Word Processing Using Word 2010






Screen Layout

This secton gives an overview of the Word scraen elements, shown on the
previous page. Detailed explanations about these elements will be given,
where relevant, throughout the Examples within this Module.

Title Bar
Identifies the application and name of the current document.

Quick Access Toolbar

Provides buttons for the most fraquantly used commands.

The Ribbon

Apcess to all Ward commands.

The Ribkon includes the [File] tab, which enables you to create, open, save
and send files; as well as protecting, previewing and printing them. [tis also
the place to set options for Word. The features contained within the [File] tab
are known as Backstage view,

"‘E’T The Quick Access toolbar and Ribbon are the components of the Office Fluent
h user interfoce. This will be described in Exercise 2.

Pointer
As you move the pointer, it will change its appearance according to which
part of the screen it is over and what is currentty selactad.

Insertion Paint

When editing, a flashing | beam shows where the next typed character wil

appear.

Selection Area
An unmarked area In the left margin used for selecting text — for example,
double click in the left margin to select a paragraph.



Document Window

The main wWorking area on (he screen — snows the current document, With
text and any graphics

Rulers

Hornzontal and vertical. For changing margins, tabs and indents on
documents and tables.

Status Bar

Bar acrozs the bottom of the Word window displaying informafion about a
selected command or an operation in progress. Information to be displayed
on the Status bar can be amended by nght-clicking over the Status bar, 1o
display a menu of available items.

Page Number
Shows the number of pages displayed on screen and the total number of
pages in the document

Weord Count
Shows the total number of words in the document.

Spelling & Grammar Check
Used to check spelling and grammatical errors

Language
Shows the curently selected language.

Page view buttons
Change the way the page is viewed, Options are [Print Layout], [Full Screen
Reading), [Web Layout], [Qutiine] and [Draft].

Zoom level

To adjust page magnification on scresn.



Scroll Bars
Shaded barg o the right and bottom of a window. To view different parts of
the document:
» Click the scroll bar arows at top and bottom of a scroll bar
o To move ong line in any direction
= Click either side of the scroll box
o |0 move one screéen in any direction
» [Drag the scroll box
e Tomove to other parts of the document

The horizontal scroll bar will only be displayed whan the current zoom lavel
does not display the whole width of the document across the screen.

Browse controls
Used to control the way the document is browsed.



Other terms and explanations

Dialog Box
A window where options can be selected, that redate to a required command.

A typical example is the Font dialog box

Ribbon [Home] [Font] - clicking the dialog box launcher at the bottom right of
the Font group will open the [Font] dialog box. This gives options to choose
how and whare you wan! your text formatted,

Other dialog boxes give you similar, task related options,
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Example 1 - Enhancing productivity

Exercise 1  Open a word processing application

= From the Task Bar at the bottom of the screen, click the [Start] button
» Select [All Programs] [Microsoft Office] [Microsoft Office Word]
o Microsoft Word will open, with a new, blank document on screen
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Exercise 2 The Ribbon and Quick Access toolbar

The Ribbon and the Quick access toolbar are located at the top of the Word
window. They make up the "Offica Fluent user interface” - the place to find
all the tasks and functonality neaded to use Word effectively and efficiently.

The interface, and other Word options. can be customized, as will be shown
in thizs Exercise. However, this courseware will assume thal default seftings
are in place throughout Ward.

The Quick |

The Ribboen gives access to all the Word commands. 1t consists of tabs,
which contain groups of buttons to camy out Word commands
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Each tab contains commands based around one type of Word task
Each group within a tab contains a st of sub-tasks related to the tab.

The buttons in each set of sub-lasks either cary out a specific command, or
display a sub-menu of commands. A button is clicked once to activate it.

Dialog box launchers

Some groups have a dialog box launcher at the bottom right of the group.
The dialog box associated with this group will be opened when the launcher
15 clicked. For example, clicking the [Font] group dialog box launcher will
open the [Font] tab of the Font dialog box.
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Context specific tabs ' :

Thera are additional tabs that only appear when relevant for the task you are
carrying oul These are known as contextual tabs,

Contextual tabs contain the tools nacessary to work with a selected object,
such as a table, a picture or a drawing. VWhen one of these objects is
selected, the name of the contextual tools will appear in a different colour
above the tabs, and the relevant contextual tabs will appear to the right of the
standard tabs.
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Restore, minimize the Ribbon

It is not possible to remove or hide the Ribbon, but it can be minimized, so
that only the Ribbon tabs appear on screen.

To minimize the Ribbon

= At the right of the Ribbon, click the [Minimize the Ribbon] button
¢ To hide the Ribbon groups and sub-tasks
¢ To view only the Ribbon tabs

Whiie the Ribbon is minimized:
= Click a tab heading

o To view the groups and sub-tasks for that heading
# Click the heading again

# To hide the groups and sub-tasks for that heading



To restore the Ribbon

s At the nght of the Ribbon, click the [Expand the Ribbon] button
= Toview tha Ribbon tabs, groups and sub-tasks
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The File tab

The [File] tab is known as ‘Backstage view' in Office 2010, and is the place
for all document management tasks. It contains commands for opening,
saving and closing your documents. It also contains tabs to manage all the

actions that need to be carried out for documents, such as printing, sharing
and protacting them,
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The Quick Access Toolbar

The Quick Access toolbar is intended to display the commands you use most
frequently. By default, it displays the [Save], [Undo] and [Redo] buttons. You
can customize the toolbar by adding to it commands that you use regularly.
These commands will then be parmanently on display, regardiess of which

Ribbon tab you have selected.
d9-0

Customize the Quick Access toolbar

= Click the drop down amow to the right of the Quick Access toolbar
s To view a list of the most common buttons that you may wish (o add
» The buttons that are currently displayed on the Quick Access toolbar
will have a fick to their left
s Click on a button that is not currently displayed
= To put a tick to the left of this button
= Todisplay it in the Quick Access toolbar
= Click on a button that is currently displayed
o To remove the tick from the left of this button
= To remove it from the Quick Access toolbar
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If you wish to add further commands that are not shown in this list. the

[More Commands. .. | button will open the Word Options dialog box at the
Customize the Quick Access Toolbar screen. From here, you can select any
Word commands to add to the Quick Access toolbar
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The Quick Access toolbar drop down button also has the option to
[Show Below the Ribbon]. in order to display the Quick Access toolbar below

the Ribbon.



Exercise 3  Use magnification/zoom tools

The zoom level for a document defermines the size that the contents of that

document are displayed on screen. This enables you either to see more of a
document on screen at one tims, or to see greater detail. The larger the

zoom percentage selected, the larger the contents are displayed on screen.

The [Zoom] slider bar is located at the right of the status bar.

» Chck the [-] sign at the left of the [Zoom] slider

o Tozoom cutand reduce the size of the document contant
o Clhck the [+] sign at the right of the [Zoom)] slider

o Tozoom in and increase the size of the document content
or

« Click and drag the [Zoom] marker to the left or right
o Toamend the zoom level of the document content

» Click the [Zoom level] percentage at the left of the [Zoom] slider bar
= Toopen the Zoom dialog box

= Inthe Zoom dialog box, select a specific magnification percentage or size
for your document and click [OK]




S.s  You may like fo know:

“ﬂfﬂ‘a’mﬁm& Ribibion [View] [Zooing contains the FoRowing buttons:
* [Zoom]

o Toopen e Zoom dialog box

[100%/]

o Tozoom the document to TO0% nommal size

[One Page]

o Todisplay the whole of one page in the window

[Two Pages]

o Todisplay fwo pages across the width of the window

+ [Page Width]

= Tomalch the width of the page fo the widlh of the window,
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Exercise 4  Set basic options/preferences in the application

It is possible to change some of the default options that are used each fime
you work with the document However, if the oplions and preferences have
already been set by your school or organisation, you shauld adhere 1o them,

Thase preferences are stored on screens in the Werd Cplions dialog box:

» Ribbon [File] click the [Options] button | 23 optiam
s Toopen the Ward Options dialog bax

User name:

Thisg iz the nama used whan inserting user fislds into documents

= In the left pane, select [General]
o Toview the most frequently used options in Word

# Inthe [User name] field of the 'Personalise your copy of Microsoft Office’
section, type in the name you wish to be enterad any time you insert the
[User name:] field into a document

Mote that this will personalise your user name for all your Microsoft Office
applications.



Default folder to open, save documents: . .

The default file lacation is the drive and folder you would normally usa to
save decuments fo, and from where you will open existing documents.

« In the left pana of the Word Options dialog box, select [Save]
o To view the fields where you can customise how documents are
saved
* In the [Default file location] of the "Save documents’ section, type the file
path of the folder you wish to view each time you select to [Open] or
[Save] a file.

» Click [OK]
o To close the Word Options dialog box

™ J——————

- ———
1 - el L e L L R =l

g B oy b srm——y B[
o e e s m e r—

pE—
[T e— T it e |

e
C i e ——
T ] Pl [




Exercise 5  Use available Help functions

+ Click the [Micresoft Word Help] button at the right of the Ribbon 9
= To view the Word Help dialog box
o I your computer is online, you will view Office Online help, in addition

1o the help contained with the Word program.

= [F1]

View a help topic

The Help dialog box opens with a selection of topics.
= Click one of the topics
o To view sub-menus of help available concemning the topic you have
selected
= Click a sub-menu
= To view sub-categories of help concemning the sub-menu you have
selected
= Select further sub-categories, as relevant
o Lntil you view the help text for the topic you have selected
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Some of the words in the help 1Bxt may be in a different colour
» Click these words
o Towiew an explanation of the words
= Click the words again
o To hide their explanation
= Click [+ Show All] at the top of a help topic
= Toview all the explanations in this topic
= Once you have shown all the explanations for a topic, click [- Hide All)
o T hide the explanations



The Help toolbar buttons

The following buttons are displayed across the top of the Help dalog box:

o’

.-*';_I

= = i E] =)
BEEEENE N
£ o 8 3 %
53 = ¢
-
» |Back]
= G0 back to the previcus screen
» |Forward]
o Return to the screen you were viewing before you clicked [Back])
. [Stop]
a Stop a help page uploading to the Help dialog box
= [Refresh]
= Refresh an online help page with the latest information available
» [Home]
= Return to the inital Help screen
o [Print]
= Open the Print dialog box, in order to print all or part of the current
Help topic

« [Change Font Size]
= Make the font size in the Help dialog box larger or smaller
» [Show Table of Contents]
= \View the Help Table of Contents to the left of the Help dialog box
s When the Table of Contents is showing, the icon will change to an
open book. Click this, to hide the Table of Contents
# [Keepon Top)
s Toggle betwean keeping the Help dialog box on top of your Word
document whilst you are working and not keeping it on top



" Table of Contents

The Table of Contents contains headings for the complate Halp manual

« Ifihe Table of Contents is not showing, click the E
[Show Table of Contents] button at the top of the Help dialog bax
o Toview the Table of Contents to the left of the Help dialog box
« Select one of the headings with a book icon to its left
o Toview the help topics available for that heading
= Select a help topic with a question mark to its left
o Toview the help text for that topic
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Search

The Search field is below the toolbar buttons.
= Type the name of the help topic you wish to view and press [Enter]
o Towview a list of the help topics that match the text you entered into
the Search field
» Select the most appropriate entry from the list
o Toview the help text for that topic
« Clhick the [Back] button on the toolbar
o Toretum to the list of help topics
= Tabe able to select & different topic from the list
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Context-sensitive help

The [Help] button appears at the top right of dialog boxes.
« Click the [Heip] button in a dialog box
o Toview help on topics specifically relating to the dialog box



Exercise 6 Close o word processing application

When you have finished working with Word, it is good practice to close the
program, so that it does not restrict your computer’s performance

« Ribbon [File] click the [Ext] button | Ed |

o Taclose Word as well as this document

w |Alr]+ [Fa]

\

Alternatively, clicking the [Close] bution at the top right of the screen will
close any Word document open in the current window and, if this is the only
Word document open, it will also close down Word.




Example 2 - Our trip to France

Cwer the course of the next 3 Examples, you will create the following report
on a Irip to Pans. This report will show you how to use a vanety of Word
features. The subject of the report could easily be changed, 1o be relevant
for any other topic you wish to report on.
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Exercise 1  Open o word processing application

= From the Task Bar at the boltom of the screen, click the [Start] button

= Select [All Programs| [Microsoft Office] [Microsoft Office Word]
¢  Microsoft Word will open, with a new, blank document on screen



Exercize 2  Formatting text

This Exercise will enter and change the |ook of the heading for the report,

Enter text into a document

Type in the heading "Our trip to Paris®

Press [Enter] twice

o To move the msertion point down the page

= Tocreate a new paragraph

Move the pointer fo the beginning of the text you have just typed
Drag the pointer across the words in the heading

o To highlight the words “"Our frip to Paris”

a To select these words

Change font size and type

Ribbon [Home] [Font] = click the drop down arrow
to the right of the [Font] button and select [Comic
Sans M3]

= To change the [Font] for the heading

Ribbon [Home] [Font] - click the drop down arrow to the right of i£_|
the [Font Size] button and select [14] from the list of avallable

font sizes

= To change the [Font Size] for the heading
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¥ou will need fo know:

Select text

In this Exercise you have selected the words contained in the heading. Quick
ways fo hughlight other data in your document are as follows:

Character Llick and drag across the character(s)
Werd Double chick over the fop of the word,
Several words Click in the middie of the first word you wish fo

highlight and drag the pointer to the middle of the fast
word you wish to highlight Word automatically
highlights all the words contained within the selected
area,
Sentence Elick and drag the pointer from one end of the
sentence fo the other,
Line Move the pointer into the left margin until it changes
fo a white right facing arrow. Click in the left margin
Paragraph Triple click somewhere in the paragraph,
ar-
Move the poinfer info the lef't margin until it changes
te a white right facing arrow. Then double click in the
left margin
Entire decument Fress [Ciri] + fA] on the keyboard
Or
Move the pointer inte the left margin until it changes
fo a white right facing arrow. Then triple click in the
left margrn,

You will use a variety of these selection technigues in the following exercises

‘%. You may like fo know:

b When you select text, a mini foolbar s displayed next fo the highlighted data
This displays the most commonly used formarting buttons, and is a quick way of
formarting your highlighted entry, The mun toclbar is very faint uniil you move
the pointer over if, when it becomes more prominent,
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Exercise 3  Text formatting

In this Exercise, you will enter a paragraph of text. You will then use more of
the text formatting features available within Word to change the look of parts
of this paragraph.

In your document:
s Press [Conircl] [End] on the keyboand

= To move to the end of the document
» Type the following:

‘Last month 25 students went on a trip to Paris. We were
accompanied by 3 teachers, who looked after us during our stay.
We landed at Charles de Gaulle airport and travelled on a bus to our
hotel near Montmartre.”

»« Press [Enter]

To move down a line

Apply text formatting: bold, italic, underline

+« Move the pointer to the middle of the word “Paris™ and double click

o To sebect this word

+ [Ribbon] [Home] [Font] — click the [Boid] button |_“_’_l
o Tochange the font of the selected word 1o boid

« Ribbon] [Home] [Font] = click the [ltalic] button T |
= Tochange the font of the selected word to italic —

* Ribbon] [Home] [Font] = click the [Underliine] button —“
= Tounderline the selected word —

& | B4l = B-for ol
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To remaove the formatting from any selected text, click the appropriate Font
button or shortcut again,



¥ou will need to know:
Apply text formatting: subseript and superscript

= [Ribbon| {Home] [Font] - click the [Subscript] button [ =
o To create smalf fetters below the text baseline o
- [Ribbon] (Home] [Font] - click the [Superscript] button e

o To ereate small letters above the line of fext

This is an example of yacce

This is an example of e

"% ¥ou may like ta know:

% .
= [Ribbon] [Home] [Fant] - click the drop down arrow =

to the right of the underiine button I

o Tovew the underlining styles availeble |
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Apply different colours to text

« Move the pointer to anywhere within the word “Charles’
» Drag the pointer to anywhere within the word "Gaulle®
= Toselect the words "Charies de Gaulle”
»  Ripbon [Home] [Font] - click the drop down arrow 1 the nght of
the [Font Calor] button
e Towview the available font colours
= Select a colour from those available
o Tochange the colour of the selected text
« Click away from the selected phrase
o Toview the formatted text

Apply case changes to text

(A

Bight hei
= [Fost |

» Szl [Faw | rab
& To wee the fard
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« Move the pointer to anywhere within the word “Montmartre” and double

click
o Toselect the word "Montmartre™
» Ribboen [Home| [Font] - click the [Change Case| button
a Toview the [Change Case] oplions
« Select [UPPERCASE]
o Tochange the letiers in the selected word o uppercase
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¥ou will need to know:

Apply automatic hyphenation

When a word is too long to fit at the end of a line, Word will move the whale
word fo the beginming of the next fine. If you wish to hyphenate’ or split,
these words, automatic hyphenation can be used to insert hyphens where they
are needed

To furn on automatic hyphenation within your document
= Ribbon [Page Layout] (Page Sefup] - click the [Hyphenation] button
o Tosee the ovailable hyphenation opfions

To obtain the full ronge of font formatting available:
o Ribbon [Home] [Font] - click the —3 " =
Dialeg Box Launcher
o To apen the Font dialog box
s  To access all the font formarting options avaiiable
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Exercise 4  Edit text

This Exercise will work with the text you have just entered into your report.
You will learn how to edit and delate existing text, and how to find and
replace words and phrases within your document. Once you have made
changes to your document, you will learn how fo 'undo' the changes you

have made.

While learning thesa skills, you will copy parts of the existing paragraph, and
edit this copiad text. At the end of the Exercise, one of your final tasks will be
to delete the copied text, leaving your document with just the criginal
paragraph.

Display and hide non-printing formatting symbols

Page break symbols, line break symbals and other non-printing formatting
symbols can be viewed on screen, when ediling documents. These allow
you to see how your document has been formaftted and can be manipulaied
o reformat your document.

Examples of non-printing formatting symbaols are:

Spaces (2 small dat) betweenwords
Paragraph symbols 1
Manual line break symbals +*
Tab characters —=
‘ n 1
Tedisplay of hide the formaming symbels] Todisalay o hice Ihe formiatting symbols
-+ Ritian {Home} |Paragraph] - clck the = Ribbon[Homs] [Paragraph] - chck e
+ — Totoggle between daglayng and : Totoggh between dispiayng and
tustiru e Pon-prrteg - formatling Py Thee maen-pringiiteg formatting
syrmibols i yous docarrenils SyINDOts i i gocurmen
Sugh as paragraph ol Suchas parmgragh symbols _|

Teot with format symbols shown Tk wihoul formiat symbols shown



To display or hide the formatting symbols
» Ribbon [Home) [Paragraph] — dlick the [Show/Hide] button
- Tologgle between displaying and hiding the non-printing
formatting symbols in your document

« Toremove a non-printing formatting symbol, use the [Backspace] or

[Delete] key on the keyboard

A 'toggle’ occurs when the same command 15 used o tum an
action on - and off.

Copy text within a document
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The Microsoft Office Clipboard allows you to copy text and graphical llems
between documents and programs. The Clipboard acts as a holding area for

multipie copied items, ready 1o paste them into your documents.

To copy the paragraph and paste the copy below the original lext

= Move the pointer to the margin area on the left of the typed paragraph

» The pointer will change to a nght pointing white arrow
& Double Click

= Ta highlight and select the whale paragraph
+ Ribbon [Home] [Clipboard]- click the [Copy] button

» To copy the selectad text to the Clipboard

= Move the pointer below the selected text and click
= Todesalact the text

» Press [Enter] twice
o Ta move the insertion point further down the document
» Ribbon [Home] [Clipboard] - click the [Paste] button

s To paste the copied paragraph into the document below the

eriginal paragraph

il




Move text within a document

Rather than taking a copy of an entry, and pasting it into an additional
location in your document. it is semetimes necessary to move the entry 1o a
different positon, This can be done by ‘cutting' and ‘pasting’ the entry.

You will now experiment with this, using a sentence from the paragraph you
have just copied.

« Move the pointer to the beginning of the word "We™ on the first line of the
copied paragraph

= [Drag the pointer to the end of the word “stay” on the second line
o Toselect and highlight that senience

= Ribbon [Home] [Clipboard]- click the [Cut] button | ' |
a  Toremove the sentence from that location -

[ Koytoerd sharsuat: |
s To temporarily place that sentence on the Clipboard | o ey % |

= Move the pointer o the end of the paragraph and click
= To place the inserfion point at the end of the paragraph

s Ribbon [Home] [Clipboard]- click the [Paste] button g
o To insert the cut sentence at the end of the paragraph ‘




Use a simple replace command

The Replace function can be used to search for specific words, or a phrase,
in a document

= On the keyboard, press [Ctrd] [Home]
o Togo quickly to the beginning of your document
« Ribbon [Home] [Editing] - click the [Replace] button I"‘"'—'“'_"!
= Toopen the Find and Replace dialog box, with the ==
Replace tab selected
# Click in the [Find what ] field and type “a bus” g
« Click in the [Replace with:] field and type "the Metra” o [iri]s B

» Towpen tha Fied and

= Click the [Find Next] button Raphice doing nox wite

thir Faglece #2h
gelried

= Tofind the first instance of *a bus® in your document
Either
» Click [Replace Al

o Toreplace every instance of "a bus” in the document with “the Metra”
Or
» Click [Replaca]

o Toreplace just this instance of "a bus” before moving to the next

instance and deciding whether to replace that instance

Or
s Click [Fil'ld "Eﬂ]
o Toleave this instance of “a bus” as it is and move to the next instance

VWhen all instances have been found, a message will come up teliing you how
many reptacements have been made.
» Click [OK]
e Click [Close]
= o closa the Find and Replace dialog box




Use a simple search command

The exercise above used the Replace function.

If you wish to search for a specific word or phrase, without necessarily
replacing it, this can be done using the [Find] function.

On the kayboard, press [Cirl] [Home]
To go quickly 1o the beginning of your documeant

a

« Ribbon [Home] [Editing] = click the [Find] button IEHT"']
o Toopen the Navigation pane
o Youmay see your previous search in the Search Docurnent box
» Type "Paris"
= Toview a hist in the Navigation pane of all instances of the word Paris
in the document (B
« Click on an instance | i g
¢ Togo o that location in the document [ eoreibe
= Use the Previous and Next Result buttons
= Tobrowsa through the locations in the document
= Click the cross at the top right of the Nawgation pane
= Toclose the Navigation pane
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Use the undo. redo command

It is possible to ‘undo’ actions you have already carried out within Word, You
can undo as many actions as you wish — but have to include all actions
camied out since the one you wish to undo. If, after undoing an action, you
wish to retain it, it is possible to 'redo’ the action

To undo the last action in the document: w
+ On the Quick Access Toolbar - click the [Undo] button |—_
= Toundoe the last action in the document

To redo this action

= On the Quick Access Toolbar - elick the [Redo] button. U\
o Toredo the action in the document :

Eepenrd abordogf:
ll:‘h!l-l-l'

To undo several actions

* On the Quick Access Toolbar —click the drop down arrow to the right of
the [Undo] button

= Scroll down through the fist of actions until you have highlighted all those
you wish to undo

+ Click on the sarfiest action you wish to undo
o All these actions will be remowved from your document




Enter words within existing text

* Inthe second paragraph, move the pointer to the beginning of the word
‘teachers’ and click
= Tomove the insertion point to this position

» Type the word "class’ followed by a space
= To Insert an additional word at this point

Overwrite text

s Select the text to be replaced
» Type the new text
o Todelete the selection and replace it with the new text

‘.*1 You may like to know:
Overwrite mode
At present. when you type in the middle of existing paragraphs, the new text is
inserted in addition fo the existing fext. There is an overtype mode available
within the Advanced menu of Word aptions, which would enable you ta press the
[Tnsert] key on the keyboard in order to overtype instead of inserting text:
» Ribbon [File] [Options] [Advanced] - tick fUse overtype mode]
Be aware that, If you choose fo use this mode, it is very easy fo ‘turn overtype
on' without being aware of it - and find that you are typing over the fap of your
existing text by mistake

e R LR TSIV




«

Remove characters, words from existing text

+ Press the [Delete] key on the keyboard
o Todelete a character to the right of the insertion point

= Press the [Backspace] key on the keyboard
o Todelete a character to the left of the insertion paint

¥ou may kke to know:
The [Backspace] key has a left facing arrow and is usually pasitioned above the
[Enter| key on the keyboard

Delete text

This will show you how to remove larger amounts of text. by remaving the
paragraph copied into the document at the beginning of this exercise.

¢ Lize any of the methods you have learmed, fo select the enfire =econd
paragraph
= To “highlight" or “select” the text you wish to delete

« Press the [Delete] key on the keyboard
o To delete the selected text

= Press [Cirl] + [End]

o Tomove to the end of the document



Insert symbols and special characters

It is sometimes necessary to insert symbols or special characlers into your

documents. Common examples of these are;

tragemarnk e
copyright i)
registened L

To insert these symbols into your document:

L]

Ensure the insertion paint is on a new line at the end of the document
Type the word “Trademark™ and press the spacebar

Ribban [Inser] [Symbaols] — click on the [Insert Symbal] |Em
button —
o Tosee the [Insert Symbol] drop down menu -r_,:-""ﬁ'fl

= To=zee the most commonly used symbals Ak gy a0 TR |

k- L L 3 =

- E = - =

[ IO S R ¢ S

L1 | are Tymiiii

Select the trademark sign (™)

= Toinsert the selected symbol in your document at the insertion point
Press [Enter] and type the word “Copyright” followed by a space
Repeat the above process, 1o insert the copyright (2) sign

On a new line, type the word “Registered” then insert the registered sign
(B} info your document,

You meay like to know:
The [More Symbols. ] button at the =
bottom of the Symbols drop down meny | s ';'Ei.-iii-:_-c-;-,i-u-“-.-.i.-L':
WEFErR | T LAWK r
will open the Symbols dialog box. gring 1 __L-_.':;_E'“ _;_;;:1:; c,“;:!
[ Aobon A A LMGHE :.
access to a wide variefy of symbols. e TR L e e aE
iuiu'liglﬁ.l.llq-\\.f: FAlg A
_I--ll""'il: T R T




Exercice 5  Working with documents

In this Exercise, you will save your document. You will then create a second
document, and will learn how to swilch between the documents. You will
copy text from your Pans Trip document to the new one.

Save a document to a location on a drive

It is very important to save your documents regularly while you are working.
This ensures that, if there is & power cufl or some other problem with your

computer, you do not lose any changes you have made to the document

Either
= Ribbon [File] click the [Save] buttan | id save

O
= Onthe Quick Access Toolbar, click the [Save] button n

o Toopen the Save As dialog box
The Save As diaiog box opens because this is the first time the
document has been saved. therefore Word needs to know e name
for the fite, and the location fo which i is being saved. If [Save] is
selected again aiter the document has previously been saved, the
diatog box will nat gpen, but the exisfing file will be updated, saving
any changes you have made.




« Type "Paris Trip” in the [File namea] field
» Ensure that [Word Document] is selected in the [Save as type:] field
o So that the file will be saved as a document
Either
= Accept the file location displayed at the top of the Save As dialog box
= To save the document in your default file location
Or
= Navigate through the drives and folders in your filing system
« To select a specific folder in which you wish to save the workbook
= Click [Save]
= To save the workbook in the specified folder




Create a new document based on the default template

VWhen you create a new document based on the default template, a blank
document is openad on the screen. This document will contain the layout
and formatting {such as page setup, font and alignment) that are held in the
default template, which you can use as a basis to create and control the lock
of your work. When you start Word, the blank document that is autormatically
opened on screen is based on this default tempilate

= Ribbon [File] click the [New] button | b |
e 1o wview the New dialog box
o Towview the document templates available 1o you

) ) | Kyt shorrodn
= Select [Blank document| from the list of available templates | « {5ATi] 4 M
w Toreane 4 mew - bhiek
L G“Ek EEIEEIE]- | documert Somed an the
dufidt famplafe
o Tocreate a new, blank document, based on the default template |
W
— e R
_..

s [Save] the document as “Travel Report’ in an appropnate location

¥ou will need fo know:

Create new documents based on ofher available femplates

Within the New Document dialeg bax, there may alén be some [Sampie

templates] for documents such as memos, faxes and agendas. These templates

contain the default headings, fext and formatting for these documents. There

may also be enline folders from Office. com, containing many more Templofes.

If you wish to practise using these tempiates:

»  Within the New Document dialog box, select [Somple templates] or o folder
such as [Agendas] [Foxes]or (Memos] from the Office.com fempiates



= Select an example of a template such as an agenda, a fax or a meme
= Click the fEreate] or [Download] button fo create a new document based on
your selected template
o This wilf contan default content for this fype of document
* Compiete the new document by inserting relevant information in any of the
figlds in [square brackets] then Save the document with a refevant name

Switch between open documents

You have two documents open = "Paris Trip® and "Travel Report”. These are
contained in two separate windows. You will now switch between these
windows,

* Ribbon [View] [Window] — chick the [Switch Windows] button

= Toview your currently open document windows 4 HEEsJ
» Click [Paris Trip.docx]

¥ ; 'l"l'll'l-l-l'lilllll - -
« Toview the Pans Trip document O
2 Fans Tre.doc
S —
= [Ale] + [Fob]serit
thragh all e
eurmerth dgen wadous
deiplanaed in pour l
Toakgar
[

'-;E You may like to know:
* The Taskbar will usvally display all your currently apen Ward documents,
IF they are shown side-by-side:
s (lick the document you wish to view,
o Inorder to switch e thet document
If there is only one button on the Taskbar for Werd:
»  Click the Word button
v To wew your curreatly open Word documents
»  Select the document you wish fo wiew
o Jfnorder to switch to that document




Copy text between open documents

This will copy the first paragraph from Pans Trip o the Travel Report

Move the pointer fo the margin area on the left of the paragraph
s The pointer will change to a right ponting armow

Deuble click

= To highlight and select the whole paragraph

Ribbon [Home] [Clipboard]- click the [Copy] button F
= Tocopy the selected text to the Clipboard e
Ribbon [View] [Window] — click the [Switch Windows] button and select
[Travel Report docx]

¢ To view the Travel Report

=

Ribbon [Home] [Clipboard] — click the [Paste] button k|
= To paste the copied paragraph into the Travel Report Mol

On the Quick Accass Toolbar click [Save|
o 1o updaie Travel Report with these changes

You will need to know:

Move text between open documents

Rather than copying Text info anather decwment, it is also possible fo move the
entry te the other document. This can be done by ‘cutting’ and pasting’

Select the text you wish fo move

Ribbon [Home] [Clipboard]- click the fcut] button ‘:
o Toremove the Yext from the decument

o Toput the fext on the Clipboard

Libbon [View] [Window] - click the [Switch Windows] button and select the
document you wish fo move the text fo

Place the Insertion Point where you want to insert the fext

Rilsbon [Heme ] (Clipboord] - elick the [Paste] button b
E2 Ta paste the cuf text into the current document af the Paite |

insertion point.



Exercise 6 Paoge view modes

You are currently viewing your documents on screen as they will look when
printed, This is known as [Print Layout] view, There are four other page view
modes available; each suitable for different tasks you may be undertaking in
your word processing document.

The page view modes are as follows:

Print Layout View the document as it will appear on the printed page.

Full Serean Reading Maximize the space available for reading or commeanting
on the docimment.

Web Layout View the docurment as it would ook on a Web pags.

Culline View the document as an oulline, and show the outlining
tools.

Draft For quick ediing. Features, such as headers and

footers, will ot e shown.

Switch between page view modes

« Ribbon [View] [Document Views] — move the pointer over each view in
turn
= Tosee the screen tip, explaining that view

« Click the button for the view you wish to use

N @ = =]

IS Full Sirgen. Web  Diudline  Draft
Reading Layodst

Print Layout J "51

appesr on the ported pags.
[

wWhewr the document gy it walll ‘

The page view modes are also shown on the Status Bar. They can be
selected from here in the same way as above. However, the screen tips will
only show the view's name, not an explanation of its use,

EIEEE

it |
I
| =5




Exercise 7 Close a document

This Exercise will close the Travel Raport, leaving the Pans Trip document

open.

* Select the Travel Report document
= Ribbon [File] click the [Close] button T |

i

o

Ta cloze the Travel Report
Ta leave the Pans Trip document open

Frytaard shorteat: J
- {641+ (F4)
Exercise 8 Close a word processing application
« Ribbon [File] click the [Exit] button I E3 oot J

=]

=]

To close Word as well as any open documents

If you have any open documenis that have not been saved since they
were las! updated, a warning box will open for each of these
documents in tum, asking if you want to save the changes you made

ta the document
[ me————
= [Al1} = [F¥]
| £




Example 3 - Paris Trip

This Exarnple will continue with the report on the trip to Paris that was started
in Example 2.

You will create bulleted lists and numbered lists, and learn how to amend the
style of bullets and numbers used.

You will then leam about paragraph formatting. This will cover paragraph
spacing and layout, before looking at borders, shading and styles.

Finally, you will work with tabs, to create lists and tables of informatian.

Cr trip o Parks

Last month 2% Sutens went on a rip b Bans We wens accompaniisd by 3 leachens,
witys [oaked alarus during our slay. We enoed & Charkss a0 Gaule airpost and
Iraedied on ihe Listrs 1o owr hole| noar WMONTUMARTRE

W vislied the fokowang anees:

A The Len Quarier
B, The Lefl Bank

T llede i Cie

[ Mortmarire

Im imege anmds, we viaied e lollowing paces of imerost

*  Eiffel Towes

Twehe siuderts warnt In ihe 410 e top of Me Tower
Champs Eysees

&g o2 Triempne

HNaotre Dame

Hage Copu

The S=ne

Ona Tavouie place was the Bkl Tower Severd peopls eredyad our bast Irip doem the
river Seine mes! of 28 and guite 8 Tew prefenmed walking along e Cramps Ehesss

Piae Time of Dy Dy Visted Hawr's
Extfel Towei Flnrning Day 1 2.8
Menimarire Ewening Day 3 - IE]




Exercise 1  Open a word processing application

« From the Task Bar at the bottom of the screen, click the [Start] button
« Select [All Programs] [Micresoft Office] [Microsoft Office Word)]
o Microsoft Word will open, with a new, biank document on screen

Exercise 2 Open a document and save under another name

With your Module 3 exercise files, thers is a copy of the Paris Trip report as it
would have been at the end of Example 2. Although you could use the
document you created in Example 2, if you use the exercise file document,
this will ensure that it is laid out exactly as expected for this Exercise.

Once you have opened the document, you will save i with a new name, o a
new location. This will ensure that the original document remains unchanged

in your exercse file location.

Open a document

This will open the Paris Trip document stored with your exercise files.
+ Ribbon [File] click the [Open] button LJ Open J
= Toopen the Open dialog box
« Navigate through the drives and folders in your filing system and select
your exercise file location
+« From the list of folders in your exercise file location, select [Module 3]
« [n the Module 3 folder, select the file named “Pans Trip Example 3°
« Click the [Open] button R ——

Eayboard torTouT:
» Toopen the document on screen Ly A

dan s

—
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Save a document under another name

This will save the document to your default file location, with a different file

MaAme.

« Ribbon [File] click the [Save As] bution T ]
» To open the Save As dialog box -

= In the [File name:] field, type an appropriate name for your document

= Within your filing system, select an appropnate folder

s Click [Save]
= To save the document with a new name in the selected folder

Eirybeesd shar1eir
4 [AE]+F

= Thin pras (4]

& Toopen The Soe an

iy box

R

Cnce vou have saved your file in this way, your updates will be saved in the
new folder, under the new name, and the onginal exercise file will be
unchanged

As you are working on your document, it iz a good idea to save it at regular
intervals. This ensures that, if there is a power cut or some other problem
with your computer, you do not loge any changes you have madea.

= Onthe Quick Access Toolbar, click the [Save] button | H|
o To save the document in the same location with the same name

Keyboard shariout: :

* 1Pl + 5 '

& Tg 5ve The Jniumpnr
g




Exercise 3  Bullets and Numbers

This Exercise will work with bulleted 515 and numbered lists. You will create
stz of the areas and places of interest that were visited In Pans, before
leaming how to change the bullets and numbers used

» Press [Control] [End]

o To move the insertion point to the end of your Pans trip document
= Press [Enter] twice

o Tomove the ingertion point down the page
= Type "We visited the following areas:” and press enter twice

Add numbers in a list

This will create a numbered st of the areas that were visited.

s Ribbon [Home] [Paragraph] click the [Numbering] button
o Tostart a numbered list

....
11

s To automatically enter the first number in your st | Raght Chick;
it
« Type “The Latin Quarter’ ' _l il
= Press [Enter]

o Tomove down to the next line
¢ To automatically enter the next number in your list

= Type in the remaining numbered points to complete the list, as shown in
the lllustration below

Wewisited tha Tallowing areas

The Latin Cuares
The Left Bank

lie o2 [a Clie
honimarre

Fe A B3 =2




* When you have completed the list press [Enter]
o Tomova to a naw paragraph

» Press [Enter] again
o Toturn off [Numbering]

« Press [Enter] once mora
= Toemove the insertion point down the page
« Type “In these areas we visited the following places of interest:” and

press [Enter]

Add bullets in a list

You will now add a bulleted list of the places of interest that were visited.

» Ribbon [Home] [Paragraph] — click the [Bullets] button 1=
o Tostar a bulleted list

| Bight Ciicki

o Toautomatically entar the first bullet paint in your list b Tty

* Type "Eiffel Tower" and press [Enter]
o Tomove down to the next line and automatically enter the next bullet
in your list
« Type in the remaining bullet points to complete the list as shown In the
illustration below

Eiffal Tower
Champs Elysees
L' Arclde Triomphe
Maotre Danme
Sacre Coewr

The Seine

« When you have complated the list press [Enter] twice
o Tomove down the page
o Totum off [Bulleis]



Switch between different bullet and number styles

There is a selection of different styles of bullets and numbering available
within Microsoft Word. It is easy to change the styles used in your lists. You
will demonstrate this with your numbered fist.

= Click any number within the list
= Toselect all the numbers in the list
+ Ribbon [Home] [Paragraph] — click the armow to the right of the
[Numbering] button
o Toopen the Numbering drop down meny
o Tosasthe various styles of Numbering avallable 1o you

1..__"—|

» Click a button of your choice [ Bighr Dlick:
. |-I FINr e r
o [ochange your numbered list to the chosen style ' m:]
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" You wilf need ro know

Changing a bulfeted list (s done in exactly the same way:

» Ribben [Home] [Paragraph] - click the arrow fo the right of =
the [Bullets] button

*  Select a new sTyle from the drop down list

ZRiE -l Ul . aann
Becenity Lised Buibets :
|
L
Bullet Librany :

| hore | g ) u - -l-:i
> (v
Document sulies

|
L]
: o |

[eetine Mew Bullel..,

Fou will need fo know
Remove bulfets and numbers from a fist
The [Bullets] and [Numbers] buttons operate like a foggle switch, They are
used fo turn bullets and numbering off as well as on.
»  Select the paragraphs contaimng the bullels or numbers
»  Ribbon [Home] [Paragraph] - elick the [Bulets] or [Numbers] button
o Toremove the bullets or numbers from the lst



Exercice 4  Paragraph formatting

This Exercise will create a new paragraph in the report, which you will format.
¥ou will work with indents and spacing for the paragraph, then you will apply
borders and shading, and use styles to format the paragraph.

Create paragraphs

Press [Control] [End] and then [Enter] twice
To move the insertion point to the end of your document and to a new
lire
« Type the following:
“Our favourite place was the Eiffel Tower.”
*  Press [Enter]
= Tomove down the page
o Tostart a new paragraph
= Type
‘Several people enjoyed our boat trip down the river Seine most of

all, although quite a few people preferred walking along the Champs
Elysees."



Recognise good practice in 'pnmgmph spacing

You will now use the paragraph spacing 1ools, to add spacing within and
between the paragraphs in your document. When spacing paragraphs, it is
good practice to use these lools, rather than using the [Enter] key, as this
gives you more control when formatiing and editing your documenis,

Apply spacing below paragraphs

=« Place the cursor anywhere within the paragraph commencing "Our
favourite place. "

» Ribbon [Fage Layout] [Faragraph] [Spacing] — click the up armow to the
right of the [After] field once
o To apply spacing below the paragraph of 6 points

. Saﬂnq
48 Beforr 0 pd

va Aler 6pt

-lllllii

Each time you click the up arrow, the space below the paragraph will
increase by a further 6 points. To decrease the space by the same amount,
click the down arrow.

Fou will need to know:
Apply spacing above paragraphs
A similar method is used to increase or decrease the space berfore a paragraph:

v Ribbon (Page Layout] [Paragraph] [Spacing] - click the up arrow fo the right
af the Before box once

o T apply spacing before a paragraph of & pounts



Apply spacing within paragraphs

» Click somewhere within the paragraph commencing “Last month 25
students...”
# Ribbon [Home] [Faragraph] — click the Line Spacing Button E
s To sea the Line Spacing drop down menu. A fick will ba
against the currently selected fine spacing
« Select 1.5 on the drop down manu
= Tochange the space between the lines of the paragraph to 1.5

Il‘E‘I'-—iﬂ' E- ”l T AS Buslie !'I'L;
[v] s0
' 1.18

1.%
q FE |

* Add Space Befors Passgraph
4 W Add Spate AP Paiagiaph

— L_ i - s— —

I 55
30
it Lire Spacing Opllant,.. |
1
l

As you can see from the diagram above, there are several line spacing sizes
available within the Line Spacing drop down menu, including single, 1.5 and

double line spacing. e grr——
w [ErF e L 2o S
& Fir drgle, dovbla o 18
lire Spacing




Recognise good practice in aligning text

Your next tasks will be to amend the alignment and indentation of these
paragraphs. It is good practice to use the Align, Indent and Tab tools to align
text in any documents, as this gives you confrol when formatting and editing
your documents, Inserting spaces to 'move’ the text can limi! or distort
formatting. The Tab tools will be covered in Exerciga 5.

Align text

Text can be aligned with the left margin or the right margin, centred batween
the margins. or justified fo align the text with both the left and right margins
When justifying paragraphs, Word inserts extra space between words so that
the text fits exactly between the margins.

To justity the last two paragraphs you have just typed:

» Select the two paragraphs _

* Ribbon [Home| [Paragraph] — click the [Justify] button ;E
= Tochange the alignment of the selected paragraphs to [Justify]
o Toalign the selected paragraphs with both the left and right margins

e

Edphamird Blisr cu® l

& [Earl] -+ J to ity
Wt

You will meed to know:
Align text left. right, centre
The same procedure s used to left, right and cenfre align paregraphs:

s Ribbon fHome] [Paragraph] - click the [Align Text Left] button =
o Toleft align the selected paragraphs -
»  Ribbon (Home] (Paragraph] - chick the [Align Text Right] butten =
o Toright align the selected paragraphs o
»  Ribbon [Home] (Paragraph] - click the [Center] button =
a  Tocentre align the selected paragraphs Kepbrard shertc.t

o {LTre| = L0 Lef 1 ahgn
o/ (C1rd| + B 1o Higlrt alige
& [Cire] + 0 s Carire



Indent paragraphs

Indenting from the left or right margins can make paragraphs stand outin
your document.

» Click somewhere within the paragraph commencing "Several people....'

indent left
+ Ribbon [Page Layout] [Paragraph] [Indent] — set [Left] to 1.5 em

o Toindent the paragraph 1.5cm from the left margin Teytasrd sheerenn. l
= EY T ANTE ]
1har currm it pawmapropes
Frem fha leift
Indent right : :

* Ribbon [Page Layout] [Paragraph] [Indent] — set [Right] to 1.5 cm
= Toindent the paragraph 1.5cm from the right margin

ol Spa
5 Lot iSem D 18
Fimgrt 15om 5| 13
Pais i

Indent first line
» Ribbon [Fage Layout] [Paragraph] = click the Paragraph dialog box
launcher
= Toopen the Paragraph dialog box =
| I Fuiagrapn @
= Select the [Indents and Spacing] tab
« Click the arrow below [Special:] and from the drop down menu select
[First Line]
o Toselect a paragraph first line indent
« [nthe [By:] field either use the keyboard or the arrows o enter "1.5" and
click [OK]

o Toset the first line indent to 1.5¢cm ey .
o This indent will be in addition to the 1.5cm |F-.m L5

left indent |



s Youmay like to know:

ﬁ Ribban {Home] [Paragraph] - the [Decrease Indent] and [Increase Indent]
buttans will adjust the indent of the currently selected paragraph by
a set amount. However, you cannot select the size of the indent, 'ﬂ =

",$i Vou may like to know:
¥ou can alse set the left, right, first line and hanging indents using the indent
marks on the ruler
= With the cursorin the paragraph to be indented, meve the pointer over the
appropriate mark, and drag the mark afong the ruler, to where you want the

paragraph indented

| Hanging indent Left Indent Right Indhent

To obtain the full range of paragraph formatting available:

«  Ribbon [Home] [Foragraph] - click “_@
e o FROIRR
the dialog box Launcher R
o Toopen the Faragraph dialog bax LEI;"_.._.___-.__ | s
T |
o  To access all the paragraph [
| e — .
formarting options avarlable | Dt ooTe =)
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Merge paragraphs

Two paragraphs can be joined, by removing the paragraph mark at the end
of the first paragraph. Merged paragraphs will both take on the paragraph
formatting of the first paragraph. If formatting marks are hidden, they will not
show on scraan, but can still be deleted. To show formatting marks,

Ribban [Home] [Paragraph] - click the [Show/Hide] button, |9

Place the insartion point at the end of the sentence finishing
"wEiffel Tower.” and press the delete key
o Toremove the paragraph mark (9] )
= Tomerge the two paragraphs
= Press the space key twice
2 To insert space between the sentences

Insert soft carriage return

It s possible to start a new line without inserting a new paragraph or bullet

point. By inserting a line break, the paragraph formatting is retained.

= Within your bulisted list, place the cursor at the end of the bullet point
“Eiffel Tower

= Hold down the [Shift] key and press the [Enter] key
¢ Toinserta line break
o To move to a new ine without starting a mew bullet pont
=« Typa Twelve studants went in the lifts to the top of the Tower

You wilf need to know:
Remove soft carrioge return
Lime breaks can be removed in the same woy as paragraph marks.
s Place the insertion point in front of the line break mark
» FPress the{Delete] key on the keyboard
o T remove the line break mark [ W )}
o To move the text from the second line to the end of the first line



Add borders and shading to a paragraph

You can add prominence to a paragraph by putting a border round it and
filling it with coloured shading.

Add a border to a paragraph
This wall add & box border around a paragraph.

Click into the first paragraph of your document

Ribbon [Page Layout] [Page Background] - click the
[Fage Borders] button

« Toopen the Borders and Shading dialog box
Click the [Borders] tab across the top of the dialog box
« To select this page

In the [Setting] field, select the [Box] option

o Toapply a box around the selected paragraph

I 0 .F_'Jge!lnrl:lm |

Ensure that the [Apply 1o:] field has [Paragraph] selected

Click [OK]
a  Toconfirm your selection
o To see the border around the paragraph
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You will see from the Borders and Shading dialog box, that there are other
border styles available.



Shade a paragraph

Click into the first paragraph of your documeant
Ribbon [Page Layout] [Page Background] = click the
[Page Borders] button

= To open the Borders and Shading dialog box

Click the [Shading] tab across the top of the dialog box

= 1o sekect this page

Click the armow to the right of the [Fill] field

o Tosee the [Theme Colars] menu

Select a suitable shading colour

o To apply a background shade to that paragraph
Click [OK]

o To confirm your selection

o To see the changes to the paragraph
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Apply a paragraph style to a paragraph

Word contains many predefined “styles” — formatting, that can be quickly
applied to your text to give uniformity to documents throughout your school or
college.

Some are paragraph styles, which will affect the entire current paragraph
Others are character styles, which will affect only the word in which the
insertion point is currantly placed. If you wish to apply a character style to an
enfire paragraph or sentence, select the appropriate texi before applying the
style.

« Click somewhere in the heading of the document
= Ribbon [Home] [Styles] — click the drop down amow below
the scroll arrows
o Toview the list of available styles in your document
s Haver over several of the styles in tum
o Tosee the effect they have on your current word or paragraph
« Select a paragraph style of your choice
s Toapply it to the heading
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You will need o know:

Apply @ character style to selected fext

To apply a style to just a word or & line within & paragraph, highlight the text to
be formatted before selecting the required style from the [Styles] group.

Use copy format tool

Using the format painter, it is possible to copy formatting from one part of a
document and apply this formatting to other words, sentences or paragraphs

= Inthe first paragraph select the word *Charles’

« Ribbon [Home] [Clipboard] - click the [Format Painter] button [ 7
= Tochange the pointer to & paint brush next to the |-bar o
« Saelect the words "Eiffel Tower™
o Tochange the format of these words to match that of the word
Charles )

w O] o [3hift) = £

|
-

1

You may like to know!

“ Tos cspye the forwal fing 16 fore Than one Jart of thi doccmn, duible chck the
[Formot Bointar] button, The format patnter will ther réwmain 6 ective ontil

you click the [Formaf Painter] button again, or press [Esc] on the keyboard

"-'.T; ¥ou may like fo know:
“ If you want fo copy text formatting only, select just the particular text within
' a paragraph,
I you want to copy text ang paragraph formarting, select an entire paragraph,
neluding the paragraph mark,



Exercizse 5  Use tabs

Tabs are used to produce neat lists and tables of information. This Exercise
will use manual tabs to create a table showing the places visited on each
day. This will demonsirate the setting and removing of tabs using the Ruler.

Tab stops are inserted on the Ruler, and are usad to line up tabbed text
beneath the stops.

If you can't see the horizontal ruler across the top of the page, dlick the @
[View Ruler] bulton at the fop of the vertical scroll bar,

.JE[ *""'I"';_:_'._'-' I T I T ..I. BT TN S T O G T '-i‘-'li'.._"-.._..'.El |

The type of tab you require is salected from the tab selector button at the left
of the format ruler:

A Left Tab sets the start position of the tabbed text The text will move ’L]
to the right as you type.

A Center Tab sets the position of the micdle of the text. The text |_.;|.|
centres on this position as you type. —

A Right Tab sets the right end of the text  As you type, the text moves oy

I
left. =
A Decimal Tab aligns numbers around a decimal point. (&)

s e
A Bar Tab inserts a vertical bar at the tab position, |T

It is alzo possible 1o set the hanging indent and first line indent for a
paragraph from the tab selector button.

= Atthe end of your document, press [Enter] on the keyboard twice

s 1o move down the page



Insert Tabs

Click the Tab selector button at the left of the format ruler (shown in the
diagram below) repeatedly

o To scroll through the different tab types available

Click unfil you see the left tab

Click at the appropriate point along the Ruler (as shown in the diagram
below)

o Toinsert a left tab stop at this point on the format ruler

Use this method to insert a centre, right and decimal tab stop in tum

Tap sslpcion bunon

Insert a table using tabs

Press the [Tab] key on the keyboard E
o Tomove the insertion point to the first tab stop (the left tab)

Type “Place™

o The beginning of the word will line up with the tab stop

Fress the [Tab] key

= Te move to the next tab stop (The center tab)

Type ‘Time of Day”

o The centre of the phrase will line up with the tab stop

Press [Tab] and type "Day Visited"

o The end of the phrase will line up with the right tab stop

Press [Tab] and type "Hours"

= Any text or numbers you type will move to the left of the decimal tab
stop until you insert a decimal point

Press [Enter)

@ Tomove (o the beginning of the next line



« Use the above procedure (o enter the rest of the able entrias, as shown

NN O K XK -.. TR RN TR L T R T Y | S
Placa Tirra of Cay Day Vised Haurs
Eifel Towas  Maming Dy 1 25
Manimartre Evaning Ciay 3 575

You will need fo know!
To remove a tab
= Highlight all the rows confairing the tabbed text
o To ensure that the fab stop will be removed from alf these rows
= O the format ruler, drag the tab stop (up or down) off the format ruler
o The tab stop will be remeved from the ruler and the document
o Any entries that were aligned with the fab step will move ro the next
fab stop fo the right
o Any further tabbed entiries along each row will also be moved one fab
stap to the right. Be oware that this can affect the layout of the fext,

if there are no further fab stops for the text Yo line up with

".'.".F.' You may like to know:
i #ove rab staps
Existing tab stops con be dragged to different positions on the ruler. You must
highlight any rows affected by these fab stop g0 that they all mowve af the some

fome.

Use tabs to indent paragraphs
The left tab can also be used to apply a first line indent to a paragraph
» Before fyping the paragraph, press the [Tab] key
o Toindent the first line of the paragraph
¢ The second and further lines in the paragraph will begin at the ferft

margin
o Any subseguent paragraphs will alse begin at the left margin.



Exercice &6 Close a word processing npplrcuﬂm'

» Ribbon [File] click the [Exit] bufton | bl Ewit
= Toclse Word as well as any open documents
o If you have any open documents that have not been saved since they
were last updated, 8 warning box will open for each of these
documents in turn, asking if yvou want to save the changes you made
to the document.
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Example 4 - Our Paris Trip

This Example will continue with the report on the Irip to Paris that was used
in Examples 2 and 3.

In thizs Exampla, you will work with graphical objects. You will insert a picture
of the Arc de Tnomphe that is contained within your exercise files, and will
also insert Clip Art relevant to Pans. You will manipulate these objects within
the report, and will also copy them to the Travel Report document you
created in Example 2.

After this, you will amend the page set up of the document. You will amend
the document orientation and margins, and will work with headers and
footers,

Dur Trip to Paris
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Exercise 1|  Open a word processing application

»  From the Task Bar at the bottom of the screen, click the [Start] button
» Select [All Programs] [Microsoft Office] [Micresoft Office Word]

o Microsoft word will open, with a new, blank document on screen

Exercise 2 Open a document and save under another name

With your Module 3 exercise files, there is a copy of the Paris Trip repart as it
would have been at the end of Example 3. Although you could use the
document you created in Example 3, If you use the exercise file document,
this will ensure that it is laid out exactly as expected for this Exercise,

Once you have openad the document, you will save it with a new nama, to a
new location. This will ensure that the original document remains unchanged

in your exercise file location,

Open a document

This will open the Paris Trip document stored with your axercise files.
« Ribbon [File] dick the [Open] button
= Toopen the Open dialog box

&y Open

#* Mawigate through the drives and fodders in your filing system and select
your axercige file location

« From the list of folders in your exercise file location, select [Module 3]

= |nthe Meodule 3 folder, select the file named "Parns Trip Example 47

» Click the [Open] button

o 1o open the document on screen

[ ————
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Save a document under another mm:

This will save the document fo your default file location, with a differant file
fAame.

» Ribbon [File] click the [Save As] bulton e
o Toopen the Save As dialog box
= |nthe [File name:] field, type an appropriate name for your document
= Within your filing system, select an appropriate folder
s Click [Save]
= Tosave the document with a new name in the selected folder

e —r———

-l,ll|11|+l

w Tl predd 4]

w i gpen fhie Save na
ki teea

Once you have saved your file in this way, your updates will be saved in the
new folder, under tha new name, and the original exercise file will be
unchanged.

As you are warking on your document, it is a good idea to save it at regular

intervals. This ensures that, if there is a power cut or some other problem
with your computer, you do not lose any changes you have made.

s On the Quick Access Toolbar, dick the [Save] button
o Tosave the document in the same location with the same
fame
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Exercise 3  Page breaks

This Exercise will insert a page break into the document The graphical
objects you insert in tha naxt Exercise can then be put onto a separate page

Recognise good practice in adding new pages

You can insart a new page into your document at any point, by inserting a
“‘page break”. It is good practice to add new pages with a page break
command, rather than by using the [Enter] key. Inserting a page break
command gives you more control when formatiing and editing your
documents.

Insert a page break

s Place the insertion point on a new line at the end of the document, where
the page break is to ocour

# Ribbon I_1|'I55|1] IFHE}EE-] - click the [PEE'E BI‘Eﬂ'ﬁ] button I| b‘—.: Fage Bresk |
o Toinsert a page break '

o Tomove the insertion point to a new page
o Tomove any text or images after the insertion point to the next Kaybsord shoeri ’J
ik

= ] - [Estar]
paga | = Te Irars o poge bre

Ba aware that you will only see the “page break” on screen f you have m
your paragraph marks and other formatting symbels shown. —
¥ou will need to know
Delete a page break
= Place the insertion point at the beginning of the poge break ond press
[Delete]
= Te delete the page break



Word Processing ICOL Egypt

Exercise 4  Graphical objects

This Exercise will insert a Clip Art image relating to Paris and a picture of the
Arc de Triomphe, into your document. These images will be selscied,
resized, moved and copied. You will also learn how to delete objects.

Insert an image

The first part of the exercise will look for Clip Art that is currently available to
you, If you are connected to the Internat, Microsoft Word will automatically
saarch Office Online for images, in addition to the Clip Art that was loadad
when Microscft Word was installed. If you are not connected to the Intarnet,
the amount of Clip At availabie to you will be reduced, and your search may
not retum the resulls you require.

To search for Clip Art

= Ensure the insertion point is at the beginning of the new page

« Ribbon [Insert] [Ilustrations] — click the [Clip Art] button =T R
s To open the [Clip Art] Task Pane on the right of the screen .

chp
» |f you are connecled to the Internet, ensure there is a tick in the i

[Include Office.com content] field
= To incude Office Online in the search for images
» Click the arrow to the nght of the [Results should be:] field and ensure
there is a tick in the [All media types] box
= Toensure all file types are searched
= |nthe [Search for] field , type “Paris” and click the [Go] button
+ 1o search for clip art matching your criteria and to see the result

Eesuity should be: —
A mrdes S bpes [»] Clig Art - x
Coarch foe
H hstrations
M Photographs —
H videos 5 Resuts should be:
B audo Al media fie types I=]
o Irichade Offescom contert




If no results are found:

¢ I the [Zearch for:] field delele "Paris™ and dlick the [Ga] button
o Tosearch for alf Clip Art cumently available to you

« Ifthe number of results is high, usa the scroll bar 1o the right of the Task
Pane

= Toses all the Clip Art matching your search criteria
» Decide which Clip Art you want in your report and move the pointer over it
o Toses an arrow appear to the right of it

Eithey

« Click the ammow
o Tosee the drop down menu showing options for that Clip Art

= Click [Inserf] from the drop down menu
or

» Click the selected Clip Art
o Toinser the selected Clip Art at the current insertion polnt
» Press ‘Enter’ on the keyboard
o Tomove the insertion point down to the row below the Clip Art

« Click the Clip Art Task Pane [Close] butten
o Toclose the Clip Art Task Pana
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Insert a picture

With your Module 3 exercise files, there is a picture file of the Arc de
Triomphe. You will now insert this picture into your document.

» Ribbon [Insert] [Ilustrations] — click the [Picture] button =
= To open the [insen Picture] dialogue box
= Within the Module 2 folder of your exercise files, locate the file
named [Asc de Triomphe|
s Depending on your computer [Views] settings, this may be shown as
an icon, or listed as the file name
a  Select the Arc de Triomphe picture fiie, than click the [Insert] bulton
= Toinser it in your document
o Don't worry if the picture sits on fop of the Clip Art of Pans = this will
be correcled in the next part of this Exercise!
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¥ou will need Yo know:
Insert a chart
It is possible to insert many different types of chart infe a decument.
»  Ribbon [Tnsert] [Thustrations] - click the [Chart] button | ,‘-!Fh'"_|
o To view the available charfs
= Select achart type from the left pane and a sub-type from the right pare
s Click fOK]
o To open an Excel spreadsheet confaining default chart dafa
= Replace the data with that needed far the current chart
« Drog the lower right corner of the ronge
= To add extro categories or series as necessary
s Close the Excel spreadsheet

o To msert the selected charr into the document

'\I'JJJ._._ l:'li-i-_ﬁ_'.
ﬂ‘-JL‘I

_J_|_I_|*-' i
!J_-{_mﬂm

ll-l'l-ll- | it s | [y

- s e
ii”:iu.

iy N o 5ernies 3
i ‘:-’-'_ ‘ -
‘ W Series 2
a I =

BSeries 1




Your wil! meed to know:

Insert a drown object

I't is possible fo insert many different types of drown object into a n":bmpml“.

*  Ribbon [Insert] [Tustrations] - click the [Shapes] button T
o Toview the available shapes [STpee

L

o Select a shape and move the pointer to the location you wish to insert the
shape

» Drag the pointer [ et ) TN T~
o To creare the shape in the document —
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Select an object

¥When an object, such as a picture, Clip Art, shape. chart or text box, is
inserted in a document, it has to be selected before it can be moved, resized,
added to, or changed in any way.

= Click somewhera on the Clip Art of Paris or the Arc de Triomphe picture
o To select the object
o Tosee the sizing handles and rotation handle




Resize an object

«  Select one of your objects and move the pointer over ane of the comer
sizing handles
o The pointer will change o a double ended diagonal arrow
« Click and hold down tha laft button and drag to the required size
o Tomake the object larger or smaller and maintain its height to width
ratio
* Repeat the process fo resize your second object

You will need fo know
To change the size of an object in one direction only
* Select the abject and move The pemnter over the middle sizing handle on the
side you want To resire
o The pointer will change fo a double ended verfrcal or horizontal arrow
»  Click and hold down the left button and drag fo the required size
o Tosfrefch or compress that dimension only
o Tochange the height fo width ratio

Resize an object to an exact measurement

The selection handles enable you to resize an object by eye. Sometimes itis
necessary to resize an object to an exact size. This can be achieved from
the object Format tab.

Either
« Click the picture of the Arc de Triomphe
o Toselect the picture .
= Toshow the Picture Tools [Format] tab on the ribbon il
« Ribbon - click the [Format] tab
Or
« [Double click the picture of the Arc de Triomphe

o Toshow the Picture command tools



= Ribbon [Format] [Size] = in the [Shape Height] fieid -.‘_J '5' ;m = :'"
type “§" and press [Enter] -
o 10 change the height of the picture 1o Scms
o Unless your settings have been amended, the picture’s height fo
width ratio will be maintained

| = [Eee_]
- Tamfhtsqun!-dlb. |l

Amend text wrapping

When objects are insertaed in documents, by default they have the text
wrapping aftribute “In Line with Text". To give the object flexibiity to be
moved indepandently of texd, the text wrapping attribute must ba changad

Either

« Click the picture of the Arc de Triomphe
o To select the picture
= To show the [Format] tab on the ribban

= Ribbon - click the [Format] tab

Or

« Double click the picture of the Arc de Triomphe
o 1o show the Piclure command tools

+ Ribbon [Format] [Arrange] — click the [Wrap Text] button and
select [Square] from the drop down menu
o Tochange the Text Wrapping for the picture to [Square]

» LUse the same procedure to change Text Wrapping attribute of
the Clip Art picture to [Square]
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Move an object

Click and drag each plctura in turn

= To position them neatly at the top of your page

You may like to know
A selected object can be moved in small increments using the keyboerd arrow
keys.

Copy an object

Objects can be copied and pasted within a document in a similar way (o taxt,
You will copy a picture onto page one of the document, resize it and position
it against the nght margin.

Select the picture of the Arc de Triomphe
Ribbon [Home] [Clipboard] — click the [Copy] button
s o copy the selected picture to the Clipboard

Mowve the insertion point to anywhere on page 1

o Toselect the page where the copied picture will be inzerted

Ribbon [Home] [Clipboard] — click the [Paste] button

= To paste the copied piclure into page one of the document

= The picture will be pasted to the same position on page one
as the position of the ariginal picture on page two




» Click and drag the picture to the right of the bulleted st

« Llze the corner handles io reduce the size of the picture
o 1o make it an appropriate size for the bulleted list

« Ribbon [Format] [Amange] - click the [Align] button and select | I=-
[Align Right] from the drop down menu
o Toalign the picture against the right margin

¥ou will need fo know

Delete an object

o« Select the object to be removed

*  Fress the [Delete] key on the keyboard
o Todelete the selected object

Copy an object between open documents

It is also possible to copy objects between documents, You will now open
the Travel Report documant you created in Exercise 2 and copy the piciure
of the Arc de Triomphe Into this document.

With your Module 3 exercise files, there is a copy of the Travel Report
document as it would have been at the end of Example 2. Although you
could use the document you created in Example 2, if you use the exercisa file
document, this will ensure that it is laid out exactly as expected for this
Exarcise,

Cnee you have opened the document, you will save it with a new name, o a
new location  This will ensure that the original document remains unchanged
in your exercise file location



Open a document and save under anocther name
This will open the Travel Report document stored with your exarcise files

Ribbon [File] click the [Open] button 3 Com

o Toopen the Open dialog box

Navigate through the drives and foiders in your filing system and select
vour exercise file location

From the list of folders in your exercize file location, select [Module 3]
In the Module 3 folder, select the file named “Travel Report Exarcise 4”
Click the [Open] button g e

= BCTA] # D

o Toopen the document on screan .mm--.man

il oy bas

[Save] the document in an appropriate folder in your filing system, with an
appropriate name

Copy the object

Either
= Ribbon [View] [Windew] —click the [Switch Windows] button e
Or Switch
irDow
« Use the Taskbar
= Toswitch to the Paris Trip document
« Select the picture of the Arc de Triomphe
» Ribbon [Home] [Clipboard]- click the [Copy] button 4
o Tocopy the selected picture te the Clipboard e e vy
fufom)e € J

awitch to the Travel Report document _
Ribbon [Home] [Clipboard] — click the [Faste] button Ii'l ‘
= To paste the copied picture into the Travel Report document Paste

o Tocopy the picture to the same position on the page as the

il Taysosrd short rutt
ongeral [ [Errif ¥ |

Click and drag the picture to where you want it on the page
Save and Close the Traval Report document E



¥ou will need to know
Move an object between open document's
Moving objects is carried out in a similar way to copying them,
o Click the ohject you want to meve
o Te select that object
= Ribben [Home] [Clipboard] - elick the [Cut] button
o Te remove the object from the document
o Te place the object on the Windows Clipboard
s SwiTch fo the document you want fo move the object fo

« Ribben [Home] [Clipboard] - click the [Paste] button -_-]
o To paste the ohject in the other document Paste



Exercise 5 Setup

This Exercise will amend the page layout for the report. You will change the
orientation of the repot. Once the onentation has changed, you will amend
the margins, to sult this new layout. After this, you will work with headers and
footers and page numbering.

Change document orientation

Drientation determines which way round the page is rotated. It can be either
portrait or [andscape, as can be seen in the orentation image below. When
changing document origntation, Microsoft Word automatically adjusts the text
to fit the dimensions of each page. —

j"j Lanadsape

* |nthe Paris Trip document, press [Cirl] + [Home] on the keyboard
o Tomove to the beginning of the document

* Ribbon [Page Layout] [Page Setup] — click the [Orientation]  [EEeT=

button and select [Landscape] from the drop down menu
o Tochange the document orlentaton to landscape
o Toadjust the text [ayoul on each page, to fil the new dimensions

Im._w. = 1
[ o dli ] = shur
& T e Fha Drmrtrian
A duwl; e
Fou will need fo know '
Change poper sire
The paper size will need to be changed 1f you are printing fo particular peper.
Be aware that the content of the decument will sit differently on the page if
thre paper sire is changed,
o Ribbon fPage Layout] [Page Setup] - click the [Size] button e |
o Tosee the Page Size] drop down meny B
o Sefect a surtable size from the drop down menu




Change margins

* Ribbon [Page Layoul] [Page Setup] - click the [Margins] button
o Tosee the [Margins] drop down menu showing the pre-set
top, boftom, left and nght margins available to you

= Click one of the pre-set margin settings

i

larging

= Toset the margins in the document to the | gy
values shown | & ez s

| ]= " tes

L =

L] 7 gz

e

Ll = 2

Sometimes it is necessary to set margins fo a measurement that is not
contained with the pre-sets. We will now reduce the top and battam margins,
in order to fit the document onto fewer pages. Left and right margins would

be changed in the same way.

i Fryloard shartrut:
= | |ttt shin b

T wos the Margim
drpd cown maan

e

= Ribbon [Page Layout] [Page Setup] - click the [Margins] button and select

[Custom Margins.. ]
o To open the [Page Setup] dialog box on the [Margins] tab
= In the [Margins] [Top:] field type “2°

= |n the [Margins] [Bottom:] field type “2° and click the [OK] button
= Tochange the top and bottom margin sizes to 2cm

« Torealign the text on the pages
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Example 5 - A weekly timetable

This Example will create a weekly timetabla, displaying the weak days and
the daily periods. This will cover all the skills needed for table creation and
formatting.

The timetable will be saved as a template. rather than a Word document.
Templates contain the data and formatting that will be needed each tme a

similar document is created, thereby eliminating unnecessary repefition when
recreabing new documents.

You will use the template to create a new imetable document, into which you
can insert the details of your daily lessons.

_Pefiod 1
Peried 3
T
Panod 2
Penod 4
Puricd § i
Pericd §

Exercise 1  Open a word processing application

= From the Task Bar at the bottom of the screen, click the [Start] button

= Select [All Programsg] [Microsoft Office] [Micresoft Office Word]
o Microsoft word will open, with a new, blank document on screen

Don't forget. as you are working on your document, it is a good idea (o save
it at regular intervals. This ensures that, if there is a power cut or some other
problem with your computer, you do not lose any work you have done, At tha
end of this example you will save the timetable as a template.



Exercise 2 FPrepare document

The timetable will fit more effectively on the page in landscape onentation;
therefore this Exercise will amend the page layout for the document to
landscape, before you begin creating the table. You will also enter a heading
for the timetable

Change page orientation

= Ribbon [Page Layout] [Page Setup] — click the 3 Oventatim + =
[Crientation] button and select [Landscape] from the ' _-:| e
drop down menu :

o Landucape

« |f required, amend the [Zoom level] mﬂ
o To fit the page width to the screen .

Enter heading

» Ribbon [Home] [Faragraph)] = click the [Center] button | =
- To centre the heading as you type o

« Ribbon [Home] [Font] - dick the [Bold] button ' |

= Tomake the heading stand out —

» Ribbon [Home] [Font] = click the arrow to the right | Comic Sans MS ; ]
of the [Font] field and select [Comic Sans MS] from
the drop down menu
= Tochange the font to Comic Sans MS

+ Ribbon [Home] [Font] — dick the arrow to the right of the [Font
size] field and select [14] from the drop down menu ' =
o Tochange the fort size to 14

« Type in the heading "Weekly timetable” and press [Enter]

= Press [Control] [Space bar]
= Toreturn the font formatting to the default for further text

» Ribbon [Home| [Paragraph] — click the [Align Text Left] button ‘i|
a  Toalign further text with the left margin




Exercize 3 Create a table

= Ribban [Insert] [Tables] - click the [Table] button
o Tosee the [Insert Table] drop down menu
Either =
»  Move the pointer over the sguares at the top of the drop down menu and
highlight eight squares down and six across, then click the left button
o Toinsert an empty table consisting of 8 rows and 6 columns in the
document

= Select [Insert Table. . | from the drop down menu
o Toopen the Insert Table dialog box

= [n the Table size section of the Insert Table dialog box, change the
[Number of columns] field to &

« Change the [Number of rows] field to 8

» Click the [OK] button
o Toinsert an empty table consisting of 8 rows and 6 columns in the

-

document
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Exercise 4 Insert data in a table

= The cursor should be flashing in the top left cell of the table. If not, click
this cell

* Press the [Tab) key on the keyboard
o To move right, to the next cell in the top row

« Type "Monday", then press [Tab)] again
= Tomove to the next cell in the top row

= Type Tuesday"

* Repeat the above to insert the remaining days of the week

= At the end of the first row, press [Tab] again
= To move to the first cell of the second row
= Type "Period 1"
= Use the [down arrow] on the keyboard
o Tomove to the first cell in the third row
= Insert all the period numbers in this way

Waakly timatable
|_ Mgy _ Tu iy Wisines ey ) Friday

| Pasud 1

;F-lnndi
I :-Fvu'rndE
| II"-1|:|dl

| Puiod 5

L Panod &

P 7

You will need to kmow
Edit data in a table
Data in a table is selected and edited in the same way as within o document.

Yeu may like te know

The AutoComplete function within Microsoft Word may give you the option to
autematically complefe the days of the week once you have entered the fourth
letter of each name. Once the AuteComplete tip appears, click [Enter] fo
insert the suggested word into your fable



Exercize 5  Select rows, columns, cells, entire table

In this Exercise you will select different parts of the table.

You will select the row containing the days of the week, in order to amend the
formatting of the entries in this row. After this, you will select the column
containing the periods and format these enfries. Finally, you will select the
entire table and amend the font used for every cell in the table.

Select a row

+ [Paosition the pointer in the margin to the left side of row 1

»  The pointer will change to & whits right facing amow
» Click the left button

o Tosalect ail of row 1

Format entries

« Make the [Font] for the selected cells larger and [Bold] | - |__|_;_ |
s [Center] each day In its cell —

Pannd 1
Parod i
Pasdid 3




Select a column

« Position the pointer on the top line of column 1 _
o The pointer will change to a small, thick, downward facing black W'
AW B
s« Click the left button
= To select all of column 1

Format entries

« Use the Ribbon [Home] [Font] tools u -||B
o Tamake the [Font] [14pt] and [Bald]

« Ribbon [Home] [Paragraph] — click the [Align Text Right] button
o Toline up all the Period details to the right of column 1

M

[

C —
y Mondey | Tiesdwy Wednesday | Thursday Friday
|

Select the table

« Move the pointer anywhere in the table

o Tosee the four way arrow appear at the top left of the table
« Click the four way arrow

o Toselect all the cells in the table



Amend font

= Ribbon [Home] [Font] - click the drop down arrow | comic sans s

to the right of the [Font] field and select [Comic Sans MS]
o To change the font for all the cells in the table

You will need to know

Select a cell

= Move the pointer fo the left of the cell you wish to select

*  When the pointer changes to a thick black arrow angled upward's - click
a  To select the celf

Select a series of adjacent celis
s Chek the first cell of rhose you wish to select
= Drag fo the last cell you wish to select

a Toselect the reguired series of cells

“age  You may like to know:
b
It is also possible fo select parts of a fable using the Ribbon:
o Click the row, column or cell you wish fo select
s Ribbon [Layout] [Table] - chck the [Select] button
o Toview the drop down list of Select options
o Tobeable fo select the current cell, column, row or fable

o Saeet »|

] | Sefect Cell

HE | Setegt Column
5 Select Bow
[l et Tabie



Exercice & Insert, delete, rows and columns

This Exercise will insert a row for "break time’ and a row for 'lunch ime' each
day. The cells in each of these rows will be merged, =o that each row

consists of just one cell.

You will alss insert an additional column, and will learn how o delete rows
and columns in a table.

Insert a row

This will insert a row bebween "Pericd 2" and *Period 37, for ‘break time’.

» Click the cell containing the words “Period 3°

# Ribbon [Layout] [Rows & Columns] — click the [Insen Abave)
button

o Toinsert a new row above the selected cell

g ik |
# [Tmiar= |
& Select from aud s I

Insert a column

If Saturday is a working day, you may wish to add an additional column to the
right of the existing columns for this. Although you will be adding a column o
the right, it iz also possible to add columnas to the left. as can be seen in the
instructions below.

« Click a call to the left or nght of where you want the new column
« Ribbon [Layout] [Rows & Columns] — click the [Insert Left] R wrsen vy
or [Insert Right] button LB rzert Bighn
o Toinsert a new column to the left or right of the e
selected cell




Delete a row

Thig will delete the *Period 7' row, leaving the timetable with & periods.

=« Select any cell in the “Period 7 row
= Ribbon [Layout] [Rows & Calumns] - click the [Delate]

= e

button and select [Delete Rows) from the drop down E;a ok 3""‘
s Al e
MEnu ™ petets Cen..
- To delete the “Period 7" row i
:J.."L'III]ITI:!-I
[ Righs clck:
[l [Dw bt gl ]
» Balir) fram Fim Dxicks
il dileg bea ]
Delete a column

If you do not require the "Saturday” column, or one of the other days, the
fallowing instructions will show you how to delete it.

» Select any cell in the column to be delated

'[—-_-_."' . B vt
= Ribbon [Layout] [Rows & Columns] = click the [Delata] -L.,,‘tj' :‘j i,
button and select [Delete columns] from the drop down '-_1-; .;}.:.::'....i =
meanu W Daters Ceinma !

| Dalpir oy

s To delete the column |._J Detets Tater

You may fike to know
“% Work with multiple columns
W 75 delete multiple, adjacent columns, select a cell in each of the columns you
wish fo delete, before deleting

To insert muitiple, adjacent columns, select a cell in the number of columns yvou
wish to insert, before inserting.



Merge cells

This wall merge the cells in the ‘break time' row,
You should be aware thal, once cells are merged in a row, insering and
dalating coiumns can affect the layout of the memed row.

« Salact all the cells in the new row 4

» Ribbon [Layout] [Merge] - click the [Merge Cells] button
o 1o merge the selected celis into one

s  Type the word "BREAK" in the merged cell

[ viesge Calin

s Click the cell containing the words “Period 4”

» Ribbon [Layout] [Rows & Columns] — click the [Inser Below] button
o Toinsert a new row below the selected cell

« Merge the cells in the new row and type the word "LUNCH"

« [Center] the ‘BREAK’ and ‘LUNCH’ entries in their merged cells



Exercise 7 Table formatting

This Exercise will modify the ook of the table. You will amend column widths
and row height, and will change the lock of the lines around the cells of the
table. You will also add shading to some of the cells in the table, to make

them stand out

Modify column width

= Move the pointer over the vertical line between columns 1 and 2
o The pointer will change to a double-ended arow

« Click and drag the line to the left
o Toresize the column width
o Tomake column 1 narrower, and column 2 wider

=  Select all the cells in columns 2 1o 6

= Ribbon [Layout] [Cell Size] - click the [Distnbute Columns] button
= To make the selected columns equal width

Modify row height

« Move the pointer over the horizontal line between rows 1 and 2
o The pointer will change to a double-ended armow

= Click and drag the line down to the required position
o Toresize the row depth as required
o Ta make the heading row deeper

Celumn widthe and row height can also be adjusted to an exact
measuremeant:

= Szlect the row or column to be amended

» Ribbon [Layout] [Cell Siza] — adjust the i 127 em

i1k em

[Table Row Height] or [Table Column Width] fields as 34

o Al -
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Risd

G

+ |

E

i



Modify cell borders

Ptace the cursor in any cell in the table

Ribbon [Design] [Table Styles] - click the drop down arrow | Borders = |
to the right of the [Borders] button and select (Borders and Shading] from
the drop down menu

= Toopen the Borders & Shading dialog box Right chehi
s (Harmnrs end Sheding. |
In the Borders and Shading dialeg box, select the [Borders] tab Vi e Baries |
ard Shadsg dakag bes
In the Setting: section of the Borders tab, select [Gnd] -

In the Style: section use the scroll bar o see the border styles available to
you and select one suitable for the outside border of the table

Click the arrow to the right of the [Color] field and select a colour to use
for your borders

Click the arow to the right of the [Width:] field and select 2% pt from tha
drop down menu

In the [Apply toc] field select [Table] and clck [OK]

o Tochange the outside border of the table to the selected style

O ET—— E & b |
| poes | pago | gty |
BTy !_-u:l!l 2 homw
e . l"l'lIFFl:‘:‘;#l-wm
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With a cell, or group of cells, selected in a table, the borders for the selected
celfl(s) can be selectad from the [Borders] button drop down menu, without
opening the Borders and Shading dialog box.



Add shading to cells

« Select the cells in the top row that contain the days of the week
* Ribbon [Design] [Table Styles] - click the [Shading] button [ 8y seasting = |
= From the drop down menu, hover over the colow's '
= Tosee how the colours lock in the selected cells
« When you have found a colour that is not too dark for the text, select it
s To change the selected ceils to the chosen colour

s Llg& the same meathod 1o change the colour of the "LUNCH" and "BREAK™
rows

Raght clak:
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Exercise B Save a document as anather file type

This Exercise will save the 1able document as a template.

It is possible to save templates in any folder available to you, However, it will
be easier to locate and use them m the future, if you save them in the
templates folder that is provided for your version of Microsoft Word.

= Ribbon [File] click the [Save As] button “ Bl savens I
o To open the Save As dialog box

= Type an appropriate name in the [File name:] fizld
s Click the drop down bution to the right of the [Save as type:] field
o Toview the availabie file types
» Select [Word Template] from the availahle file types
= |n the [Favorite Links] section at the left of the window, select [Templates]
as the folder in which to save the file
o Click [Save]
o Tocomplete the operation
= Tosave the document as a template in your Templates folder

i Ll FabiE T ®ilad i iy




It Is possible to save Word filkes under other names and in other formats using

the Save As dialogue box. Typical examples of other file types are:

Flle Type

Use of Fie

Web page

A Word document that will open ina web browser eg _HTRL
{HyperTex Markup Language).

Various bext formals

A teut documemt that can be read by many othar programa
eg RTF {Rich Text Format),

Previous Ward wersions

A Woard document that can be road by older versians of
Waord eg Word 57-2002 & 6.0/95

OpenDocument texd file

DpenDocument text files are supported by a wide varety of
word processing applications, including free softwars
applications, An OpenDocument téxt il has the axtension
00T, Itis also possie o save \Word files as other
software specific file types, as shown in the [Save as type:]
idrop down list.

Template

A mastar gocument, from which @ new documaent s created
each fime you require & copy of it — using the presel
documment layout eg DOT.

Close the template file

+ Ribbon [File] click the [Close] button L crose |
o Toclose the current document and leave Microsoft Word open.




Exercise @  Create a new document based on an available

template

As you saw in Example 2, the Word templates that are available to you are
shown in the New Document dialog box.

Ribbon [File] click the [New] button
o Toopen the New dialog box

In the Available Templates section of the New dialog box select [My
lemplates... |

= Toopen the New dialog box with your personal templates shown

In the New dialog box select the ternplate you praviously saved in
Exercize B

In the [Create New] section sakact [Document] and click [OK]
¢ 10 create a new document based on the weekly tmetable template

Ew

Fill in some timetable details in the new tmetable document

Save the new file as a Word documeant in an appropnate folder, with an
appropnate name

= This document will not be linked to the timetable template.



Exercise 10 Close a word processing application

« Ribbon [File] click the [Ext] button | B3 et
s Toclose Word as well as any cpen

documents
o If you have any open docurments that have not been saved since they
were last updated. a warning box will open for each of these

documents in turn, asking if you want to save the changes you made
t5 the document

o [Am] s [P
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& - Mail merge
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This Example will prepare and output mail merge documents. These
documents will be an individual letter to potential actors in a students’
performance of the opera, "The Mikado', giving details of the role that person
15 going to audition for. The letter will end with a section to be retumed by
the student, stating whether they will be attending their audiion. The
individual participants’ details will be taken from a mailing list that is
contained within your exercise files.

The mailing list records will then be used to create malling fabels, to attach to
the individual envelopes to be sent to each club member

What is Mail Merge?

Mail merge is the process of combining & mailing list and a main
document, to print a run of documents with differing information in cerain
parts of each document

The main document (this can be a letter, e-maill message, envelope or
label) contains the information that is going to stay the same in each copy of
the document, with ‘fields’ showing where the individual information will be
entered into each copy of the document.

The mailing list contains the informalion that is going to change in each
document.

Each piece of information in the data source is known as a field.

The information in the mailing list about each individual person, student or
organisation is known as a record.

Exercice 1  Open a word processing application

= From the Task Bar at the bottom of the screen, click the [Start] button
= Select [All Programs] [Microsoft Office] [Microsoft Office Word)
& Microsoft word will open, with a new, blank document on screen



Exercise 2  Preparation

This Exercise will prepare the document that will be used for the mail merge.
It will also select the mailing list to be merged with the document, before
typing text into the document and inserting merge fields where appropriate.

Prepare a document

= Startwith a new, blank decument on your screan

= Ribbon [Mailings] [Start Mail Merge] — click the RS &
[Start Mail Merge] button and select [Letters] from the e weth emiu
drop down menu
= Toselect the type of document to be prepared B~

Ul Lamiaw
Ty r—

i g
F
1

|
i_". e | s e
—a

Select a mailing list

A large vanety of database documents can be used as mafling lists for mail

mergas in Microsoft Word. These include Address Lists created within the

Mailings section of Word, Microsoft Acoess databases, Microsoft Excal lists
and Microsoft Office address lists (such as Oulfook Contacts) It is possible
to use an existing list, or create a new list for your current mail merge.

Thiz will select an existing mailing list that is stored with your exercise files.
The list was created as a Word Address List, and contains details of each
student's name and form, together with the role for which they are
auditiening, and the time and place of their audition

» Ribbon [Mailngs] [Start Mail Merge] — click the B | 5 !
e |
[Select Recipients] button and select [Use Existing ety PR e
i i T e e
List. ] ot
= Toopen the Select Data Source dialog box e

« In the Select Data Source dialog box. navigate through the drives and
folders in your filing system and select your exercise file location
= From the kst of folders in your exercize file location, select [Module 3]



Insert data fields

In the Module 3 folder, select the file named “Drama club auditions” and *

click the [Open] button

s Toselect the [Drama club auditions] file ag the data source

Desciurpeniti iyt
[

Varer

] Fotrri Pagar Nnimsn Lilinss

] P T i L3t
P Vg g &g

The data fields available will be the fields in the [Drama club auditions) file.

Ribbon [Insert] [Text] — click the [Date & Time] button and |
select from the avallable formats

Click [OK]

= Toinsert the date into your letter
In a new paragraph, type "Dear” and press the [Spacebar]
o Toinsen a space before the first merge field

Ribbon [Mailings] [Write & Insert Fields] - click the arrow

below the [Insert Mergs Field] button
o Towview the data fields available
Select [First_Nare] from the drop down menu

o Tolinsert the [First_Name| field into the document

| (5], Dute & Time




Start a new paragraph and type the following:
“Thank you for your interest in our forthcoming performance of tha

Gilbert and Sullivan opera, The Mikado.”

In a new paragragh confinue typing:

‘We will be holding auditions next week. Please find below detalls of
the time and place of your audition, and the role for which you will
be auditioning.”

Insert a 2 column x 4 row table below the paragraphs (as explained in
Example 5)

Type the text headings in the left column of the table and insen the
matching merge fields in the right column, as shown below

ol youraudition, - topether with the-role-for- which-you will be-audiioning 4|
1

Day= #Dayso

Timeo eTimesa

Locetiona | «locabonmo

Rokes £Halpsn
1

Below the table, insert the following 2 paragraphs:

"Please return the slip below to the Drama Departmeant stating
whether you will be coming to your audition.

Good luck - and we look forward to seeing you on ~

Note thal the second paragraph ends with a space

After the spaca, insert the [Day] merge field
Sign the letter off by typing your name and role
Press [Enter] twice



You will mow insert a line to separate the body of the letter from the reply slip
The easiest way to do this is using the AutoCorrect feature, which can
automatically replace certain text as you type:

s« (On the keyboard press the [Hyphen)] kay 3 times followed by [Enter]
o To insert a horizontal line from one margin to the other

= 0Onthe keybeard press [Enter] twice

» Type:
“I will [ will not be attending the audition for The Mikado next”,
foliowed by a space

= After the space, insert the [Day] merge fisld

* Inanew paragraph, insert the [First_Name] and [Last_Name] merge
fields, with a space between the fields

« Onanewline. type the word “Form”, followed by a space and insert the
[Form] merge fisld.



Exercise 3 ~ Outputs

This Exercise will merga the audition latter with the malling list.

Merge a mailing list with a letter

You will prewiew the merged letter on screen, to see how each student’s
letter will appear; before looking at the printing options available for your
merged documents.

Preview merged documents

« Ribbon [Mailings] [Preview Results] -. Click the [Preview Resulls] "E\E
on Freviee
o Tosee the letter completed with details relating to the first Resulty
persan on the mailing list
« Ribbon [Mailings] [Preview Results] — use the navigation controls to look
through the mailing results

piooad Jjineds o} o5
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If you wish to return to view the letter containing the merge fields, click the
[Preview Results] button again.



Print mail merge letters

+ Ribbon [Mailings] [Finish] — click the [Finish & Merge] button

L)
o Tosee the drop down menu of options available - "'h—"&
| Flmai
= From the drop down menu, select [Print Documents...] harge -
s To open the Merge fo Printer dialog box
Merge o Prnser 0 [miien|
Peri reiradn.
o [y
J'l E’“ i - x {
oo | [ cnm |

» |n the Marge to Printer dialog box, select the radio button for the records

you wish to pnnt. as shown in the tabie below:

All To print one letter for each student in the mailing list
Current record  To prind a letter just for the record curmently on screen

From: To: To print letters for specific records. |n the From: and To:

fields, enter the numbes of the records as they were

shown in the [Preview Results] field

= Click the [OK] button
o Toopen a Print dialog box
= Selact your printer options and click the [OK] button

o To print the letiers you selected in the Merge to Printer dialog box
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¥ou may fike to kmow

Edit and save individual records
It is also possible to edit individual records and then save them fo a separote
document,
Ribbon [Mailings] [Finish] - elick the [Finish & Merge] button =
v To see the drop down menu F-::;_:Eu

| Merge -

«  From the drop down menu select [Fdit Individual Documents. ]
o 1o open the Merge to New Document dialog box

w In the Merge fo New Document dialog box, selectt the current recard, or
the range of records you wish to edit and click the fOK] button
o To gpen the selected record(s) in a new document

»  Make any odditions or alterations needed to the indivwaval records

» [Sove]and [Close] the document, using an appropriate name .

E
~
d




Exercise 4 Save and close the merge letter

+ Ribbon [File] click the [Save As] button T
o Toopen the Save As dialog box
« |nthe [File name:] field, type an appropriate name for your document
« Within your filing system, selact an appropnate folder
o Chick [Save]
o Tosave the document in the sslected folder

o
= [die] s F
s Thehgrais [A]
= To gpen H Sawe ml
. bty Euis
« Ribbon [File] click the [Close] button o Oowe
= Toclose the current Microseft Word document
i Youmay like to know
[
h When re-opening a mail merge main decument, the following message will be
displayed:

Dparang this dooument will ran e Rlceng S0 cemrmnd |
Ja. BT PR "l A Ll
D o wur da babwere will e placed in B docorend, Do you wend o ooniresd

Lo Lum ] [k

Select [Yes] to ensure that the mailing list data 15 placed in the main document,
in arder fo mail merge again,



Exercise 5 Create and print mailing labels

This Exercise will merge the mailing fist to a tabel document, ready to attach
to the envelope for each student.

Open a document

= Create a new, blank document

* Ribbon [Mailings] [Start Mail Merge] — click the [Start Mail Marge] button
and, from the drop down manu, select [Labels. . ]
o Toopen the Label Options dialog box

= To be able to specify the label type and printer details for your labels

e ———

=
| %tart alff  Select B it
{1 Meege = {Recipients = Arcpien
(8 Letters

E-limil Ifmsenges
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» |nthe Printer information section of the Label Options dialog box, select
the correct radio button to suit the way your printer handles labels
= |fyou have a page printer, rather than a continuous feed printer, click the
drop down arrow in the [Tray:] field and select the tray your labels will be
in
= From the [Label vendors:] field, click the drop down arrow and select the
comect label manufacturer for your [abels
« Scroll through the [Preduct number:] field
o Tofind and select the label number that matches the labels you have
«  Click [OK]
o Toclose the Label Options dialog box
= To select this label type for your document
- Tosee the labal layout on screen
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If the lines round each label are not shown on SCraen:
= Ribben [Layout] [Table] — click the [View Gridlines]

buthon

T View Gridines

o Toview the lines and see the size of each label on screan

Select recipients

This will select the existing mailing list stored with your exercise files. The list
includes details of each student's name and form that will be used on the

address labels.

» Ribbon [Mailings] [Start Mail Merge] - click the

[Select Recipients] button and select [Use Existing List.. ]

o Toopen the Select Data Source dialag box

In the Select Data Source dialog box, navigate through

g
= ey g
i e g, O i (oo

“TIE
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the drives and folders in your filing systam and select your exercise file

location

» From the list of folders in your exercise file location, select [Module 3]
» In the Module 3 folder, select tha file named "Drama club auditions” and

click the [Cpen] button

= To select the [Drama club auditions] file as the data source
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Insert data fields

This will select the fields you wish to insert in the address labels.

» Ribbon [Mailings] [Write & Insert Fields] —click the arrow .
below the [Insert Merge Field] button and select [First_Name] ﬁ
from the drop down menu : i
= Toinser the [First_Name] field into the document N

« 0nthe keyboard press the [spacebar]

» Insert the [Last_Name] merge fiald

= {n the keyboard press [Shift] [Enter]

& To move down to the next line without starting a new paragraph

» Type the word *Form” followed by a space, then insert the [Form] merge

field




Update labels

This will update all the labels in the document with the fields inserted in the
first label

« Ribbon [Mailings] [Write & Insert Fields] - click the
[Update Labels] button
o To see the inserted fields in all the labels
o Dependent upon the size of the labels you are using, the First name
and Last Name fields may not be shown on the same kne. This is
due to the length of the field names, and will not affect the way the
merged records will be displayed within each label

[-ﬂ Update Labeis

» [Save] tha mailing labels document in a suitable folder, with an
appropriate name
¢ This will enable you to recreate labels from this document in the
future, merging these fields with details in any mailing list you have
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Merge a mailing list with a label document
« Ribbon [Mailings] [Preview Results] — click the [Preview Results] | .
button ‘E%

s To see all the label details in the document Reualts

Print labels
* Ribbon [Mailings] [Finish] = click the [Finish & Merge] button [ = |
o To see the drop down menu of options available P:'E-J
ha
= From the drop down menu, select [Print Documents. .| mr'm .

o To open the Merge to Printer dialog box
= Inthe Merge to Printer dialog box, select the [All] radio button

¢ Sothat a label will be printed for each record in the mailing Hst
= Click the [OK] button

« Toopen the Print dialog box
« Select your printer options and click the [OK] button

o To print the label document, with one label for each record

Merge to Printer —— i‘-‘ﬁ
Print retords
o

) Currgnt record

)
Bl |




Exercise 6 Close a word processing application

= Ribbon [File] click the [Exit] bulten | -E- -h. E
= To close Word as well as any open .
documents

o |f you have any open documents that have not been saved since they
wera last updated, a warning box will open for each of thesa
documents in turn, asking if you want o save the changes you made
to the document

[ ——
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‘:ﬁ‘;‘ You may like to know
“ g s sl e i iiting Hhe hovieorial ond varicol wilers
» If vou cannot see the rulers, click the [View Ruler] button @
= On the ruler, hover over one end of the herizontal or vertical margin point
o The painter changes o o double headed arrow
= Click and drag the top, bottom, left or right margin to the required position




Add text in headers, footers

Headers and footers enable you lo repeat the same text at the top (header)
and/or bottomn (footer) of each page of your document If headers and
footers are saved into your educational templates, they can standardise your
documents, displaying such information as your class, college and subject
area.

+« Ribbon [Inser] [Header & Footer] — click the [Header] button

= |
¢ Toopen the Built-In header drop down menu Hﬁ' |

= Lsa tha scrall bar to the right of the drop down menu
= Towvew the predefined header styles available to you

= From the options at the bottom of the menu select [Edit Header| [T Sp— |

= To open the header at the top of the document | ‘;“::'“ |
o Tosee the [Header & Footer] [Design] Ribbon toois | +_r_E=lr”-==l-rl
W oa T e —— :
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Headers and footers automatically contain two tabs on the horizontal ruler =
a centre tab in the middle of the ruler and a right tab al the right margin of the
ruler. These tabs enable you to easily nsert entries at the left, middie and
right of the header and footer.

Because you have changed the onentation of your document, and the
dacument is therefore wider than it was, these tabs will no longer be in the
middle and right of yvour ruler. To move them to the correct location:
« 0Onthe honzontal ruler, click and drag the [Middie Tab] to the .,4-!
middie of the ruler —
» Click and drag the [Right Tab] so that it lines up with the right _,.'I:'b.
mangin Soam s
s Press the [Tab] key twice
= T move the insertion point to the right tab
« Type ‘Report on school trip”




Edit text in headers, footers

Text in headers and foolers Is selected and edited in the same way as text
within a docurnent.

» Select the header text you have just inserted

« Format the text to ba [Bold] and amend the [Font Siza]

Add fields in headers, footers

A ot of header and footer text can be automatically inserted — such as page
numbers, date and time information, author, user information, file name and
location. Thess are called fields.

You will now add the file name, page number and date in the document's
footer.

Either

» Ribbon[insert] [Header & Footer] — Click the [Footer] button and select
[Edit Footer] from the drop down menu
o Toopen the Footer text box at the bottom of the documeant
= To see the [Header & Footer Tools] [Design] Ribban

Or, if the [Header & Footer Tools] [Design] Ribbon is open

* Ribbon [Header & Footer Tools] [Design] [Navigation] — Click the j
[Go to Footer] button PR

Fooler,

| Nigrom he poATar paks
!1H{W|Eﬂ'ﬂ

Rght Ol
[ # (Bt Frustar)

« On the horizontal ruler click and drag the [Right Tab] so that it
lines up with the right hand marngin

« On the horizontal ruler click and drag the [Center Tab] sa that it W
is in the middie of the margin | st

= Ribbon [Header & Fooler Tools] [Design] [Insert] — click the
[Quick Parts] button and select [Field] from the drop down menu
o To open the [Field] dialog box
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In the [Field] dialeg box, ensure the [Categones:] box has (All) selected
Lize the [Field names:] scroll bar to find and select [FileMame]

= [osee the format options available to you

In [Field properties] [Format ], select the format of your choice

In [Field oplions] selecting [Add path fo filename] would show the
complete file path and identify where the file is stored

You should be aware that, if you add the path, the fooler enlry may
become very long, and could spread across the cenire fab in the footer.
As you are aboul to insert a cenire fab to your fooler, if would be better
nof to add the file path here.

Select [OK]
= To add the filename fo the footer on each page of the document

Press the [Tab] button on the keyboard
= Tomove the inserion point to the centre tab

Ribbon [Header & Footer Tools] [Design] [Insert] - click the @
[Date & Timea] button ; .
= Toopen the [Date and Time| dialog box | i

= Tosea the date format options available to you



» n [Avaltable formats;], select the format of your cholce and click [OK]
o To insart the date and [ or time in the centre of the faoter on each
page of the document

drowdabs armas: Largagn: f

Add automatic page numbering

« Press the [Tab] button on the keyboard
o Tomove the insartion point to the right tab

* Ribbon [Header & Footer Tools] [Design] [Header & Footer] -
click the [Page Number] button

« From the drop down menu, select [Current posiion] and, using
the scroll bar, view the avallable number formats

+ Select the number format you wish to use

-

=
Fege
faimger = |

= Toinsert the page number at the current cursor position in the footer
of each page of the document
s Ribbon [Header & Footer Tools] [Design] [Close] = click the ?|
[Close Headsr and Footer] button | Cuse pesaer|
= To return to the main body of your document

s To view your header and footer ‘greyed out’ on each page.



Exercize & Check the document

Before you send a document to print, it should be checked to ensure all the
words are comectly spelt, that it is grammatically correct and that it wall be laid
out on the printed page as you want it.

Microsoft Word contains a speling and grammar checker. The default
setting in Microsoft Word enables these to be chacked as you type.

If you type text that the spelling and grammar checkar considess incomac:
& red wawy underling appears beneath a misspel word
A green wawy underling appears beneath incomect grammar

A blue wawy underline appears baneath a correctly spelt word that may
be out of confext

= Right click over a red, green or biue wavy underlined word
o Tosee the drop down menu, with a list of suggested alternatives and
actions
= Gelect from the list
o Toreplace the incorrect text with the appropriate alternalive

Spell check the document

The Spelling and Grammar dialog box will only open if there are emrors in the
current document.
¢  Press [Chl] + [Home]
o Taretum to the beginning of the document
» Ribbon [Review) [Proofing] — click the [Spelling & Grammar] I ,-5 '
buttan

Sosing S
Erammg

s Ifthers are any errors in the document, the Speling and [ —

= {P7}
o Ty bmerge i wpel] bt

Grammar dialog box will open

o Suggested corrections for the first eror will be displayed  [ShiFH] + PP
» Select the comection you require i s

« Click the relevant button. as explained below



The options available in the Speling and Grammar dialog box will vary:
depending on the type of arror found
o Llick [lgnore Once]
= Toretain your current speliing/grammar in this instance
« Click [lgnore All] or [Ignore Rule]
o Toignore all instances of this spelling in the document
o Toignore the displayed grammar rule in the document
» Click [Add to Dictionary]
o Toadd your spelling to the Word custom dictionary

» Click [Change]
e Tochange the spelling of this word in the documeant to the highlighted
suggested amendmeant

« Click [Change All]
o To change the spelling of all instances of this word in the document to
the highlighted suggested amendment
* Click [Delete]
o Todelets a repeated (duplicated) word in a sentence

When the check is complete the dialogue box a message will be displayed.
» Click the [OK] button
= Toclose the message
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Add words to a built-in custom dictionary

When you click the [Add to Dictionary] button, the word that you add will not
be shown as a spelling ermor in future documents that you create.

Preview the document

Before prnting your document, it is good practice to check how it will appear
on paper. This ensures you can correct any layout emrors and other mistakes
without wasting paper and ink,

* Ribbon [File] click the [Print] button
o Toopen the Print dialog box
o Towview the print options
o Topreview the document on screen as it would print

« At the bottom of the dialog box, use the left and right amrows

o Tomove between the pages of the document
‘ i1 oflp
o Tosee how the documant would currently print out =
= Al the bottom of the dialog box, adjust the zoom
= Tochange the size of the previewed page | ...
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Print the document

» Ribbon [File ] click the [Prinf] bution Print
o To view the Print dialog box
o Topreview the document

In the Print section:
= Use the arrows to the right of the [Copies:] section
o Toselect how many copies of the document you wish to print

In the Prnter section:
= Select the appropriate printer from the drop down list

In the Sattings section;
= Click the drop down arrow to the right of [Print All Pages]

o To view and select the appropriate options for what to print, such as
the entire document, the selected range or the current page, and also
if you wizsh to print just odd or even pages

« To print particular page ranges, type these ranges in the [Pages] field

The [i] button explains the format fo enter page ranges infa this field

« Page setup options, such as onentation, page size and margins, can also
be amended from the Settings section

o Clicking [Page Satup] at the bottom of this section will open the Page
Selup dialog box, giving access to all the page setup functions

s Click the [Print] button Erphecrd thortet |
o To print the document with the currently selected print options J f:ﬂ;:u:'mﬂ =




Exercise 7  Close a word processing application

Ribban [File] click the [Exit] button

o

o

To close Word as well as any open documents
If you have any open documents that have not been saved since they
were last updated, a warning box will cpen for each of these

documents in turm. askng if you want 1o save the changes you made
to the docurnent,
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