Step Mail Merge Wizard...




=

* You will see a panel displayed to the right of your [uaimerge v x =
document. In this case we wish to produce a mail o
) j Select document bype Iy
merged letter, so we will use the Letters selection. 4
What type of document are vou @«
wiorking on? Sh
=
lE}vLetters &
) E-mail messages <
* At the bottom right of the screen you have the option of O Envelopes =
clicking on ‘Next’ to take you to the next page of the O Labels =
mail merge wizard. O Directory
Letkters
Send letters to a group of people.
! Step1of6 ‘fou can personalize the letter
o @ Mext: Starting document that each person receives,
Click Mext bo continue.

Mail Merge Wizard - Step 2 of 6 ‘Select Starting document’

* You will see the following options displayed to the right of [maimerge v x
your document. In this case we will use the current
document that is displayed on your screen. How do you wank bo ot up your

» Click on Next at the bottom right of your screen. Ietters?

(%) Use the current document

Select starting document

; ) Skark From a kemplate
stepZof b ) Skart From existing docurment
& Mext: Select recipients
Use the current document

@ Previous: Select document bype Start fram the document shown

here and use the Mail Merge
wizard to add recipient

Mail Merge Wizard - Step 3 of 6 ‘Select recipients’ infermation.
* The next step of the wizard lets you determine which list of |MailMerge v ox
recipients will be used for the mail merge process. Select recipients
(*) Use an exisking lisk
» In this case we will select the option Use an existing list. O Select from Outlook contacts
* Click on the Browse button. This will display the Select O Type @ new lst
Data Source dialog Use an existing list
box Use names and addresses from a
) . . . .. Fil database.
» Use this dialog box to navigate to the folder containing a = or & datahase
list called Staff. BrOWSE, .,
Select this file. 7
° Click On the Open button . Select Data Source J
. A A R Lookin: [(Z My Dats Sources v @ o X @3-
This will display the File || e B o o
. ) Eramets +MewS L ServerConnection. odc
Conversion dialog box. @ vesiton
e Click on the OK button which | &b
will display the Mail Merge | *co-
- - . gm:cl\;:twwk
Recipients dialog box.
File: name: | V‘ [New Source... ]
Files of £yPe: [l Dats Sources (*.orc; *.mab; *mde; *.accdb; *.accds; *.ols; *.ads; * adp; *.udl *.den; *xls v
o

[ o)



Click on the OK button to continue.

* Click on the Next option at the

bottom rig ht of the screen. Iplgscfhlgwélsls:;;drscép|sg:°tr:teuzli::;srdm:-:r::":;qewutztx.msmta addtour:henusyuurllst Use the
ﬂ\‘= AT ™ Pelo: ™: rl 1
Step 3 of 6 E;{:§8H§§E§{§3::: [0 o o e Mastcting
SA—Cotnorazo. | 5 | " e Harans
2 Mexk: Write Kar letter C;{:COURSESQZDI:: [+ | ¥alentino Mr Gravani Mark&ting
o i e e — Pekagg
4 Previous: Starting document El:ﬁgﬂéiiﬁﬁ ¥ st r Mach Packaging
SRR E TN X ot |
Dfatla S;:rlcl: ESiZn ¥ Cheisrs S r“v:rlhﬂ Honn Productinn
2 COURSES|Z007 afficelen 21 sort...
4 Eiker...
. - %3 Eind duplicates...
Mail Merge Wizard - Step 4 of 6 € ot
- il validste sddresses...
‘Write your letter’ SR - =
* The following options are [P e w—
waribe wour lekber mow.
displayed to the right of your document. Torfarerpient infermation te
docurent, and then click one of
the items below.
e Click at the start of your document (where we insert the A
codes relating to the =) FesTon esene
R HE More items. ..
person to whom the letter is addressed). whem you have frished writing
¢ (Click on More items. ikttt
?ﬂ More items. ..
This will display the Insert Merge Field dialog box.
e Make sure that Title is selected and then click on the Insert button. Click on the
Close button. Press the Space bar.  —
. - . . nser erge rie
e (Click on the More items command. This will B 5
display the Insert Merge lgeite
Field dialog box () Address Fields (%) Database Fields
e Make sure that Firstname is selected and then | el
:
click on the Insert button. e—
Click on the Close button. Press the Space bar. Secondname
e Click on the More items command. This will | PePartmen

display the Insert Merge
Field dialog box.

¢ Make sure that Secondname is selected and
then click on the Insert button.

Click on the Close button. Press the Enter key.

¢ C(Click on the More items command. This will

display the Insert Merge
Field dialog box.

* Make sure that Department is selected and
then click on the Insert button. Click on the
Close button.

’Match Figlds... I I Insett l [ Cancel

«Title» «Firstname» «Secondname»

«Department»

Your document should now contain the following merge field codes.




Mail Merge Wizard - Step 5 of 6 ‘Preview your i| Mail Merge - x
Iette rs, I Preview your letters
. . . A One of the merged letters is
i d h . T i
* The following options are displayed to the right of Eﬁiifgﬁett:riec|icﬁEEZVQ?”E’he
your document Following:
Recipient: 1
427 Find a recipient. ..
Make changes
* Click on the Next option at the bottom right of the :f&'p?eaﬁt?i'iﬁ changs your
screen. % Edit recipient list, .,
[ Exclude this recipient

previewing wour letters, click
Mexk, Then you can prink the
merged letters or edit individual

When wou have Finished
letters ko add personal comments.

Mail Merge Wizard - Step 6 of 6
* This is the final stage of the Mail Merge Wizard. You will see the following

choices. )
7| Mail Merge v ¥
If you were to click on the Print option, you would d Complete the merge see
the Merge to Printer Mail Merge is ready to produce
dialog box which lets you select what to print. your etcers.
. To personalize wour letters, click
Merge to Printer "Edit Individual Letters." This wil
open a new document with wour
Print recards merged letters, To make changes
i ko all the letters, switch back bo
@E" il the original document,
() Current record Merge
O From: | | To: | | L Print...
L Edit individual letters. ..
I Ok ] [ Zancel ]

e In this case click on the Edit Individual letters option. You will see the following
dialog box which lets you select what to merge.

Merge to Mew Document |E|fz|

Merge records

.......

) Current record

{:}Ernm: | | Tao: | |

[ Ok l’ Cancel l

¢ Click on the OK button to merge all the print records. A new document will be
created containing your mail merged letters. In real life you could check through
this and print later. In this case to save paper we will not actually print this
document. Scroll through the document to see if everything is as you expected.
Save the document as My First Mail Merge. Close the mail merged document.

e Close the open document and save your changes.

[ o)
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Creating a mailing list to be used within a mail merge

In many cases when you perform a mail merge your mailing list will have

been prepared and formatted by someone else. If it is a mailing list to be sent out
to business customers, it may have been bought in from a company that
specialises in providing business mailing lists.

There are rules for formatting a mailing list, so that when you perform a mail
merge Microsoft Word will recognise the format. The mailing list should have a
header row at the top of the list which describes the contents of each column. For
instance a column may be called First_name, and the next column called
Second_name, and the next column could be called Telephone_number and so
on. It does not matter what you call each column, but keep the name as short as
possible and for maximum compatibility with other programs do not use spaces in
the description but use hyphens to join the words in a column description.

You can create a list within a Microsoft Word document with each column of

data being separated by a Tab space or a comma. Alternatively you could

create your data within an Excel worksheet. Normally when you buy in a

mailing list it is supplied in CSV (Comma-Separated Values). A CSV file is a

text file using commas to separate each column.

We shall now create a small mailing list in CSV format. Create a new
document by pressing Ctrl+N.

Type in the following details, in each case separating one item of information from
the next by a comma. Press the Enter key at the end of each line.

<> NOTE: Do not press the Enter key at the end of the last line relating to
P Robert Menendez.

First-name, Second-name, Department George, Radanovich, Marketing
Hilda, Solis, Sales Dennis, Hastert, Marketing Tom, DelLay, Production Roy,
Blunt, Sales Tom, Feeney, Packaging Mark, Kirk, Sales Michael, Ferguson,
Sales Christopher, Cox, Production Nancy, Pelosi, Marketing Steny, Hoyer,
Marketing Robert, Menendez, Sales
Click on the Save icon, and the Save As dialog box will display the following.

File name: First . docs I

S&vE 35 LYPR | wiord Dacument (*,docx) w

[ Save ] [ Cancel ]

In the file name section use the name My-List.

Click on the down arrow in the Save as type section and select Plain text
(you may have to scroll down to see this option)
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Save ac bype! | yword Document ¢, docsk)

web Page (*.htm; * html) ~

weh Page, Filkered (*.htm; *.html)
i *

Cancel

Wiard %ML Document [, =ml)
Word 2003 ¥ML Dacument (%, sl b

e Save the file. You may see a warning dialog box telling you that you are
saving your file as a text only file, if so confirm the save. You have just
created your first file in CSV format. Close your document.

Merging a mailing list to produce labels

* When you are performing a mail merge to produce mail merged letters you
can use Windowed envelopes so that the address in your mail merged letters
matches the window in your windowed envelopes. Alternately you may post
your mail merged letters in non-windowed envelopes in which case you will
need to perform a separate mail merge to produce sheets of labels, with each label
displaying a different address. If you do this, be very careful to match up the
correct printed letters, with the correct printed labels!

PIOAA 1JOSOIDIJAl

e Alternatively you may want to send out a standard marketing flyer to many
addresses, in which case you need to mail merge your mailing list to sheets of
labels.

WARNING: You can buy sheets of labels for use in a printer. If you are
using a laser printer be sure that the labels you are intending to use are
properly approved for use in a laser printer. Inside a laser printer is much
hotter that the inside of an inkjet printer and you may find that if you use
the wrong type of labels they curl up, or even worse, cause damage to
your laser printer!

e To merge a mailing list to labels is very easy. Create a new blank document, by
pressing Ctrl+N. Click on the Mailings tab. Click on the Start Mail Merge
button, and from the list displayed select Labels.

(Ca ) o Q-
H

Home Insert Page Layout References N

5 e
,é"" “gm i
Envelopes Labels  [Start Mail| Select Edit Highl
Merge ~ |Recipients ¥ Recapient List || Merge

Create 3 Letters

(= E-Mail Messages
=1 Envelopes... L
<=l Labels...

=] Directory

5 ffiw!| Normal Word Document

= q =Y Step by Step Mail Merge Wizard...




« The Label Options dialog box is displayed. First select the manufacturer of your
labels.

Label Options

Printer infFormation

() Continuous-Feed printers

(*) Page prinkers Traw: |Default tray { autormatically Select)

Label information

Label wvendors; |r\7
| -~
Produck nurnber: | — hbel information
1-: Letker A-OMNE vpe: 1/2 Letter Postcard
1/2 Letker AFLI — i
=ight: 21.59 cm
174 Letker Avery A4{AS _dgh.
/4 Letker Awvery US Letker elge 13.97 cm
30 Per Page -Line Products Inc. agde size: 21.59 cm X 27,94 cm
S0 Per Page Zompulabel
FINACTIVA ETIESTRELA
Details. .. [_Enrmtec 1 bt Ok ] [ Cancel ]

<%&. NOTE: Avery has different product codes for A4 sized sheets and US letter
rd sized label sheets. Be sure to select the correct category if you are using
Avery labels.

« In this case choose Avery as the manufacturer.

* One you have selected a manufacturer you need to select a Product
Number. The product number relates to the size of each individual label, how
they are laid out on a sheet and how many labels are contained within
each sheet. You will notice that as you select a Product number,
information about this label type is displayed in the Label Information

section.
Product number: Labe! information
L71008 A Type: Address Label

Height: 2,43 cm
width: 6.4 cm
Page size: 21 cm ® 29.69 cm

Document6 - Microsc

* Select an Address Label, the | —~ 4. 3
. (Cq) d 0
exact product number is not y

important as we will not actuaIIy Home Insert Page Layout References Mailings
be printing any labels in this ;. ' =

exercise. Click on the OK button ==

once you have made a selection. || EM 0P Rt |l e~ Reciment L

We have selected our label type, Create 2| Type Newlist.

next we need to select a mailin S T —
list that will be used to print thg B Lsoiali, '
labels. Click on the Select I—-s—"] et o e o

Recipients button and then
click in Use Existing List.




The Select Data Source dialog box
will be displayed, which by default
may display the contents of the My
Data Source folder. You will need
to navigate to the folder containing
your sample files.

Once the folder containing vyour
sample files is displayed, select a
Microsoft Word document called
Label data list.

Click on the Open button and you will see the

following:

Select Data Source

Loskr: ‘MyDataSuurtes

ICDL Manual

HyRege +CunnecttuNewDataSuurce‘odc
Dt

) el Comnecionc
@Desktup

W

Doctments
A
Comper

vk
Pzs

@Grnuping Shapes.docx

) Label data list,docx
B mndifvinn Shles. does

e ke Document4 - Microsoft Word o
Table Tools ;
S ame I Pagelayout  References | Mailings | Reui Viey Developer  Dgsign  Laua (7]
‘ e {sf e - -
[ ® N N =t j = - & | 1 oy
e — '\E‘ L:. @ ? ) ﬂ = oD 2Rues & ‘lk 4| [ > M Fe]
= =t 84 L == 3 Match Fields +/]Find Recipient =
Envelopes Labels | StartMail  Select Edit Highliaht  Address Greeting Insert Merge Preview | o Finish &
Merge ~ Recipients~ Recipient List | Merge Fields Block  Line Field~ (2] Update Labels || peyits | D Auto Check for Errors || Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish
-l<§-“‘1‘!-2‘!-3-\’”!-!-\‘s-\‘7‘|<s»w"|-“l-ll<r'12‘l-r13-w‘Ml>'§'¢<16-\‘17‘!-13“419!I-Zﬂ &
E2]
Z | «Next Record» «Next Record» «Next Record»
-
Y «Next Record» «Next Record» «Next Record» «Next Record»
o «Next Record» «Next Record» «Next Record» «Next Record»
+
= °
o) ¥
Page:1of1 | Words:46 | English (US) | 23 ‘ BiEREI=E )

PI0AA }JOSO.IDIA



The insertion point should be displayed at the start of the first line in the first label.

Move the mouse pointer over the

Insert merge Field button es Mailings Review View Develaper Design

= _] __] "j [ZP Rules -
— — =] 5
= J% Match Fields

You will notice that this button HiohTont  Adaress Croonr HEEFETS

consists of two parts. Click on the | i i Block e Frelde | 2 Update Labels
upper part of this button, i.e. the Write & Insert Fields

part displaying as an icon

Insert Merge Field

This will display the Insert Merge Field

dialog box displaying fields you can | Inset:
insert into the document. () Address Fields (%) Database Fislds
Fields:
In this case click on the Cancel button. Firstrame:
Secondnane
If you click on the lower part of the | D=rartment
button you will see a drop down list of
merge fields. —
3 Insert Merge
Field ~
You could use either method to insert
your merge fields. In this example we
will use the lower part of the button.
ﬁ Z} Rules - Match Fields. .. ] [ Insert l ’ Cancel
== 2 Mateh F

|1nsert Merge|
Field~ | £] Update

Firstname

! Secondname

Department

Click on Firstname from the drop down list.

Press the Spacebar and then insert the field name Secondname.

Press the Enter key to drop down to the next line and insert the field name
Department.

Click on the Update Labels button. Mailinas Review View Developer Desian
Your screen will now look like this. j  Rules -
- E

g j 3 % Match Fields

Highlight Address Greeting Insert Merge
Merge Fields Block  Line Field- |[£] Update Labels

Click on the Finish & Merge Write & Insert Fields
button.




ICDL Manual

& Maiings | Reiew View Dovdoper  Dasign Lot Y
j AR e "; NAlL [N '”
-  Math s Prodhecpent | vl

Highlighl  Address Greeling Insert Weige Preview Finish &
MegeFlds Boct lne  Fedr 3 el | gt 3 Ao CRATOTET e

\Wie & Inset Feds L Preiaw Resutls i .} EditndoidualDorument..

«Firstnamen «Next «Next «Next
«Secondnamen Record»«Firstnames

E‘e» Toid Rl DB R Bk Dmers,

«Department»

| ’j Send Eanal Messages.. «Department» «Department» «Department»

e If you simply wished to print the |
merged labels you could click on the | B Swne™  Sana™ Sans™ Sne™
Print Document command. You I
would see the Merge to Printer |
dialog box, allowing some control on | iii‘:&‘.’.ﬁ‘.‘.:‘.’::t“"“’; ‘_m

what to print, as illustrated.

» In this case we will merge the data to a new document. To do this click on
the Edit Individual Document command.

L=

Finish &

Nl

ient

«forErrors || IMerge ~!

s\ : i

2 1= ] EditIndividual Documents... — 3
Merge to New Document |1|[X|

You will see the Merge to New Document Merge recards

dialog box. @il

......

) Current record

e Click on the OK button and the mailing list

. Frarn: Toe

will be merged to create a new document O | | 1ot | |
which can later be printed to sheets of labels, [ l |

as illustrated. ol | Cancel |

* You may print the merged document if you ask your tutor first (to make sure
that the printer is connected and contains labels)

* Save and close all open files.

&




Setting and customising Microsoft Word Options

* There are a range of options that you can set or customize within Word. To
view these options, click on the Office Button and then click on the Word
Options button, that is displayed at the bottom-right of the dialog box that is

displayed.
2] Word Options | | 2 Exit Word
o |

The Word Options dialog box
is displayed.

e As you can see there are a
number of items listed down
the left side.

Setting the User Name

Word Options @
|| Popular . -
| ‘_g Change the most popular options in Word.
Display
Proofing Top options for working with Word
Save Show Mini Toolbar on selection
Enable Live Preview
Advanced
| Show Developer tab in the Ribbon
Customize Always use ClearType
v i 7 S
Adddns Open e-mail a‘hachmelt‘s in Full Screen Reading view
Color scheme: ‘ Blue ¥ ‘
Trust Center — ]
ScreenTip style: ‘ Show feature descriptions in ScreenTips W
Resources ! i :
Personalize your copy of Microsoft Office
User name: !
Initials: [ MSOffice
Choose the languages you want to use with Microsoft Office: | Language Settings...

* Within the Popular options is a section that allows you to personalize your
copy of Microsoft Office. You can enter your name into the User name section.
This information can be used by the various Microsoft Office applications to
automatically insert your details into documents.

Setting the default opening and

saving folder er Ersne @)
L] D|sp|ay the Save Optlons Wlthln :]‘ﬂ::’r HCuslumueIluwuuwmelllsdrnaweu.
the Word Options dialog box. Prootng Save documents
| Save | Save files inthis format: | Word Document [*.doog v
- Advanced Save AutoRecover information every |10 5 minutes
° You Can use the DefaUIt flle Customize AutoRecover file location: | C\Documents and Settings\AusOffice\Application Data\Microsoft\Word\ Browse..,
Iocation Section Of the dialog Add Ins Default file location: C\Documents and Settings\AusOffice\My Documents\ Browse...
bOX to Set the folder that by Trust Center Offline editing options for document management server files
default will be looked at when |®== || swguesbed e
you open files within Word. This O meges e . _
folder Wi” also be used as the Server drafts location: | C\Documents and Settings\AusOffice\My Documents\SharePaint Dratts\ Jm
defau It folder |0Cation When Preserve fidelity when sharing this document: |@_] ecd|_module_3_vd_2007_manual.doc V‘
saving new documents. S
* Click on the Browse button and
set this default folder to the folder = BT
containing your sample files. Close the dialog box.
* Click on the Office Button and then click on the Open icon. =
New
e You should see that by default files in your sample folder are lj
displayed. ~
. . Q_pen
* Create a new document and then click on the Save icon. You et




should see that by default the file will be saved to the folder containing your
sample files. Cancel the file saving and close the new document that you have
just created without saving it.

« If you have time investigate some of the option Word customization options.

Proofing and Printing

The importance of proofing

* When you have finished writing a letter always read it through before
printing. Change any errors you find. Run the spell checker to find any
spelling or grammatical errors. The keyboard shortcut to run the spell
checking program is F7.

e Preview the document within the Print Preview view. Does the text look
balanced on the page? Does everything else look correct?

* Print out the document and read through it one more time. Often when you
read a printed document you see errors that you somehow missed when
reading the document on the screen.

Spell checking a document
* Open a document called Printing.

* Press F7 to start the spell checking program. Allow any changes that you
think are necessary and then close the spell checking program.

Adding words to the built-in custom dictionary

* The spell checker works by comparing words contained within your document
with a list of words contained within a dictionary. Sometimes Microsoft Word
will highlight a word it does not recognize but this word may be a specialist
word or a trademark word used within your particular business or
organization. You can easily add words to the dictionary. Type in the word
cctglobal. Run the spell checker program (by pressing F7). You will see the
Spelling and Grammar dialog box displayed.

Spelling and Grammar: English [U.K.)

Mok in Dickionary:

Cctglobal| ”~ [ Ignaore Cnce ]
= [ Ignore All ]
e [ Add tao Dickionary ]

Suggestions:

(Mo Spelling Suggestions)

Dickionary lamguags: |Eng|ish (LLEL) b |

Check grammar

Opkions, .. [ Cancel

[ )




Click on the Add to Dictionary button. From now on when you use the spell
checker, it will recognize this word.

Save and close the document. Create a new document and type in the word
cctglobal. Run the spell checker and you should find that this word is

no longer indicated as a potential problem by the spell checking

program.

Removing a word from the spell checking dictionary

Sometimes you may have accidentally added a word to the spelling
dictionary, so it is important that you know how to remove a word from
the dictionary.

Click on the Office Button, and then click on the Word Options. The Word
Options dialog box is displayed. Select the Proofing button
(displayed down the left side of the dialog box).

Agc|
Ropuiax 12‘ ; Change how Word corrects and formats your text.

Display

- Proofing - AutoCorrect options
Save Change how Word corrects and formats text as you type: AutoCorrect Options...

Advancad

When correcting spelling in Office programs

Customize
Ignare words in LIPPFRCASF

Add-Ins Ignore words that contain numbers
[¥] lanore Internet and file addresses
Flag repeated words

|:] Enforce accented uppercase in French

Trust Center
Resources

D Suggest from main dictionary only

Custom Dictionaries...

French modes: [ Traditional and new spellings ‘

Click on the Custom Dictionaries button. This will display the Custom
Dictionaries dialog box.

Custom Dictionaries

Dictionary List Edit Word List..,
All Languages:
CUSTOM.DIC (Default)
| Bemove
File path: |C:\,Documer1ts and Settings\David Murray\Application Data\Microsoft\UProof | [ Browse... ]
Dictionary language: | All Languages: w
[ Ok ] [ Cancel ]

Word Options @@




Click on the Edit Word List button, select the word you wish to delete

(in this case cctglobal), and then click on the Delete button. Click on
the OK button to close the dialog box.

CUSTOM. D IC

o rd (s )

DicEioara eyrs

Cotalabal

[ Delete ] [ Delete all ]

[ L] ] [ Cancel ]

Printing options

i = (™ R S
You can choose from a variety of printing option. Click on @

the Office Button and select the Print button. j e
This displays the Print dialog box. = open
bl o

Prirter HT Save As »

[WT=NI=H ;ﬁ VWDELLYAF Laser Jel 2350 PCL o (Cupry 1) b

Type: HP LaserJet 4350 PCL 6

hihiara: MiTd_nnd []Prink ta File

Commenk:

Page range Copies

& al Mumber of copies: .I E ]

(:) Current page

O Pages: | | 11 Collate

Type page numbers andfor page

ranges separated by commas counting
from the start of the document or the
section. For example, tvpe 1, 3, 5-12
or plsl, plsz, pls3—pis3

Print what: |D0cument v | Zoarm
Print: |F\II pages in range v | Pages per sheet: | 1 page W |
Scale ko paper size: |Nc- Scaling b |
Options... [ 84 I [ Cancel l

Use the Print dialog box to select required options such as:

Printer Name:

You may have more than one printer available that you can print to. Click
on the down arrow to the right of the Printer Name section to see what
printers are available. In the example shown you can print to a fax, which
means that rather than printing to a printer, you would be prompted for a
fax number and the document would be sent as a fax to this number.




||

Print ? E

Princer
Mame: 5% V\DELLYHP Laseret 4350 PCL & {Copy 1) [~ Properties
3:::.5: ﬁ VDFLLHE | aser 1at 4350 PO A (Copy 13 Find Printer. ..
where: —_ [ Print o File
Carnrnent: @ Adobe PDF
Page ranige Yl
@ Al ICE"EQ' Auto hp deskjet 990¢ series on CCT-SERNMER-XP
O Currenk =
{:} Fage:s; g Fax _

Type pal

ranges s & a Microsoft Office Document Image Wriker

From the w

———rimem Em e el b A D

Page Range:
You can print the entire document, the current page or a range of pages.

Number of Copies:
You can print multiple copies and choose to collate these.

Zoom:
The zoom option allows you to print multiple document pages on a single
sheet of printed paper. This facility may vary from one printer to another.

Printing only odd or even pages

Some printers are capable of printing on both sides of the paper. These are
often called ‘duplex printers’. If you need to print on both sides of the paper
but your printer only prints on one side of the paper, you can try printing all
the odd pages of your document, and after turning the printed document
upside-down within your printer then print just the even pages.

==& NOTE: Laser printers are often very hot inside and may curl your
d paper so this may not always work and can cause paper jams.

To print just the odd or even pages of a document, click on the Office
button. A menu is displayed. Click on the arrow next to the Print
command. Within the submenu displayed, click on the Print option.
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j New ’ Preview and print the document 2
[ =]
. Print 7]
~ LEP Select a printer, number of copies, and Sh
Open other printing options before printing. —
— [ ® Quick Print <
[iw, Convert =uf Send the document directly to the default (=]
= printer without making changes. 3-
[ 5 Print Preview
H Save | 4, Preview and make changes to pages before

printing.

H Save As »
@ Print >

Ty

e« This will display a dialog box. You should see a Print section within your
dialog box. Clicking on the down arrow next to this option lets you choose
to print only odd pages or only even pages.

v
Print: all pages in range r:

Al pages in range
Even pages

Print what: |Du:ucument

options...

Printing part of a document .
age range
* You may have a very long document but only wish g
to print part of the document. To do thiS, select () Current page @5
the part of the document that you wish to print.  OPages: |

H ; i H Tvpe page numbers andfor page
Open the Print dialog box. Within the Print rarges soparabed by commas counting
Range section of the dialog box click on the From the start of the document or the
. . section, For examplg, type 1, 3, 5-12
Selection button. Now only the selected portion or plsl, plsZ, pls3-pas3

of the document will be printed.

Printing more than one page of a document per printed sheet
* To save paper you can print more than one .,

document page per printed sheet. A
To do this, open the Print dialog box. Within the
Zoom section click to the right of the ‘Pages per

1 page 12
Seale bo paper size: page

sheet’ option and select the number of pages to 6 pages ]
be printed on each printed page. ?:;’;; o

Previewing and printing a document

* It is vital that you get into the habit of previewing a document before you
print it. This can save a lot of wasted paper! To preview a document click on

&



the Office Button and select the Print button. Click on the Print Preview

button.
@ ket~ Document2 - Microsoft word
| - - Review View
[=E Preview and print the document
New == ==|21]|l a1
{ ¥ Print o= || == == |24 T | l AaBbCcDc
~ ﬁﬁJ Select a printer, number of copies, and == —=HDES
7 Open other printing options before printing. ' h | S ounal
i © Quick Print ragraph E
l l Save '-'5‘ Send the document directly to the default
= printer without making changes.

= | _/. Print Preview
M Save As > | 3\ Preview and make changes to pages before
Il printing.
; l d_z;J Print >
F‘f Prepare »
‘ \_ﬁ seng >

= 7 i >
Publish
-
| Close

[7,:_3 Word Options ] {X Exit Word |

e The document will now be displayed in Print Preview mode and you will see
different icons displayed across the top of the screen.

/:) H ‘ l‘l s Document2 (Preview) - Microsoft Word

Prmt view |

g l B = > B S v .
@ E}n l (_{ _ﬂ One Page Show Ruler (3 Next Paige ‘ E
j D Two Pages V| Magnifier
Print Options  Margins Orientation Size Zoom 100% - = A i Close Print
e £ % % = Page Width | E3 Shrink One Page —& Previous Page | =200 0
Print Page Setup = Zoom Preview

¢ You can use these icons to make any last minute changes that are
required, such as modifying the layout of your document




