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Introduction

Welcome to Velsoft’s courseware for Microsoft Office Word 2010, Microsoft’s flagship word
processing software. This new version of Word incorporates many new features and
connectivity options in efforts to make collaboration and production as easy as possible.

This Advanced level is intended to help users who are already proficient with Word become
more familiar with adding various types of objects to their documents. If you are an instructor,
gauge the comfort level your students have with using a computer; you may be able to skip
over some easy components.

This manual will cover pictures, shapes, text boxes, WordArt, SmartArt, Building Blocks, Quick
Parts, tables, and charts. By the end of this manual, users should be completely comfortable
inserting and manipulating these objects.

This manual was created using Microsoft Office 2010 Professional Plus. Our test machine was a
64-bit computer running Windows 7 Business Professional. Any feature specific to Windows 7
in this manual will be marked as such.

Occasionally, this manual may reference where certain keys are on the keyboard (such as
Insert, Home, or Page Up). The directions are given based on a standard desktop keyboard that
contains a separate number pad. Laptop keyboards may be different or have combined keys.

Prerequisites

This manual presumes that the user has a basic knowledge of Windows, including concepts
such as using the mouse and keyboard. It also presumes that the user has completed the
Intermediate level of this course (or has equivalent knowledge) and is familiar with concepts
such as saving files in various formats, using templates, working with sections, and performing
basic and advanced text formatting.



Microsoft Office Word 2010 Advanced

Section 1: Working with Pictures

In this section you will learn how to:
» Add a picture from a file
= Add Clip Art and screenshots
= Use the Picture Tools — Format tab
= Use the mini toolbar for pictures
= Perform basic editing tasks on pictures
= Resize, move, arrange, group, and ungroup pictures
= Wrap text around pictures in different ways
= Change the picture’s position on the page
= Crop pictures in different ways
= Rotate, flip, align, and distribute pictures
= Sharpen and soften pictures
= Change the brightness, contrast, saturation, and tone of pictures
= Recolor pictures
= Apply artistic effects and picture styles to images
= Add borders and effects to pictures
= Edit the background of a photo
» Use the Format Picture dialog
= Compress pictures
= Change a picture while preserving the formatting
= Reset pictures
= Save pictures outside of Word
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Microsoft Office Word 2010 Advanced 3

Lesson 1.1: Inserting Pictures

Welcome to the Microsoft Office Word 2010 courseware! In this advanced level, we’ll go above
and beyond creating basic documents. You’ll learn many ways to present information and make
your documents more appealing than ever.

To start out, we will look at different types of images that you can add to documents: pictures,
Clip Art, and screenshots. We'll also look at some contextual picture tools.

Inserting a Picture from a File

To insert a picture from a file on your computer, click the Insert tab and click Picture:

File Home | Insert Pagelayout  References Mailings Review  View  Developer o
ﬂ D = E:I HE ,_[—f' a ﬁh i a @ L EEI D ™ |] 4 A= (R signature Line - TE (9]
) = Viall | BE] j) = i+ -, = = =| = # =i — ) Date & Time
Cover Blank Page  Table | Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer  Page Text  Quick WordArt Drop Equation Symbol
Page~ Page Break - hArt - - - v MNumber~ | Box~ Parts~ - Cap~ "84 Objed - - -
Ilustrations Links Header & Footer Text Symbols

Pages Tables

b

Gardener’s Journal

Acme Publications Inc. 11/1/2011 [Edition 1, Vohime 1]

Planting Timel
It's that time of year again — the time that we plant

Story Tifle

tulips. e

You can easily change the
formatting of selected text in
the document text by

STO."}/ Title choosing a look for the
Stery Subtitle or summary selected text from the Quick

P o . . Styles gallery on the Home
You can easily change the lists, cover pages, and other " :
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Microsoft Office Word 2010 Advanced 4

You will then be prompted to locate and choose the file. Click a single file or hold Ctrl and click
multiple files. Click Insert when you’re ready:

)/

) " .. « Pictures » Public Pictures » Sample Pictures v l‘y ‘ ‘_Sesrch Sample Pictures pel '
= — = —

| @ Insert Picture

- — = —

Organize v New folder =~ 0 @

(W] Microsoft Word = Pictures Ilbrary

i+ Workspaces Sample Pictures

Arrange by: Folder v

. Favorites

m

Bl Desktop

4 Libraries Chrysanthemum Desert Jellyfish

S

@ Documents
@' Music

[=| Pictures e
gﬂ Templates

&4 Videos

Lighthouse

Penguins

«& Homegroup

1M Computer
ﬂ Gateway (C:)
. Data (D:)

File name: Tulips

4

| All Pictures v|

Tools [ Insert !ﬂ [ Cancel ]
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Microsoft Office Word 2010 Advanced

The picture will then be added to your document and resized (if necessary) to fit the page. The
Picture Tools — Format tab will also become available:

File Home  Insert  Pagelayout  References  Mailings  Review  View  Developer Format o
5 . Y i 24 - Iy g Forward ~ |- @ ;
i Corrections ,H:Compress Pictures — P — — I, TN o TP\Cture Border iy Bring Forward IEI. ?..IJ 155 -
— g Color = B3 Change picture il |l il el =l 1 El - | Picture Effects - 4 Send Backward - [H]
Remove - ) ) = Position Wrap _ . crop =3 2077 2
Background |8 Artistic Effects ~ %1 Reset Picture ~ = 58 Picture Layout - + Texte M SelectionPane Sk . s -
Adjust Picture Styles Arrange Size

b 1

Gardener’s Journal

Acme Publications Inc. 11/1/2011 [Edition 1, Volume 1]
Planting Timel
It's that time of year again — the time that we plant st Titl
tulips. <] O’}i . S

You can easily change the
formatting of selected text in
the document text by

choosing a look for the
selected text from the Quick
Styles gallery on the Home

tab. You can also format text

Aot oA Al

Inserting Clip Art

If you don’t have a picture on your computer to use, you can check the picture collections
included with Microsoft Office. To start, click Insert — Clip Art:

Home Insert Page Layout References Mailings Review

P T 1

Cover Blank Page Table Picture Clip Shapes SmartArt Chart Screenshot
Page~ Page Break v Art Y v

Pages Tables [} Illustrations

To search for Clip Art, type what you’re looking for in the search box. (If you like, you can also
choose what type of file you want.) Once you’re ready, click Go:

Clip Art * X
Search for:
tulip]
Results should be: h‘
All media file types Izl
Indude Office.com content
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Microsoft Office Word 2010 Advanced

You will then see images appear in the white part of the task pane. Once you’ve found the
image you’re looking for, simply click to place your cursor where you want the image to go in
the document. Then, right-click the image and click Insert:

Search for:
Results should be:
All media file types B

[¥] Indude Office.com content
Provided by: Microsoft

FNTREe,

N

Make Available Offline... lV”/’

AMrretrn nllacbinn
love to Collection...

i ['_’é'a X W
= |
1]
0
M

Edit Keywords...

Preview/Properties

Notice that you also have commands to copy the photo to the clipboard, delete the photo from
the Clip Organizer (if it is located on your computer), make the photo available offline (if the
photo has been downloaded from Office Online), move the photo (if it is located on your
computer), edit the keywords, and preview the image and view its properties.

Once you have inserted Clip Art, the image will be placed in your document and selected. (Clip

Art can be either a shape or an image, so Word will provide the appropriate tools to edit it —
either the Picture Tools or Drawing Tools Format tab.)
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Microsoft Office Word 2010 Advanced 7

Adding a Screenshot

Word 2010 now offers the ability to add screenshots (pictures of things on your computer
screen) to documents. To start, make sure that the window that you want to take a picture of is
maximized. Then, bring up Microsoft Word, click Insert, choose Screenshot, and click the
window that you want to take an image of:

File Home Insert Page Layout References Mailings Review View Developer ol

BD:S S EHED ™4 Q@ = 3 BB 4 = T Q

Equation Symbal

Cover Blank Page | Table | Picture Clip Shapes SmartArt Chart |Sereenshot|| Hyperlink Bookmark Cross-reference | Header Footer  Page Tet  Quick Wordatt Drop =
Page~ Page Break - Art - - - - Number~ | Box+ Patst - Cap - '@d Object -
Pages Tables Tlustrations Available Windows E Header & Footer Text Symbols

(L5

S Journal

Acme Publications Inc. 11/1/2011 [Edition 1, Volume 1]

Planting Timel
It's that time of year again — the time that we plant

Story Tifle

tulips.

You can easily change the
formatting of selected text in
the document text by
choosing a look for the
selected text from the Quick
Styles gallery on the Home

tab. You can also format text
directly by using the other

Useful Resources controls on the Home tab.
We recently found this Web site and we've found it On the sert tab, the
really helpful for all our gardening projects. galleries include that are

designed to coordinatewith
the overall look of your
document. You can use
these galleries to insert
tables, headers, footers, lists,

cover pages, and other

document.
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The image will then be inserted into your document at the position of your cursor:

Review View Developer Format

Home Insert Page Layout References Mailings

T
o
=
..-.
n
S
o

4 & Corrections ~  13f Compress Pictures | ___i 7 % ’_ a [Z Picture Border ~ j & B P
4 & Color ~ B3 Change Picture ‘ ’ . v & Picture Effects ~ v )¢ -
Remove < Position Wra Crop =1 ~
Background | Artistic Effects ~ g Reset Picture ~ = &2 Picture Layout i ey ,t‘i Rl} Selection Pane  SA~ P G2 >
Adjust Picture Styles Il Arrange Size |
{iz)
a
@
s

e Fovctes | N MSN B Supgeed ees = . Get More Add-om =
8 Gadenio Pesousces s Nationsl Gurdenin Asic..

First Lady Michelle Obama Really
Digs Kids Gardenin;

Read more sbout food gwdening = 112 3 4 Watch wdeos o]

HOW-TO VIDEOS Fouturog 5wt ¢ vepetanis Gasen

RN

Ve o deery g caparamss_baneside 52_sonesdsS_che B0 _C

You can now work with the screenshot as you would any other image.

Overview of the Picture Tools — Format Tab

You've seen that when you add any type of picture to your document, you will see the Picture
Tools — Format tab:

Picture Tools

Format

View  Developer

Review

Mailings

Home

Insert Page Layout References
; 5 ¥ ) o =)
) & Corrections )1 Compress Pictures e —‘ D'— = ’ r E/ Picture Border =] j ) Bring F I;{. “U 5.56 -
=l &y Color ~ 3 Change Picture d | & Picture Effects ~ &y Send Backward - [g]
Remove Position Wiap Crop = 72" &
Background Q‘ Artistic Effects ﬁ Reset Picture ~ ¥ 1_-1 Picture Layout ~ - Text v % Selection Pane  SA A 8l
Adjust Picture Styles I Arrange Size F
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Let’s review its options. (Note that this topic is just an introduction to the commands. We’'ll
explore how to use most of the commands during this section.)

Adjust Group

The commands in this group allow you to modify the contents of the picture.

Remove
Background

& Corrections -

g Color =

& Artistic Effects

:_s{ Compress Pictures
E}I Change Picture

J‘I_ﬂ Reset Picture -

Opens the Background Removal tab, which provides tools to remove
parts of the picture’s background. This is a very cool new feature that we
will explore later on in this section.

Opens a menu with commands to sharpen or soften the picture, or
change brightness and contrast. The Picture Corrections Options
command at the bottom of the menu opens that tab of the Format
Picture dialog.

Opens a menu with commands to adjust the saturation and tone of the
image or recolor the picture. You can also make a particular color in the
image transparent. The Picture Color Options command at the bottom
of the menu opens that tab of the Format Picture dialog.

Opens a menu with thumbnails of artistic effects that can be applied to
the photo. The Artistic Effects Options command at the bottom of the
menu opens that tab of the Format Picture dialog.

Opens the Compress Pictures dialog, where you can set the target
resolution in pixels per inch for the current photo or all photos.

Swap the current photo for another photo, preserving the size, location,
and some formatting options.

Remove any formatting applied to the picture. Or, click the drop-down
arrow to reset both formatting and size.
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Picture Styles Group

10

Use this group to apply a border to the photo.

Picture Styles Gallery
- -

E_»? Picture Border =

=4 Picture Effects =

:3} Picture Layout =

Option Button

Click a style to apply it. You can also navigate through the
gallery with the up and down arrows, or expand the gallery
with the More arrow.

Click the Picture Border command to apply the color shown
to the outline of the border. Or, click the drop-down arrow to
choose a different color. You can also set the border weight
and type with the drop-down menu.

This button opens a menu of effects. You can choose a preset
effect or customize various types of effects, including
shadows, reflections, glows, soft edges, bevels, and 3-D
rotations. (Some types of effects will cancel other effects.)

Change the picture’s layout to a SmartArt diagram. (We’'ll
look at SmartArt later on.)

Open the Picture Corrections tab of the Format Picture dialog.
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Arrange Group
This group will help you place the photo in the document and lay out pictures.

j Change the position of the picture on the page.

Position

ﬂ Change how text interacts with the picture.

Wrap

Text -

Lk Bring Forward ~ Click this button to bring the picture forward one level in a pile. Click the

drop-down arrow to bring the picture to the top level (Bring to Front).

Y send Backward ~ Click this button to send the picture backwards one level in a pile. Click the
drop-down arrow to bring the picture to the bottom level (Send to Back).

1, selection Pane Toggle the Selection Pane on or off.

=~ Opens a menu with alignment and distribution commands and options, as
well as grid settings.

I - Group, ungroup, or regroup pictures.

ok View rotation and flipping commands. The menu also has a command to
set advanced rotation options via the Format Picture dialog.

Size Group
These commands will allow you to change the size of the picture.

:j_:lm Click the Crop command to view cropping handles on your photo. Or,
Crop click the drop-down arrow to perform advanced cropping.
a[] 1.55° : Enter an exact dimension for the height of the picture, or use the up or

down arrows to nudge the picture size in that direction.

o207 : Enter an exact dimension for the width of the picture, or use the up or
down arrows to nudge the picture size in that direction.

Option Button Open the Size tab of the Format Picture dialog.
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Overview of the Pictures Mini Toolbar

Another handy tool is the mini toolbar for photos, which will appear if you right-click a photo:

Bring Forward

Picture [il317| : Ch Ch<— Send Backward
Dimensions (=} 4227| 2 4 i~ #=Rotate/Flip Menu

Simple Crop

As you can see, the mini toolbar provides quick access to common picture commands. There
are more options on the right-click menu:

Single Photo Selected Multiple Photos Selected
# Cut b Cut
23 Copy =3 Copy
{2, Paste Options: [ Paste Opfions:
=] =|
E Group 4
Save as Picture... '1:,]; Bring to Front | k
Change Picture.., BL  sendto Back | »
| Insert Caption...
| Wrap Text k

Hyperlink... More Layout Options...

Insert Caption...

& H & E g

Format Object...

Wrap Text k

Size and Position...

Format Picture...

& O R E o R

Keep these tools in mind when you’re performing photo editing tasks.
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Working with Images

Here are some additional tips for working with photos:

Pictures can be cut, copied, and pasted just like regular text.

Pictures can also be dragged and dropped like regular text.

Click a picture to select it. Hold the Ctrl key and click multiple pictures to select them as
a group.

Use the Select Objects command on the Home tab to make selecting images easier.

You can use the Format Painter to copy formatting from one image to another.

Deleting a photo is the same as deleting text: click it to select it and press the Backspace
key.
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Lesson 1.2: Editing Pictures

Now that we know how to add different types of pictures, we’re going to learn how to edit
them once they’re in your document. In this lesson, we’ll cover the basics, including resizing,
moving, and arranging pictures; using grouping tools; and setting position and text wrapping
options.

Resizing Pictures

To resize a picture, first click it to select it. Then, click and drag any of the handles to resize the
photo in that direction:

Planting Time!
It’s that time of year again — the

tulips. O
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As you drag the handles, you will see the photo become larger or smaller, depending on the
direction that you drag in:

Planting Time!
It’s that time of year again — the time that we plant

Square handles resize the shape in one direction; round handles resize the shape in two
directions.

You can also enter exact dimensions in the Size group of the Picture Tools — Format tab:

- por - -
! = I4:-|:| 2'55 -
Crop | =7 342 .

Size ]
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Moving Pictures

To change a picture’s location on the page, click it to select it. Then, drag and drop it to its new
home:

Picture Tools

Home  Inset  Pagelayout  References  Mailings  Review  View  Developer Format

IR e — gviaure Border v g:l Q‘S""g Eoriard s |E.. @:’ =
il |l | el d - | @ Picture Effects [y Send Backward ~ 18]
S . P

@& Corrections v ;1 Compress Pictures

=l & Color ~ g Change Picture

Removi

e . oy osition  Wrap Crop =2 342 -
Background |4 Artistic Effects ~ 43 Reset Picture ~ = 52 picture Layout - o Ty By SelectionPane Sk | ar e 342 5
Adjust | Picture Styles 5| Arrange Size =l
Navigation v X
Search Document P~
3 gg g - v

-

[ Pianting Time!

Useful Resources

Acme Publications Inc.
Planting Time!
It's that time of year again — the time that we pla

tulips. e}

You can easily change the
formatting of selected text in

the document text by

choosing a look for the
selected text from the Quick
Styles gallery on the Home
tab. You can also format text
directly by using the other
controls on the Home tab.
On the Insert tab, the
galleries include that are

designed to coordinate with
the overall look of your
Useful Resources document. You can use
We recently found this Web site and we've found it these galleries to insert
really helpful for all our gardening projects. tables, headers, footers, lists,

cover pages, and other
document.
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Changing Text Wrapping

The way that a picture interacts with the text around it is controlled by text wrapping options.
To change text wrapping, select the picture and click Picture Tools - Format — Wrap Text:

Home Insert Page Layout References Mailings Review View Developer
; 3 » 5 = v &~ T e
] % Corrections 13 Compress Pictures | = __’ N — LZ Picture Border =] ‘"j & Bring Forward L. 31 256
=l 3 Color ~ By Change Picture ‘d | | ol ] el E] +| @ Picture Effects ~ 34 Send Backward ~ [#]
Remove > d ) = Position | Wrap Crop =1 342
Background g,Amstic Effects 'ﬁ Reset Picture ~ ~ | 55 Picture Layout ~ v ‘Tenv ‘F{) Selection Pane S v 2
Adjust Picture Styles * @ Line with Text Size
g square
pg Tight
¥ Through
g (] Top and Bottom
Behind Text
Planting Time! = i
It's that time of year again — the time that we plant B8 mnFrontof Text

tulips. Tulips are on2 of our favorite flowers — they SfOfy Title 0 Edit Wrap Points

s More Layout Options...

You can easily change the
formatting of selected text in
the document text by
choosing a look for the
selected text from the Quick
Styles gallery on the Home
tab. You can also format text
directly by using the other
controls on the Home tab.

- On the Insert tab, the

D -
are hardy, show well, and only have to be planted galleries include that are
once. designed to coordinate with

the overall look of your

You can see that each option shows a small preview of what the image and text will look like
with the icon.
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The current text wrapping method will be highlighted, and new options will be previewed as

you mouse over them:

Home

Adjust

E

Square
Tight

Through

Acme Publications Inc. TT11A/2011 | [Edmon 1, Volur

formatting of selected text in
the document text by
choosing a look for the
selected text from the Quick
Styles gallery on the Home
tab. You can also format text
directly by using the other
controls on the Home tab.
On the Insert tab, the
galleries include that are

designed to coordinate with

Picture Styles |5 In Line with Text

Top and Bottom

Planting Time! Behind Text

It's that time of year again — the time that we plant In Front of Text

tulips. Tulips are one of our favorite flowers — they Siory Title 1] Edit Wrap Points

are hardy, show well, and. We planted oo B More Layout Options...
: - ! You can easily change the

N

Insert Page Layout References Mailings Review View Developer Format
v % Z B v |z
% Corrections ~ 13 Compress Pictures f— 7] I ST e Picture Border @ Bring Forward |‘ ; 81 256"
# & Color ~ g Change Picture “ d | el E] | & Picture Effects ~ [ Send Backward ~ [f]
Remove d ! ‘ ‘ ‘ = Posltlon Wrap Crop =3 342"
Background |4 Artistic Effects » 4 Reset Picture ~ | 52 picture Layout ~ | Text» | %y Selection Pane Sk~ v

Size

Note that all styles except In Line with Text allow you to drag the image wherever you want on

the page.
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Changing Picture Position on the Page

You can also use the Position menu to choose how to place the picture on the page and have
Word automatically set text wrapping. Once again, the icon next to each command will show
you how that command works, and you will see a preview as you mouse over each option:

File Home

Acme Publications Inc.

11/1/2011
Planting Time!

It's that time of year again — the time that we plant
tulips. Tulips are one of our favorite flowers — they
are hardy, show well, and only have to be planted

once.

Useful Resources

We recently found this Web site and we've found it
really
helpful for
' all our
gardening

projects.
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With Text Wrapping
EEE

FENFERE

Sfow —{ Position in Middle Left with Square Text Wrapping

You caneasily |[& = = '1

formatting Of‘ [E] More Layout Options... |
the document, |

choosing a look for the
selected text from the Quick
Styles gallery on the Home
tab. You can also format text
directly by using the other
controls on the Home tab.
On the Insert tab, the
galleries include that are
designed to coordinatewith
the overall look of your
document. You can use
these galleries to insert
tables, headers, footers, lists,
cover pages, and other
document.

Tnsert Page Layout References Mailings Review View Developer Format o
: = M : = B -
] % Corrections 13 Compress Pictures | | S et __’ B — LZ Picture Border =& )lj 5 Bring Forward = 31 256 -
e &y Color - B Change Picture ‘d3 il il el - il E} + | @ Picture Effects ~ [ Send Backward ~ [#]
Remove — ! K Position| Wrap Crop =3 342" 2
Background g,Amstic Effects ~ 'ﬁ Reset Picture ¥ | 58 Picture Layout v - Text v ‘E{) Selection Pane S~ A X
Adjust Picture Styles 5 || In Line with Text - Size
T & &
-
{
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The More Layout Options command will open the Position tab of the Layout dialog:

Layout m

Position | Text Wrapping | Size |
Horizontal
(7 Alignment Left relative to Column
(7 Book layout Inside of Margin
@ Absolute positon | -0" =| to the right of |Column |E| N
(7 Relative position —| relative to Page |
Vertical |
i) Alignment Top relative to Page 1
@ Absolute positon | 0.68" | below Paragraph IEI
(71 Relative position = relative to Page
Options
Move object with text Allow overlap 1
| [ Lock ancher Layout in table cell 1
| |
0K
N J

This dialog allows you to precisely control the position, wrapping, and size of each picture.
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Arranging Pictures

Microsoft Word offers several commands to help you position pictures (and other objects) just
the way you want. Take a look at this example:

If we want the penguin to go behind the jellyfish, we can click the red arrow and click Send
Backward on the Picture Tools — Format tab:

] [ Bring Forward ~ |&~
|-_|]] Send Backward |%

- Teut ~ ':ffl;; Selection Pane Sk

Arrange
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Here is the result:

If we wanted to send the penguins behind both pictures (in other words, all the way to the back
of the pile), we could have clicked the drop-down arrow and clicked Send to Back:

|CY send Backward|'lﬁ
[ send Backward
@1 sendto Back L}
=h send Behind Tex sand to Back

Send the selected object behind all
other objects.

e Press F1 for more help.
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The result would look like this:

Conversely, you can also ask Word to bring pictures forward. For example, we can move our
penguins to the middle of the pile with the Bring Forward command, or we can bring it back to
its original position on the top of the pile with the Bring to Front command. (This option is
accessible by clicking the drop-down arrow on the Bring Forward button.)

Bring Forward Bring to Front
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Grouping and Ungrouping Pictures

Once you have your pictures arranged just the way you want them, you can group them so that
you can move them as a single unit. This can be a real time-saver! (Note that you cannot group
pictures that use In Line with Text wrapping.)

To start, select the pictures to group by dragging a box around them or by holding Ctrl and
clicking each picture:

once.

Then, click Group — Group on the Picture Tools — Format tab or right-click the pictures and
choose Group — Group:

L Picture Tools
Home Insert Page Layout References Mailings Review View Developer Format
aj % Corrections 13 compress Pictures = —‘ e mm &3 ZPldure Border ~ = ‘x & Bring Forward » &~ = £ :
g Color - [ Change Picture ‘d | | el ol el ‘E] +| @ Picture Effects - [ Send Backward ~
5 —  — = Position Wrap (o, 2
G o [ Artistic Effects - % Reset Picture ~ | 5 picture Layout ~ Textv ThSelectionPane [T Group N | &
Adjust Picture Styles ™ Arrange | ® : |
| ~=ngroup |

Trariy e

» 1

It's that time of year again — the time that we plant

tulips. Tulip@are one of our favorite flowers — they Story Title

You can easily change the
formatting of selected text in

the document text by
choosing a look for the
selected text from the Quick
Styles gallery on the Home
tab. You can also format text
directly by using the other
controls on the Home tab.
On the Insert tab, the
galleries include that are

o, =
are hardy, show we

once.
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The pictures can now be manipulated as one:

tulips. Tulips areione of our favorite flowers -
P ardy_chaomn fre nd_only have to be pla

O

If you want to edit an individual picture, use the Ungroup command on the Picture Tools —
Format tab or the right-click menu:

Picture Tools — Format tab Right-Click Menu

Cut

Copy
Paste Options:

Group 4 % Group
Ca

Bring to Front | L4

B iy o<

Group

ngroup l}

cend to Back | »

SRl

=

Hyperlink...

= @ & &

Insert Caption...
Wrap Text L4

i

More Layout Options...
Format Object...

& [
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Lesson 1.3: Doing More with Pictures

Now that we have a handle on how to insert pictures and perform basic editing tasks, we’ll
learn how to perform some more advanced editing tasks. Our topics in this lesson will include
cropping, aligning, distributing, rotating, and flipping pictures.

Cropping Pictures

Word provides tools to remove areas of your photo. To start, click the picture to select it. Then
click Picture Tools — Crop:

File Home  Insert  Pagelayout  References  Mailings  Review  View  Developer Format (5 ?

] - B ; e =1 v & [T,
+ & Corrections 3 compress Pictures | _‘ P — Z Picture Border ] = 3y Bring Forward rl__ 5l 1er .
‘- Color ~ 2§ Change Picture ‘d‘ d d\ v | & Picture Effects v (34 send Backward ~ .»_-I
Remove bl i B ) | el ‘ o Position Wrap 7 Crop =122~ 4
Background || Artistic Effects ~ % Reset Picture ~ = | 5 picture Layout ~ v Text~ WySelectionPane S+ %
Adjust Picture Styles o Arrange Size

controls on the Home tab.
On the Insert tab, the
galleries include that are

» &1

designed to coordinate with
the overall look of your
document. You can use
these galleries to insert

tables, headers, footers, lists,

cover pages, and other

document. H’|
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Click and drag these handles to remove part of the photo, like this:

Advanced Cropping Tools

If you click the drop-down arrow on the Crop command on the Picture Tools — Format tab, you
will see advanced cropping options:

= crop

'-_L? Crop to Shape »
Aspect Ratio 4

YRR Fill

I Fit

These options are new for Word 2010. Let’s look at each of them. The first option is for simple
cropping, which we just looked at.
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The next command is Crop to Shape, which allows you to pick a shape for cropping:

|.|-.'- Crop

Rectangles - I@ Crop to Shape »
O N A I O [ Aspect Ratio
Basic Shapes %
OANTASOORO®® |7 T
cOoO0OrLy/oogea | #
O@HOY & T <O
A I

Block Arrows
DAL FRLEPR T
& dvwnoo L af
GHa

Equation Shapes

=R ==

Flowchart
O0<0O00L1F<=Ccay
OUDCARDB X & AVED
Qoo

Stars and Banners

R A SEWROROF R
o % (0 1 [T 3 RILY

Callouts

QPO O0mAAnds A A0
Ci ADAD O

Action Buttons

(=[] [ 1] ] [ [] (=] [ [ (21 L] =

Fill
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Here, we have cropped the tulips into a diamond shape:

O

O 8

The next command is Aspect Ratio, which allows you to crop a picture for a particular
height/width ratio:

= Crop
@ Crop to Shape F

Aspect Ratio k| Square

- s

Fill 11
iﬂj Fit Portrait
23

4

34
3:5
4:5
Landscape
3.2
4.3
5:3
54
16:9
16:10

The last two commands are Fill and Fit. Fill will resize a picture so that the original area is filled,
while Fit will fit all picture content inside the cropped area. Aspect ratio will always be
maintained, meaning that the picture won’t look stretched or warped.
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Rotating Pictures

To rotate a picture, click and drag the green handle:

Or, select a picture and use the Rotate options on the Picture Tools — Format tab or the mini
toolbar:

Ly Bring Forward ~ IE.* ! v 167 .
[ send Backward ~ L] i

Crop — . -
Iﬁ;.ﬁvahe::tin::un Pane | Skl oo 242 s

Arrange

Sk hﬁntate Right 90°

42 Rotate Left 90°
= Flip Vertical
Ak Flip Horizontal

H| More Rotation Options...

You can also see options here to flip the picture around vertically or horizontally.
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The More Rotation Options command will open the Layout dialog to the Size tab:

s

Layout m
| Position | Text Wrapping Size |
Height
@ Absolute |1.67"
Relative relative to | Margin
Width
@ Absolute |2.227
Relative relative to | Margin
Rotate
Rotation: 29¢
Scale
Height: 108 % Width: 107 %
Lock aspect ratio
Relative to original picture size
Criginal size
Height: 1.55" Width: 207
QK

Enter a specific degree of rotation in the highlighted field and click OK to apply it.
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Aligning and Distributing Pictures

To align pictures to each other, first select the objects and then click the Align icon on the
Picture Tools — Format tab. Now, ensure Align Selected Objects is checked:

Home Insert Page Layout References Mailings Review View Developer Format

5 == =1 T
18 compress Pictures | Z picture Border - [ "j 33 Bring Forward ~ [l ~|

e B || (] [ [l - S e

i 41l nas

4 send Backward ~ | |2 Align Left

Position Wra
3§ Artistic Effects - g Reset Picture - = &2 picture Layout ~ PO Teds BySelectionPane | &  Align Center
Adjust Picture Styles 5 Arrange Sl Align Right
T AlignTop (i}
’T

< Align Middle
dlt  Align Bottom

Align to Page
Align to Margin

v | Align Selected Objects h
View Gridlines

#E  Grid Settings...

Now you can choose one of the following options from that same menu:

I= Align Left
& Align Center
=| Align Right
Iof  Align Top
af  Align Middle
i Align Bottom
Hia
g
=
=a

Align to Page

Align to Margin
Align Selected Objects

View Gridlines

HE  Grid Settings...

These commands will align the left, center, right, top, middle, or bottom points of the object.
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To align the pictures respective to the page, ensure that either the Align to Page or Align to
Margin option in the Align menu is checked. (You only need to have one picture selected for
this command to appear.) Now you can choose any of the Align options, which will place the
picture(s) in the correct alignment relevant to the page or margin.

Home Insert Page Layout References Mailings Review View Developer Format & &

=] = [y Bring Forward = |2~ I} 57 ngar

[ send Backward ~| |2 align Left

& Compress Pictures

Corrections — S — L Picture Border ~
S Calor - % Change Picture |‘| |‘| ‘—‘ | ‘ e ~ | b Picture Effects ~
e ; - P

- asition Wrap
il pnei e gl Red A 7| 52 Picture Layout - © Tedt- [ SelecionFane | & Align Center
Adjust Picture Styles 5 Arrange Sl aion Right
On the Insert tab, the T Align Top &
a
galleries indude that are *  Align Middle

B B - Align Bottom
designed to coordinate with ank

i
e Distribute Horizontall
the overall look of your = o
& Distribute Vertically
document. You can use
i ) Align to Page
these galleries to insert
v | lign to Margin

tables, headers, footers, lists, Align Selected Objects

cover pages, and other

View Gridlines

document. #  Grid Settings...

You can also choose either of the Distribute options, which will space the pictures out evenly
across the page either horizontally or vertically.
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Lesson 1.4: Formatting Pictures

In this lesson we’ll explore one of the major improvements to Word 2010: artistic picture tools.
We’'ll learn how to touch up pictures, apply cool effects, change a picture’s style, and even
modify a picture’s background. We guarantee you’ll have a lot of fun!

Correcting Pictures

The first command that we will explore is the Corrections menu in the Adjust group of the
Picture Tools — Format tab:

| o Corrections '!

Sharpen and Soften

Brightness and Contrast

d Picture Corrections Options...

Here, you can choose from a variety of presets to sharpen or soften the picture, and to adjust
the brightness and contrast. The current presets will be highlighted, as shown above.
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To manually set options for each of these categories, click the Picture Corrections Options
command at the bottom of the menu. This will open the Picture Corrections tab of the Format
Picture dialog:

Format Picture e - E ] M

Fil Picture Corrections
Line Colar Sharpen and Soften
Line Style Presets: -EI -
Shadow Soften Sharpen
. G 08s :
Reflection .

Glow and Soft Edges Brightness and Contrast

3-D Format Presets: i
J 0%

L1

3-D Rotation Brightness:

Picture Corrections Contrast: 0% = |
Picture Color

Artistic Effects

Crop N
Text Box ]

Alt Text

Notice that you can choose a preset for each category or use the slider to set each option.
There is also a Reset command that will become available after you make changes.
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Recoloring Pictures

Next, let’s look at the Color menu, also found in the Adjust group of the Picture Tools — Format
tab:

&% Color ~|

Color Saturation

Color Tone

| ( AN, RN, PR-Le,
AN f.l‘j M W :

More Variations
Set Transparent Color

Picture Color Options...

ER @

Once again, we have several categories of presets: Color Saturation, Color Tone, and Recolor.
You can click any of the presets to apply them; the current presets are highlighted in orange.
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To recolor the picture with a color not shown here, click More Variations and choose a color:

. " . ’ "‘
. il

More Variations » \ Theme Colors

1
H EEEEEERN

2)
._/ Set Transparent Color
Y

Picture Color Options... ‘
1

| Standard Colors
. YEEEEN

}-fy More Colors...

Notice that the swatches will depend on the currently selected theme.

The next option in the Color menu, Set Transparent Color, will allow you to mark a color to be
made transparent for the whole image. Here, we have clicked the Set Transparent Color
command and are selecting a shade of green to be made transparent:
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Here are the results:

Finally, you can click the Picture Color Options command at the bottom of the menu to open
that area of the Format Picture dialog:

Format Picture M

Fil Picture Color
Line Colar Color Saturation
Line Style Presets:
Shadow Saturation: —U— 100% Iil
Reflection Colar Tone )
Glow and Soft Edges Presets: I
D Format Temperature: —D— 6,500 Iil
3D Rotation I
Recolor

Picture Corrections

Presefs: |
Picture Color l

I

Artistic Effects | Reset |
Crop I
TextBox 1
Alt Text |

This dialog provides much finer control over saturation, tone, and color options. You will also
find a Reset command to reverse any changes that you have made to the current preset(s).

© 2005-2011 Velsoft Training Materials, Inc.



Microsoft Office Word 2010 Advanced

Applying Artistic Effects

Finally, the Artistic Effects menu will show you some presets for adding an artistic flair to your
picture:

|[a] Artistic Effects -

—

f

sE, -

s\
:ﬁ‘\, b

By Artistic Effects Options...

Just click a preset to apply it. Or, click the Artistic Effects Options command at the bottom of
the menu to open that area of the Format Picture dialog:

.
Format Picture ‘_I!E-

Fill Artistic Effects

Line Color Artistic Effect: @ -

Line Style Transparency: - U 15% El

Shadow Smoothness: : D 3 Iil

Reflection

Reset

Glow and Soft Edges

3D Format

3-D Rotation |
Picture Corrections i
Picture Color

Artistic Effects !

© 2005-2011 Velsoft Training Materials, Inc.



Microsoft Office Word 2010 Advanced

Here, you will be able to set different options for each effect, or reset the effect to its default
appearance.

Applying Picture Styles

Next, we’re going to look at how to stylize your pictures. The easiest way is to use the preset
styles on the Picture Tools — Format tab. Just click a picture and click a thumbnail to apply it:

= =d =

ki
L
L
N

You can also use the up and down arrows to navigate through the gallery, or click the More
arrow to view all styles:

Li L O L

UL DL

Li b L

b L

L A

L/ O Ry L

vbui

—d
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Formatting Pictures Manually

To apply a custom border, click the Picture Border command to apply the border shown, or click
the drop-down arrow for more options:

. |
||:_f?|F'|cture Border ~

Theme Colors

Standard Colors
HNE EEEREN
Mo Cutline

:8)  More Outline Colors...
= Weight d

=z Dashes k

From top to bottom, your choices are:
»= Agrid of theme colors
* Arow of standard colors
* No outline
=  More Outline Colors, which will open a color palette allowing you to create a custom
color
=  Weight, which will allow you to choose how thick or thin the line is
= Dashes, which will allow you to customize the appearance of the line
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You can also click Picture Effects to choose a preset effect or choose various types of effects,

including shadows, reflections, glows, soft edges, bevels, and 3-D rotations. (Some types of
effects will cancel other effects.)

| ) Picture Effects - |
B e

Shadow 4

-

eflection 4

hi [k

i

_.; Soft Edges *

gl Beve b

3-D Rotation F

i

The Picture Layout command allows you to format your picture as SmartArt:

-‘

;I;I = - - -
=

l% Picture Layout *]

|
0
i
b

WD)
i
N
I

R
pog *

-

& ()

[
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We'll discuss SmartArt later on in this manual, but as you can see, it provides diagram
templates that are easy to customize and format.

Editing the Picture’s Background

Word also features some powerful new background removal tools. To start, select a picture,
click the Picture Tools — Format tab, and click Remove Background:

" i Corrections = ﬁ Compress Pictures
:-‘ &y Color ~ B3 Change Picture
Remaove ;
Background, |- Artistic Effects - 5 Reset Picture =
Adjust

This will highlight the background area to be removed in pink and open the Background
Removal tab:

ﬁ;g Background Removal View Format

@ Q@ 6 v

Mark Areas Mark Areas Delete | Discard All  Keep
toKeep toRemove Mark Changes Changes
Refine Close

PRV A R DI

» &1

formatting of selected text in
the document text by
choosing a look for the
selected text from the Quick
Styles gallery on the Home

Useful Resources

We recently found this Web site and we’ve found it
tab. You can also format text

directly by using the other
controls on the Home tab.
On the Insert tab, the
galleries include that are

really helpful for all our gardening projects.

designed to coordinate with
the overall look of your
document. You can use

these galleries to insert

tables, headers, footers, lists,

SLUDS e e B B
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You can accept Word’s default assessment of what to remove, or you can click Mark Areas to
Keep/Mark Areas to Remove and paint the picture:

File Background Removal | View Format " ?

QS & & v

Mark Areas |Mark Areas| Delete = Discard All  Keep
toKeep |toRemove| Mark | Changes Changes

Refine Close

PPN P

» &1

formatting of selected text in
the document text by
choosing a look for the
selected text from the Quick
Styles gallery on the Home

Useful Resources

We recently found this Web site and we’ve found it
tab. You can also format text

directly by using the other
controls on the Home tab.
On the Insert tab, the

galleries include that are

really helpful for all our gardening projects.

I

designed to coordinate with
the overall look of your
document. You can use

these galleries to insert

tables, headers, footers, lists,

cover pages, and other

document.

(Note the Delete Mark command. This acts like as an eraser so that you can remove marks that
you have placed.)
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Once you have finished, click the Keep Changes command. (Of course, if you have changed your

mind, you can Discard All Changes too!)

Picture Tools

Background Removal | View

® % @

Mark Areas |Mark Areas| Delete = Discard All.  Keep
to Keep |to Remove | Mark Changes Changes

Refine Close

Close Background Removal and Keep Changes

Close Background Removal and keep all
changes.

Useful Resources
We recently found this Web site and we’ve found it

really helpful for all our gardening projects.

Here is the final result:

o ey T
formatting of selected text in
the document text by
choosing a look for the
selected text from the Quick
Styles gallery on the Home
tab. You can also format text
directly by using the other
controls on the Home tab.
On the Insert tab, the
galleries include that are
designed to coordinate with
the overall look of your
document. You can use
these galleries to insert
tables, headers, footers, lists,
cover pages, and other

document.
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Lesson 1.5: Managing Pictures

Believe it or not, we haven’t seen everything that Word can do with pictures! This lesson will
focus on commands that you can use to manage picture files: compress, swap, reset, and
export. We'll also look at Word’s one-stop shop for picture settings: the Format Picture dialog.

Using the Format Picture Dialog

There are several ways to open the Format Picture dialog. The option button on the Picture
Styles group on the Picture Tools — Format tab will open it, as will many of the menus. You can
even right-click a picture and click Format Picture:

(=]
o m S | | - e I
it 185 s N
Cut
Copy
Paste Options:
2 5 |9 A

Save as Picture...

Change Picture..,
Group k
Ering to Front | k
5end to Back | 4
Hyperlink...

Insert Caption...
Wrap Text 4

Size and Position...

Format Picture... I}

Es
1551
=
o
%
a]
e
=
%
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Here is what the dialog looks like:

P

Format Picture

Fill

Line Color

Line Style

Shadow

Reflection

Glow and Soft Edges
3D Format

3D Rotation
Picture Corrections
Picture Color
Artistic Effects
Crop

Text Box

Alt Text

Fill

@ Mo fil

(@ Solid fill

() Gradient fil

(™) Picture or texture fil

i1 Pattern fil
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Let’s review each category of options.

Fill

Line Color

Choose fill settings for transparent areas of your picture.
(Remember, the options below the radio buttons will change
depending on the type of fill selected.)

Fill

7 Mo fill

@ Solid fill
Gradient fill
Bicture or texture fill
Pattern fil

Slide background fill
Fill Colar

Color: ﬁ

Transparency: | J 0% =

Choose the color of your picture’s border. (Remember, the options
below the radio buttons will change depending on the type of
outline selected.)

Line Color

Mo line

Gradient line

Colar: &

Transparency': | J 0%

Ak
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Line Style Choose the style of your picture’s outline.
Line Style
Wwidth: 0.75pt =

Compaound type:

Cap type: Flat

=]

Join type: Round El

Arrow settings

Beagin type: E End type: E
Begin size: E End size: E
Shadow Control all aspects of your picture’s shadow.
Shadow
Presets:
Color:
Transparency: r/l =
Size: r/l =
Elur: r/l =
Angle: r) =
Distance: r) =
Reflection Control all aspects of your picture’s reflection.
Reflection
Presets:
Transparency: r,l =
Size: r,l =
Distance: r,l =
Blur; r,l =
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Glow and Soft Edges  Configure a glow effect or soften the edges of your picture.

Glow and Soft Edges

Glow

Presets:

Size: U =
Transparency: r,l =

Soft Edges

Presets: E
Size: U =

3-D Format Create a custom 3-D effect.

3-D Format

Bevel

Width: 0pt
Top:

Height: |0pt

Wwidth:  |0pt
Bottom:

Height: |0pt

L LANE] LARIE] L

4]k

Depth
Color: Depth:  |0pt =
Contour
Color: Size: 0pt =
Surface
Angle: oe =
Rese
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3-D Rotation Create a custom 3-D rotation.
3-D Rotation
Rotation
Y o= =
1 o %
Z: o® =
Perspective: |0°
Text

[[] Keep text flat

Object position
Distance from ground: |0 pt =
Picture Corrections Sharpen or soften photos, or adjust the brightness and contrast.

Picture Corrections
Sharpen and Soften

Presets: Q -

Soften Sharpen

G 0% =

Brightness and Contrast

Presets:

Brightness: r) 0%
N

Ak

L 1L

Contrast: 0%

o
m

I.’:.J
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Picture Color Change the saturation, tone, or color scheme of pictures.

Picture Color
Color Saturation

Presets:

Saturation: () 100% |
Color Tone

Presets: ﬂ 7

Temperature: r/l 6,500 =
Recolor

Presets:

;
=

Artistic Effects Apply and customize special effects.

Artistic Effects

Artistic Effect:

Transparency: r/l N
Detail: J 3

Ak

Crop Change the picture’s position and fine-tune crop values.
Crop
Picture position
Width: 427" = Height: |2.85" =
Offest x: |0.267 = Offsety: |07 =
Crop position
Width: .74 2| Height: |2.85" =
Left: 2.7 = Top: 3.33" =
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Text Box Options will be unavailable.
Alt Text Specify alternative text for people with disabilities.
Alt Text
Title:
Description:

Titles and descriptions provide alternative, text-based
representations of the information contained in tables, diagrams,
images, and other objects. This information is useful for people
with vision or cognitive impairments who may not be able to see or
understand the object,

A title can be read to a person with a disability and is used to
determine whether they wish to hear the description of the
content.

When you have finished, click Close to apply your settings.

Compressing Pictures

Next, let’s look at our first picture management command: Compress Pictures. You’ll find this
command in the Adjust group of the Picture Tools — Format tab:

* i Corrections = :_ﬁi Compress Pictures
1-‘ %y Color ~ B3 Change Picture
Remove ; -
Background L&| Artistic Effects ~ [ Reset Picture -
Adjust
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When you click this command, you will see the following dialog:

Compress Pictures @I&J

Compression options:
:Apply only to this picture!
Delete cropped areas of pictures

Target output:
) Print (220 ppi): excellent quality on most printers and screens
) Sereen (150 ppi): good for Web pages and projectors
"1 E-mail (96 ppi): minimize document size for sharing I
@ Use document resolution

[ Ok ] [ Cancel ]'

s — = ’

The first option indicates that these options will apply only to this picture; uncheck it if you
want these settings to apply to all photos in the document. The second option allows Word to
delete cropped areas of pictures. (If you're done editing a picture, this is a good way to trim
down the size of a file.)

Then, you have options to set the resolution of your pictures in dots per inch (dpi):

Compress Pictures &I&J

Compression options:
:Apply anly to this picture
Delete cropped areas of pictures

Target output:

! Print (220 ppi): excellent guality on most printers and screens
) Screen (150 ppi): good for Web pages and projectors

1 E-mail (95 ppi): minimize document size for sharing I

@ Use document resolution

[ OK ][ Cancel ]

s — = ’

Normally, you won’t need to change these settings, but they can be useful if you need to
reduce a document’s size to e-mail it or to print it. Once you’ve set your options, click OK to
apply the settings or click Cancel to discard them.
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Changing the Picture

55

The next command that we will look at is Change Picture, also available in the Adjust group of

the Picture Tools — Format tab:

" ix Corrections =
# %y Color ~

Remove

E Compress Pictures

B3 Change P‘icturj/}

Background | Artistic Effects ~ % Reset Picture

Adjust

This command lets you swap out one picture for other, but will preserve the size and location of

the original picture, as well as some formatting options.

Let’s look at an example. Here we have a picture of flowers:

Home  Insert  Pagelayout  References  Mailings  Review  View  Developer

Format

% Corrections ~ 13 Compress Pictures

g Color - _%Cnangel’wcture% |;| “—‘ j‘ ; ; ; -

. Iy
L Picture Border

[k Bring Forward = &+

= Picture Effects = [y send Backward ~ E'
Position  Wra| Crop = - -
%) Artistic Effects - %] Reset Picture = = | B& picture Layout - o Tty By SelecionPane Sk~ P -
Adjust Picture Styles Arrange Size

— WSl ALl ULy lave (U Ue plaiiea
Change to a different picture,
preserving the formatting and size
of the current picture,

Useful Resources
We recently found this Web site and we’'ve found it

really helpful for all our gardening projects.
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You can easily change the
formatting of selected text in
the document text by
choosing a look for the
selected text from the Quick
Styles gallery on the Home
tab. You can also format text
directly by using the other
controls on the Home tab.
On the Insert tab, the
galleries include that are
designed to coordinate with
the overall look of your
document. You can use
these galleries to insert
tables, headers, footers, lists,
cover pages, and other

document.




Microsoft Office Word 2010 Advanced 56

Let’s click Change Picture and choose a different image:

@ Insert Picture ;l
) | .. <« Pictures » Publjc Picturersibisirrlple Pictures - v |44 ’Téarch Sample Pictures pe |
Organize v New folder - - =~ 0 @ ‘
4 (W] Microsoft Word 2= Pictures Ilbrary

Arrange by: Folder ¥

i+ Workspaces Sample Pictures

> 3.4 Favorites

"

4 Il Desktop
4 Libraries
4 @ Documents
b @' Music
b k= Pictures

Hydrangeas Jellyfish

g gﬂ Templates
> B Videos
b 4 Homegroup
4 8 Computer
3 & Gateway (C:)
P = Data (D:)

Lighthouse New Koala Penguins

-

File name: Tulips ~ | AllPictures v

Tools [ Insert ﬁ] [ Cancel ]
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We now have a new picture that is the same size and in the same location as the old picture.

Home Insert Page Layout References Mailings Review View Developer Format

] % Corrections = J& Compress Pictures |~ _ e ¥ Picture Border ~ IEI [ Bring Forward = |2~ 1 ] 13
=l Color = [y Change Picture | | ‘d‘ «| ) Picture Effects - [ send Backward = (7] *
remove | B E | e I

Position Wrap Crop 77 185" :

Background | Artistic Effects ~ ‘m Reset Picture - = i Picture Layout - - Text = El} Selection Pane Sk~
Adjust Picture Styles Fl Arrange Size
It's that time of year again — the time that we plant ]
tulips. Tulips are one of our favorite flowers - they Sfory Title 7
are hardy, show well, and only have to be planted ssse
once.

You can easily change the

formatting of selected textin

the document text by

choosing a look for the
US@fUIReSOUf‘CeS selected text from the Quick
We recently found this Web site and we’ve found it Sl ety o i 18

. . tab. Y. also f t text
really helpful for all our gardening projects. =5, fou canaiso format e
directly by using the other
controls on the Home tab.

On the Insert tab, the

galleries include that are

designed to coordinate with
the overall look of your
document. You can use
these galleries to insert
tables, headers, footers, lists,

cover pages, and other

document.

Resetting the Picture

Next, let’s look at the Reset Picture command:

" ix Corrections = ﬁ Compress Pictures
i— %Color* %Change Picture
Remove .
Background |4 Artistic Effects ~ | % Reset Picture|~
Adjust QE Reset Picture

®9  Reset Picture & Size

By default, the Reset Picture command (the button itself and the first command in the menu)

only resets formatting changes. However, you can also choose to reset the picture and its size
with the second command in the menu.
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Exporting Pictures

58

If you have made a lot of formatting changes to a picture and you want to use it outside of
Word, you can easily do so. Simply right-click a picture and click Save as Picture:
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55|
g™
2
@)
a|
3
=
Yy

il GG

1185 I 5 S

Copy
Paste Options:

kil
B

Save as Picture,..

Change Picture... h

Bring to Front
Send to Back

Hyperlink...

Insert Caption...
Wrap Text b

Size and Position...

Format Picture...
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You will then be prompted to choose a name and location for the picture:

z b )= |Hl Desktop » w | *¢ [| Search Desktop 2

Organize + Mew folder HE - @
& = - .
(W] Microsoft Word - Libraries
i Workspaces ﬁHomegroup
1M Computer
0 Favorites € Network
Ml Desktop
- Libraries
@ Documents
JF Music
[ Pictures
@ Templates
B Videns il
File name; Funky Tulips -
Save as type: [iJIP EG File Interchange Format vl
= Hide Folders Tools - Save L\‘]’) l Cancel ]
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You will now be able to view and use your picture outside of Word:

Eile v Print ¥ E-mail Bun ¥ Open ¥ @
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Section 1: Review Questions

1.

oo ® >

>

0N w»

oo w® >

onw»

oo ® >

Picture editing tools are often found...

On the Picture Tools — Format tab
On a picture’s right-click menu
On the mini toolbar for pictures
All of the above

What is the difference between square and round resize handles?

Square handles maintain the aspect ratio; round handles do not

Square handles resize the shape in one direction; round handles resize the shape in
two directions

Square handles appear on Clip Art while round handles appear for pictures and
screenshots

There is no difference

The Corrections menu on the Picture Tools — Format tab contains commands to...
(Select all that apply)

Sharpen and soften photos

Change the saturation level of photos

Adjust the brightness and contrast of pictures
Recolor pictures

The green circle handle on a picture will...

Delete it
Resize it
Rotate it
Skew it

You are trying to move an image to a blank area of the page but cannot. Why might
this happen?

The picture has been cropped

The picture has a border applied

The picture uses In Line with Text wrapping
Any of the above could be the cause

Which option cannot be found in the Format Picture dialog?

Apply artistic effects

Set crop dimensions

Add border to picture
Change picture dimensions
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10.

oo ® >

oo ® >

oo ® >

onw»

You have spent a lot of time editing and formatting a picture in Word. You would like
to send it to a colleague without sending them the document. What is the best way to
do this?

Copy and paste the picture

Save the picture as a file and e-mail it to the colleague

Put the picture in a new document and send them that

Images created in Word cannot be used outside of the program

Grouping two pictures will...

Allow the two images to be moved and resized as one
Apply the same alignment to both

Apply the same formatting to both

Save them outside of Word

You want to take a screenshot of a Web site and put it in your document. What is your
first step?

Maximize Microsoft Word

Maximize the window that you want to take a picture of
Click Insert — Screenshot

Click Set Image Area on the Picture Tools — Format tab

Consider the following example. Which command would we use to put the pink heart
on top of the pile?

Send to Back
Send Backward
Bring Forward
Bring to Front
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Section 2: Working with Shapes

In this section you will learn how to:
= Draw, resize, move, edit, and delete shapes
= Use the Drawing Tools — Format tab
= Format shapes with styles and by hand
= Arrange, group, ungroup, align, distribute, rotate, and flip shapes
= Add text to shapes
» Format text inside shapes with styles and by hand
= Use the Transform command
= Use guidelines and grids
= Use the Format Shape and Format Text Effects dialogs
= Use the Selection Pane
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Lesson 2.1: Drawing Shapes

64

In this lesson, we’ll learn all about adding shapes to your document. To start, we’ll draw a shape
and explore the Drawing Tools — Format tab. Then, we’ll look at formatting, moving, and

resizing shapes.

Adding and Deleting Shapes

To begin, click the Insert tab and click Shapes. Then, click the shape that you want to draw:

Home Insert

802 @

Cover Elank Page Table
Page~ Page Break -
Pages Tables

Page Layout

Fica

Picture

Ell=l
HE]
Clip
Art
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References Mailings Review

WView

D2l @

Shapes SmartArt Chart Screenshot | Hyperlink

Recently Used Shapes

B~ NO00ALL S G
CORTANR I

Lines
SNSNTLL T RRNG G
Rectangles
A O A

Basic Shapes
HEOoAMNIACOOOO®®
®@GoUar Lo ga
OO0@AHOPRG O™
OocI<r R

Block Arrows
DAL LER IS
€ v DR
GHa

Equation Shapes

=R e=EE

Flowchart
O0o<000L0FecCcaly
CUCNKE X ¢ AVED
QEOO

Stars and Banners

Se i A SIS FOFOR R R R
o 35 (0 0 [T 2RI R

Callouts
AQOD.OaO@AnA:d: AT
i ADAD dO
4} Mew Drawing Canvas
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Then, click and drag in the document to create the shape:

You can also single-click to create a shape of default size.

When you release your cursor, the shape will be selected and the Drawing Tools — Format tab
will be accessible:

Drawing Tools

File Home  Insert  Page layout  Refersnces Mailings Review  View  Developer Format o

S EN OO - E < SrshapeFill - A - ||# Text Direction [h Bring Forward ~ |2 Align ~ i+

OALLD & . n [ Shape Outline ~ 15‘\ & - [SalignText ~ (33 send Backward = 18] Group
— . Fosition Wrap ="
SRR = ) Shape Effects = B\~ | e Create Link i, Selection Pane  ShRotate | 7 1
Insert Shapes Shape Styles 5| ‘WordArt Styles | Text | Arrange Size |

S L B S S S | &
L

To delete the shape, ensure it is selected and press the Backspace key on your keyboard.
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Using the Drawing Tools — Format Tab

Let’s take a moment to explore the Drawing Tools — Format tab, since it contains all the
commands that we will need to work with shapes:

T T B ——
Home Insert Page Layout References Mailings Review View Developer Format (A a
wE~NNOO - &= | S shape Fill - - A - || Test Direction ~ & Hj [y Bring Forward = | Align = 21 oss
A - P} o
oOALLD S - Abc Abc - | & Shape Outline ~ A /B\ - & - [ Align Text ~ (24 Send Backward ~ [#]
= = JIa\) — Position Wrap & = 171"
R R | @ Shape Effects - = [\~ | & Create Link + " Text= DySelectionPane  ShRotate~ 3

Insert Shapes Shape Styles WordArt Styles Text Arrange size

This topic is just an introduction to the commands. We'll explore how to use each command
during this section.

Insert Shapes Group
The first group has three components:

Shapes Gallery Click a shape. Then, click and drag in the document to draw the
S ENSNOO shape.
OAL L -

(5 % ™1 T+ =  Youcan use the up or down arrows to navigate through the gallery,
or use the More arrow to expand the gallery.

8 Change the shape or edit its individual points.
Draw a text box.
Shape Styles Group

Our next group allows you to control the appearance of the shape.

Shape Styles Gallery Click a thumbnail to apply that style to the shape.

-

Abc Abc ﬂ - Use the up or down arrows to navigate through the gallery,
= or use the More arrow to expand the gallery.

Sy shape Fill = Click the bucket icon to apply the color shown as the fill of
the shape. Or, click the drop-down arrow to choose a
different color, or a picture, gradient, or texture. .

L shape Outline ~ Click the pencil icon to apply the color shown to the outline
of the shape. Or, click the drop-down arrow to choose a
different color. You can also set the outline weight and type
with the drop-down menu.
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=} Shape Effects ~ This button opens a menu of effects. You can choose a preset
effect or choose various types of effects, including shadows,
reflections, glows, soft edges, bevels, and 3-D rotations.
(Some types of effects will cancel other effects.)

Option Button Open the Fill tab of the Format Shape dialog.

WordArt Styles Group
This group is very similar to the Shape Styles group. It allows you to customize the text in the
shape.

WordArt Styles Gallery Click a thumbnail to apply that style to the text in the shape.
,fﬁ\ A - Use the up or down arrows to navigate through the gallery,
o = oruse the More arrow to expand the gallery. .

A Click the “A” icon to apply the color shown as the fill of the
text. Or, click the drop-down arrow to choose a different
color, or a picture, gradient, or texture.

& - Click the pencil icon to apply the color shown to the outline
of the text. Or, click the drop-down arrow to choose a
different color. You can also set the outline weight and type
with the drop-down menu.

v This button opens a menu of effects. You can choose a preset
effect or choose various types of effects, including shadows,
reflections, glows, bevels, 3-D rotations, and transformations.
(Some types of effects will cancel other effects.)

Option Button Open the Format Text Effects dialog.

Text Group

The next group lets us control different aspects of text in text boxes.

||i} Text Direction = Change the direction of text and open the Text Direction dialog.
=] Align Text - Change the vertical alighnment of text.

== Create Link Link or unlink text boxes.
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Arrange Group
The fifth group allows us to arrange shapes and objects.

[k Bring Forward ~ Click this button to bring the shape forward one level in a pile. Click the
drop-down arrow to bring the shape to the top level (Bring to Front).

[ send Backward ~ Click this button to send the shape backwards one level in a pile. Click the
drop-down arrow to bring the shape to the bottom level (Send to Back).

1, selection Pane Toggle the Selection Pane on or off.

|= align ~ Opens a menu with alignment and distribution commands and options,
as well as grid settings.

I3 Group ~ Group, ungroup, or regroup shapes.

Sk Rotate - View rotation and flipping commands. Also has a command to set
advanced rotation options.

Size Group
The last group lets us enter specific dimensions for the height and width of the shape.

|| 242 s Enter an exact dimension for the height of the shape, or use the up or
down arrows to nudge the shape size in that direction.

o 233 : Enter an exact dimension for the width of the shape, or use the up or
down arrows to nudge the shape size in that direction.

Option Button Open the Size tab of the Layout dialog.
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Formatting Shapes with Styles

To apply a style to a shape, ensure it is selected. Then, click a thumbnail in the Shape Styles
gallery. You will see a preview as you mouse over each thumbnail:

File Home  Insert  Pagelayout  Refersnces  Mailings  Review  View  Developer Format
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LR NOO - % ~| S shape il - ) A 11f} Text Direction [ Bring Forward IEl.Ahgn 1] 237 -
oAL1LLed - B - | 2 shape Outline - _&\ /A L7 - | ] miign Text [y send Backward = [g Group
i Ly Postion. Wra —3a -
™A F = = ) Shape Effects = I d B+ | = Create Link " @i Selection Pane Sk Rotate | v3+ 084 -
Insert Shapes Shape Styles WaordArt Styles Text Arrange size
. L 1“"5'6”\7'
A
e ? e
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Remember, you can use the up or down arrows to navigate through the gallery:

| 23 shape Fill -
. ﬂ - L_é’ Shape Outline -
_,; Shape Effects ~

Shape Styles Fa
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You can also use the More arrow to expand the gallery and view all styles:

['*“] [ J [““] =] [“*J =) (=]
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I:-
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Other Theme Fills

The styles available will depend on the theme currently selected. Likewise, the appearance of
the shape will change if it is formatted with a style and you change the theme.

Formatting Shapes Manually

Even if you apply a style, you can customize the fill, outline, and effects of a shape.
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First, let’s look at the Shape Fill command. You can click the bucket icon to fill the shape with
the color shown, or you can click the drop-down arrow to choose a new color:

| Salshape Fill - |
Theme Colors

Standard Colors
| B EEEERN
Mo Fill

i) More Fill Colars...

[& Picture...
D Gradient 4
ﬂ Texture 4

From top to bottom, your options are:

A grid of theme colors

A row of standard colors

No Fill

More Fill Colors, which will open a color palette allowing you to choose any color
Picture, which will allow you to choose a photo from your computer as the background
Gradient, which will open a menu showing various gradients, plus a command to open
the Fill tab of the Format Shape dialog (where you can create a custom gradient)
Texture, which will open a menu showing various textures, plus a command to open the
Fill tab of the Format Shape dialog (where you can create a custom texture)
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The next menu is Shape Outline. Just like the Shape Fill menu, you can click the pencil icon to
outline the shape with the color shown, or you can click the drop-down arrow to choose a new
color and to choose the style of the outline:

wd P
L7 Ishape Outline

Theme Colors

Standard Colors
HE EEEER
Mo Cutline

12 More Outline Colars..,

= Weight d
==  Dashes k
E Arrows 4

From top to bottom, your options are:

A grid of theme colors

A row of standard colors

No outline

More Outline Colors, which will open a color palette allowing you to choose any color
Weight, which will open a menu allowing you to choose the thickness of the line in
pixels, plus a command to open the Line Style tab of the Format Shape dialog (where
you can create a custom line)

Dashes, which will open a menu allowing you to choose a dashed style for the line, plus
a command to open the Line Style tab of the Format Shape dialog

Arrows, which will open a menu allowing you to apply various arrow styles to the line,
plus a command to open the Line Style tab of the Format Shape dialog
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Finally, we have the Shape Effects menu. Here you can choose a preset effect or various types
of effects, including shadows, reflections, glows, soft edges, bevels, and 3-D rotations. (Some
types of effects will cancel other effects.)

|2 shape Effects ~|

_J Preset k
|:] Shadow k
|:| Reflection b
|:| Glow k
Soft Edges b

| Eevel k

—

l 3-D Rotation *
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Resizing Shapes

You can resize shapes the same way as any other object. Take a look at this arrow shape:

!

8]

To resize the shape, we can click and drag any of the white handles to resize the shape in that

direction:

8]

Square handles resize the shape in one direction; round handles resize the shape in two
directions.

Or, we can enter the size directly into the fields on the Drawing Tools — Format tab:

+ - -
il a2 .
= - -
in+ |0 -
Size lu |
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Some shapes will also have a yellow diamond. Click and drag it to skew parts of the image:

Moving Shapes

To move the shape, click and drag it to its new location:

!

To create a copy of the shape, hold the Ctrl key while you are dragging.
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Lesson 2.2: Working with Shapes

Now that we have a handle on how to create shapes and perform basic editing tasks, we’ll learn
how to perform some more advanced tasks. Our topics in this lesson will include editing,
arranging, grouping, ungrouping, aligning, distributing, rotating, and flipping shapes.

Editing Shapes

There are a few commands that you can use to edit existing shapes. Here we have created and
formatted a triangle:
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To change the shape of the triangle, select it, click the Drawing Tools — Format tab, click the Edit
Shape command ("), and click Edit Points:
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This command is also available on the right-click menu:

D

X
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Insert Caption...
Wrap Text

5et as Default Shape
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Format Shape...
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Small black handles will now appear on each point of the triangle. You can click and drag these
handles to change the appearance of the shape:
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To change the shape entirely, click Drawing Tools — Edit Shape — Change Shape, and choose the
new shape:

| Drawing Toos |

Page Layou References Vailings Rev View Developer Format
~

CEeOsEN - | — — - QShapernr o A - || ext Direction - % [ Bring Forward = |2 Align + e
SNOOOA LS |G change shape » | Rectangles A - &~ BmignTest sostion Wia 4 Send Backward + [ Group = | =
Lodo g™ £ | Edit Points | o [ T ] | o e} = & Create Link = ng &, Selection Pane Sk Rotate - =3° %
Insert Shapes Basic Shapes o = Armange

CAROLOCODOO@®®
Gogar Ly xo0aa
O@AHOY %G T D]
G014

Block Arrows

AR OTELPE I
€ 3 vaSD D R
[T+ e

Equation Shapes

o=

Flowchart
O0<0noldeoalyd
ONONDE X 0 AVED
Qoo

Stars and Banners

Drn A A DO @ E @ e
% T (1) @ [T R0

Callouts
DROOS.Oa@addq
£ 00 g0 &

| Reroute Connectors

This is a useful command if you have formatted and edited the shape just the way that you
want, as it preserves shape formatting and size:
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Arranging Shapes

Word offers several commands to help you position shapes just the way you want. Take a look
at this example:

If we want the red arrow to go behind the purple star, we can click the red arrow and click Send
Backward on the Drawing Tools — Format tab:

File Home Insert Page Layout

rences Mailings Review View Developer Format a7
: A tadt ction [ [ i v |2 Align ~ -
HEIT0EO - &K — L shape Fill » . A [1:“5. Direction & [ 3y Bring Forward _-Ahgn §] 159
LEN\\OO - B Abc ~ | [Z shape Outline ~ ,‘L,\ \ &7 - | [ Align Text ~ 34 send Backward ~ | [2] Group
I\ Position Wra oF 2347 £
@BALLNNE ¥ | & Shape Effects ~ = A~ | & Create Link - Tm‘i 24, Selection Pane \$ S\ Rotate + | +3+ 23R =
Insert Shapes Shape Styles & WordAtt Styles Text Arrange size
T O O S O SO OO O, @
75
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Here is the result:

If we wanted to send the shape all the way to the back of the pile, we could have clicked the
drop-down arrow and clicked Send to Back:

File Home  Insert  Pagelayout  References  Mailings  Review  View  Developer Format

o &l
SHAaIT0O0O - & | &3 Shape Fill » A |18 Text Direction . . [y Bring Forward ~ |2 Align ~ 1] 5o
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wENNOC- =3 w ~| [ Shape Outline ~ A_x & - = Align Text ~ EhSend Backward 'LE]ump
= 7o M = Position Wrap =532~
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The result would look like this:

Conversely, you can also ask Word to bring shapes forward. For example, we can move our red
arrow to the middle of the pile with the Bring Forward command, or we can bring it back to its
original position on the top of the pile with the Bring to Front command. (This option is
accessible by clicking the drop-down arrow on the Bring Forward button.)

Bring Forward Bring to Front
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Grouping and Ungrouping Shapes

Once you have your shapes arranged just the way you want them, you can group them so that
you can move them as a single unit. This can be a real time-saver!

To start, select the shapes to group by holding Ctrl and clicking each shape:

I

Then, click Group — Group on the Drawing Tools — Format tab or right-click the shapes and
choose Group — Group:
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The shapes can now be manipulated as one:

0—@
O

@
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If you want to edit an individual shape, use the Ungroup command on the Drawing Tools —

Format tab or the right-click menu:

Drawing Tools — Format tab

Iy = Align - -
=T — f—-J 2.22
i %Grnup'
=
"E'Qﬂelectinn Fane : : 63
Arrange 5] hize
IE] Ungroup b

To restore the group, select all shapes and perform the Group command again, or just click one

[ 3

6 & o]

FH EE @ & &

Right-Click Menu

Cut

Copy
Paste Options:

=|

Group g

Bring to Front | » IEI Ungroup

Send to Back | 4
Hyperlink...

Insert Caption...

Wrap Text k

Maore Layout Options...
Format Object...

shape and click Regroup (located in the Group menu on the Drawing Tools — Format tab).
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Aligning and Distributing Shapes

Word also offers some ways to help you line up your objects with each other or with the page.

To align shapes to each other using the menu commands, first select the objects and then click
Align on the Drawing Tools — Format tab. Now, ensure Align Selected Objects is checked:

File Home  Inset  Pagelayout  References  Mailings  Review  View  Developer Format i~ ?
B S 1O ) - £ Edit Shape ~ L shape Fill ~ - A |14 Text Direction h Bring Forward ~ [|2 Align ~| -
AL L LE & - E DrawText Box E Abc -| [ shape Outline - /AN . &7 - | [ Align Text ~ & Send Backward ~ | |2 Align Left
,\ - == 7\ — - Position Wrap -
RS ¥ | ) Shape Effects ~ L\~ | s Create Link s Text- Ly Selection Pane & Align Center
Insert Shapes Shape Styles [ WordArt Styles Text Amange 21 Align Right
e B O B S B T R S R S i . o s | e @
-
= o Align Middle
ils  Align Bottom
ol H
- Align to Page

Align to Margin
Align Selected Objects N
View Gridlines

#f Grid Settings...

Now you can choose one of the circled options from that same menu:

|= Align ~

= Align Left

& Align Center
=] Align Right
it Align Top
o  Align Middle

il Align Bottom

Align to Page
Align to Margin

Align Selected Objects

View Gridlines

H  Grid Settings...
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These commands will align the left, center, right, top, middle, or bottom points of the objects.

To align the shapes respective to the page, ensure that Align to Page or Align to Margin in the
Align menu on the Drawing tab is checked (depending on how you want the objects aligned).
(You only need to have one object selected for this command to appear.)

o

Align Left

el

Align Center
Align Right

i

Align Top

5

Align Middle

=
=

Align Bottom

Distribute Horizontally

Distribute Vertically

<|op & |

Align to Page I}
Align to Margin

View Gridlines

HE  Grid Settings...

Now you can choose any of the Align options, which will place the shape(s) in the correct
alignment relevant to the page.
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You can also choose either of the Distribute options, which will space the shapes out evenly
across the page either horizontally or vertically:
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Rotating and Flipping Shapes

To rotate a shape, click and drag the green handle:

@E&‘&
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90

Or, select a shape and use the Rotate options on the Drawing Tools — Format tab:

g E

Position Wrap
- Text %Selection Pane

Arrange

Lk Bring Forward =
Y send Backward - E Group

= Align = - .
a1 [FY TR
= - -
Tos 245 -

“k Rotate =

L FRotate Biont 907

2 Rotate Left 90°

= Flip Vertical

Ak Flip Horizontal

@ More Rotation Options...

You can also see options here to flip the shape vertically or horizontally. You can also click More
Rotation Options to open the Format Shape dialog to the Size tab:

[ Layout L2 o)
| Position | Text Wrapping Size |
Height
@ Absolute |2.11" e
(7 Relative = relative to | Margin
Width
@ Absolute  |2.45" =
(71 Relative = relative to | Margin
Rotate
Rotation: 0= =
Scale
Height: 100 % = Width: 100 =% =
[ Lock aspect ratio
Relative to original picture size
Criginal size
Height: Width:
0.4

Here, you can enter a specific degree of rotation in the highlighted field. Click Close to apply

your changes.
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Lesson 2.3: Working with Text and Shapes

So far, we’ve learned the basics of adding shapes to your document. In this lesson, we’ll learn
how to use text with shapes to make a big impact.

Adding Text to Shapes

To add text to a shape, right-click the shape and click Add Text or Edit Text:

Calibri(E~ 11~ A" .7 & iE [ [
BI/E=ZA-2-2-F

o T o

— ¥ cu

I+

Copy
Paste Options:

& e

=

Add Text
Edit Points L}

v

Ering to Front

Send to Back

b

Hyperlink...

X

L

Insert Caption...
Wrap Text k

Set as Default Shape
More Layout Options...

\
ECEH RE®FESE D

Format Shape...

(The command will differ with different types of shapes.)
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Then a cursor will appear inside the shape. Type your text:

You can click the text at any time after adding it to make changes or format it.

Formatting Text with Styles

Word provides some pre-formatted styles that you can format shape text with. First, select the
text. Then, click a thumbnail in the WordArt Styles group:
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Remember, you can use the up or down arrows to navigate through the gallery:

- -

A
."f.";'-\.l"- A h- -
/Y = 4;@&

WaordArt Styles a

Or, use the More arrow to expand the gallery and view all styles:

Remember, the appearance of the text will change if it is formatted with a style and you change
the document’s theme.
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Formatting Text Manually

To choose effects manually, use the Text Fill, Text Outline, and Text Effects commands to the
right of the WordArt Styles gallery:

- A- -
py —
JAN -l -
L" : e - - -

Wordart Styles P

Like other commands, you can click the icon to apply the settings shown, or click the arrow to
view a menu of choices.

Text Fill Text Outline Text Effects
Al &l N
. Automatic . Automatic
Shadow 3
Theme Colors Theme Colors
H EEENENR HE EEENENR
I I Reflection 4
Glow 4
LT T et LT
Standard Colors Standard Colors x
e EEEEN e EEEEN -\ Bevel ’
Mo Fill Mo Cutline
3 More Fill Colors... 3 More Outline Colors... ;-\\ 3-D Rofation »
[l Gradient 3 = Weight »
=== Dashes r ﬂ‘m Transform  *
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You can also use the commands on the Font and Paragraph groups of the Home tab to format
text in shapes:

- B - B . 34 Find ~
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Change
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Editing
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Using the Transform Command

96

We'd like to point out a particular command in the Effects menu: Transform. This command will
change the path that text follows. Since transforms always apply to all text in a shape, just click

to place your cursor inside the text that you want to change. Then, click Drawing Tools — Text

Effects — Transform:

Shadow k
Reflection 4
Glow k
Bewvel 4

fy
¥ b

4\ 3-pRotation »
= n

4& Transform I:}
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Now choose the transformation to apply. You will see a preview applied to your text as you
mouse over each choice:
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To remove a transform, select the text, and click Text Effects — Transform — No Transform.
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Lesson 2.4: Advanced Shape Tasks

Now that we have a handle on how to create shapes, edit them, add text, and perform basic
formatting tasks, we’ll learn how to use some advanced tools. Our topics in this lesson will
include using grids and guidelines, the Format Shape dialog, the Format Text Effects dialog, and
the Selection Pane.

Using Guidelines and Grids

If you need help precisely aligning shapes in your document, you might be interested in the grid
and guideline options available. You can find these two commands in the Aligh menu:

|12 align =|

I= Align Left

a1

Align Center

Al

Align Right

Align Top

& =

Align Middle
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Align Bottom

Distribute Horizontally
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Distribute Vertically

Align to Page
v | Align to Margin
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HE  Grid Settings...
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The first option, View Gridlines, toggles gridlines on or off in your document:
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The second option, Grid Settings, opens the Drawing Grid dialog:

Drawing Grid -2 [

Ohject Snapping
[¥]isnap obiects to other objects

Grid settings
Horizontal spading: 0.13" =
Vertical spacing: 0.13" =
Grid origin
Use margins
Horizontal origin: 1"
Vertical origin: 1"
Show grid
["] Digplay gridines on screen
Vertical every: 1
Haorizontal every: 1

[ nap objects to grid when the gridines are not displayed

[ oK ] [ Cancel

This dialog allows you to customize snap settings (which automatically aligns objects when they
are within a certain range of other objects) and various aspects of the grid. You can also click
Set As Default to make this grid the default for all documents.

Using the Format Shape Dialog

Let’s take a closer look at the Format Shape dialog. The easiest way to open it is by clicking the
option button in the Shape Styles group of the Drawing Tools — Format tab:

Abc Abc m
= Shape Effects -

Shape Styles =

¥

2 shape Fill =

|:_,? Shape Outline =

4

4|
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The Format Shape dialog looks like this:

i

Glow and Soft Edges
3D Format

3D Rotation

Picture Corrections
Picture Color

Artistic Effects

Crop

Text Box

Alt Text

Format Shape
Fill Eill
Line Color i Mo il
Line Style ) Solid fil
had @ Gradient fil
5 W —
= () Picture or texture fil
Reflection () Pattern fill

Preset colors:

[ ] @) @

Type: Linear El

Direction:

Angle: 7r =

Gradient stops

0 ]

Color Position: 0% =
Brightness: —J 0% |2
Transparency: U 0% =

Rotate with shape
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Let’s review its options.

Fill Choose fill settings for your shape.

7 Mo il

7 Solid fill

@ Gradient fil

) Picture or texture fil
) Pattern fil

Preset colors:
Type: Linear EI

Direction:

Y

Angle: 270E
Gradient stops

y B ] & @
Color Position: |0%

Brightness: r/l 0%

£

L1

Transparency: r/l 0% =

Rotate with shape

The options below the radio buttons (circled in red) will change
depending on the fill type selected.

Line Color Choose the color of your shape’s outline.

Line Color
) Mo line
@ Solid line

1 Gradient line

Colar:

Transparency: r/l %0 =

Once again, the options below the radio buttons will change
depending on the fill type selected.
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Line Style Choose the style of your shape’s outline.
Line Style
width: 0.75pt =

Compound type:

Cap type: Flat EI
Join type: Round EI

Arrow settings

Beqin type: End type:

Begin size: E End size: E

Shadow Control all aspects of your shape’s shadow.

Shadow

Presets:

Transparency:
Size:
Blur:

Angle:

aa @ a a

Distance:

Reflection Control all aspects of your shape’s reflection.

Reflection

Presets:

Transparency:

Ak

Size:

Distance:

al a] a) |

Blur:
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Glow and Soft Edges  Configure a glow effect or soften the edges of your shape.

Glow and Soft Edges

Glow

Presets:

Size: r,l

Transparency: r,l

Soft Edges

Presets: E
Size: U

3-D Format You can use these options to create a custom 3-D effect.
3-D Format
Bevel
width:  |0pt =
Top:
Height: |0pt =
width:  |opt =
Bottom:
Height: |0pt =
Depth
Color: Depth:  |Opt =
Contour
Color: Size: 0pt =
Surface

Material;

1
IIJII
n
i
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Ak

Angle:

Y

o= =
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3-D Rotation

Picture Corrections

Create a custom 3-D rotation.

3-D Rotation

Presats: |:|

Rotation

X = =
Y: o= =
Pl o= =

Perspective: |0°

Text
[] Keep text flat
Ohject position
Distance from ground: |0 pt

o +
RESET

Sharpen or soften photo fills, or adjust the brightness and contrast.

Picture Corrections
Sharpen and Soften

Presets:

Soften Sharpen

(QJEES

Ak

0%

Brightness and Contrast

Presets: E

Brightness: - 0%

Contrast: - 0%
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Picture Color Here you can change the saturation, tone, or color scheme of photo
fills.

Picture Color
Color Saturation

Presets:

Saturation: I 0% =
Color Tone

Presets:

Temperature: F 1,500 =
Recolor

Presets: |y =

Reset
Artistic Effects With these options you can apply special effects to photo fills.

Artistic Effects
Artistic Effect: | [l
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Crop

Text Box

If a picture is being used as the fill, you can use these options to

change the picture’s position and to crop it.

Crop

Picture position

Width: 462" +{ Height: 1.01"
Offset¥: |07 =| Offsety: |07

Crop position

Width: 4.62" Height: 1.01"

4

F

Left: 2.69" = Top: 3,257

If the shape contains text, you can modify text box options.

Text Box
Text layout

Vertical alignment: | Middle Izl
Text direction: |Horizontal |Z|
[7] Do notrotate text

Autofit
[] Resize shape to fit text

Internal margin
Left: 0.1" | Top: 0.05"
Right: |0.1" = Bottom: |0.05"
Wrap text in shape
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4]k

L1

L1

4]k

41k

L 1L

107



Microsoft Office Word 2010 Advanced 108

Alt Text Here you can specify alternative text for people with disabilities.

Alt Text

Title:

Description:

Titles and descriptions provide alternative, text-based
representations of the information contained in tables, diagrams,
images, and other objects. This information is useful for people
with wvision or cognitive impairments who may not be able to see or
understand the object.

A title can be read to a person with a disability and is used to
determine whether they wish to hear the description of the
content.

When you have finished, click Close to apply your settings.
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Using the Format Text Effects Dialog

To open the Format Text Effects dialog, click the option button in the WordArt Styles group:

WaordArt Styles [=]

4

9

1|
4

The Format Text Effects dialog is similar to the Format Shape dialog:

Format Text Effects M

#

Text Outline i Mo fil
Outline Style @ solid fill

() Gradient fil
shadow Fill Color

Reflection

Glow and Soft Edges -
Transparency: O 0% =
3D Format

3-D Rotation

Text Box

Close
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Let’s review the options.

Text Fill

Text Outline

Outline Style

Choose fill settings for your text.

Text Fill

) Mo fil

@ Solid fill

() Gradient fill
Fill Color

Colar:

Transparency: r/l

Choose the color of your text’s outline.

Text Qutline

i) Gradient line

Colar:

Transparency': U

Choose the style of your text’s outline.

Outline Style
width: 0.75 pt

Compound type:

Cap type: Flat EI
Join type: Round EI

Arrow settings
Begin type: E

Begin size:

© 2005-2011 Velsoft Training Materials, Inc.

End type:

End size:
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Shadow Control all aspects of your text’s shadow.

Reflection Control all aspects of your text’s reflection.

Glow and Soft Edges  Configure a glow effect or soften the edges of your text.

© 2005-2011 Velsoft Training Materials, Inc.

Shadow

Presets:

Transparency:
Size:
Blur:

Angle:

@ @ @ @) @

Distance:

Reflection

Presets:

Transparency: r/l

Size: r/l

Distance: r/l

Blur: r/l

Glow and Soft Edges

Glaw

Presets:

Size: r/l

Transparency: D

Soft Edges

Presets: E
Size: r/l

L1 L1 L1

L1

Ak

Ak
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3-D Format Create a custom 3-D effect.

3-D Format

Bevel

Top:

Bottom:

Depth
Color:

Contour
Color:

Surface

Material;

2 UELUE

3-D Rotation Create a custom 3-D rotation.

3-D Rotation

ErESEtE: D

Rotation
X: ae
¥: a=
Z: a=
Perspective: |0°
Text

[] Keep text flat

Ohject position

Distance from ground: |0 pt

Reset
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width:  |0pt =
Height: |0pt =
width:  |opt =
Height: |0pt =
Depth:  |0pt =
Size: 0pt =
lzlghtlng:

Angle: o= =

JEES
@[]

Ak
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Text Box Modify the alignment and direction of text, control AutoFit settings,
change margins, and format text as columns.

Text Box
Text layout

Vertical alignment:  |[Top |Z|

Text direction: |Horizontal IEI
|:| Do not rotate text

Autofit
[7] Resize shape to fit text

Internal margin

Left: 0.1" =| Top: 0.05"

4

L L

Right: |0.1" = | Bottom: [0.05"
[] wrap textin shape

When you have finished, click Close to apply your settings.

Using the Selection Pane

You can toggle the Selection Pane on or off with the Selection Pane command in the Arrange
group of the Drawing Tools — Format tab:

[ — L4 Bring Forward ~ | Align ~

Y send Backward ~ E Group -

Position Wrap
- Tt ~ |"_f'-'[;~5> Selection Pane | Sl Rotate -

Arrange
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Have a look at this example:

File Home Insert Page Layout References Mailings Review View Format 2

ER ¥ cut = SR, @ A 4 Find -
= Ba i CalibriBody) ~/11 ~ AT A | Aar [ B : 20 | 9| aaBbcepe AaBbcede AaBbCi AaBbce AADB 4ar = % . pepiace
Paste o romatrainter | B 7 T e X, X - e 2 RRBGRR.y FEAtES  HeRtiiE i il gg/a'gsgf e Sefect >
Clipboard 5 Font Styles Editing
@J 3 I e P ) é O I S I e 0 K U . O K e T S i) S I P—j Selection and Visibility v X
“ | Shapes on this Page
TextBox 3 @
Picture 4 =
| Right Arrow 2 =
y Heart 1 =
<
) v
o Big
} _—— e
Pagei1ofl | Wordsi2 | < English(us) | 3 | [ElEgzs 20— 0 (+) B |

Let’s take a closer look at the Selection Pane:

x

Selection and Visibility -

Shapes on this Page
TextBox 3

Picture 4

Right Arrow 2

¢] [s] [@] (]

Heart 1

olg
Re-order

First, we have a list of objects on the current page. (This means that in addition to shapes, you
will see text boxes, pictures, tables, diagrams, charts, etc.) Next to each entry is an eye icon.
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You can click this icon to hide the object. If there is no eye in the box, click the icon to show the
object:

File Home Insert Page Layout References

Review View Format (A ?
20 =
‘j & cut Calibri (Body) ~ /11 * A* A" | Aa % 8 Fina
B= gy con - 23, Replace
Paste v al 2 ab, - - N I ead Headir Subtitle _ Change
S Fromatpainter | B £ U 7 e X, X v-4a = ) s SACogs  Weares 3 5 sty,esgv g setect~
Clipboard I Font Paragraph Styles Editing
E]1"""'5"':"'}"':"'g“‘_“‘?‘":‘"‘I‘"‘:'"%“‘_"‘f'")\"'7"@Sdedionand\ﬁsibility v x
S “ | Shapes on this Page
e TextBox 3 =l
. Picture 4 =
i Right Arrow 2 G
N Heart 1
m
-
v
2
o| [ @
A _— e
4 [ »
Pageilof1 | Wordsi2 | < Engiish(us) | M3 | |@Eﬂa = = 124% (0 0— () J

Also note the Show All and Hide All commands at the bottom of the pane.

You can also click the object to select it, or double-click the name to rename it:

Selection and Visibility * X

Shapes an this Fage
TextBox 3

|F‘enguins| |

Right Arrow 2

o] L] Ts] [o]

Heart 1
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At the bottom of the pane, you can use the arrows to re-order shapes in the same way that we
used the Bring to Front command (up arrow) and the Send to Back command (down arrow):

= =
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Section 2: Review Questions

1.

A.

oo

OO0 w>» ©O0®>

0N w>

onw»

onw»

To create a default-sized shape, you would...
Draw the shape and then use the AutoSize command on the Drawing Tools — Format
tab
Save your document as a Word 2003 file and then create the shape
Single-click in the document instead of clicking and dragging to draw the shape
Create a drawing canvas first

A shape’s green circle handle will...
Rotate it
Resize it
Skew it
Delete it

A shape’s yellow diamond handle will...
Rotate it
Resize it
Skew it
Delete it

The Change Shape command will preserve what aspects of a shape?
Formatting
Size
Location
All of the above

To create a copy of a shape, you can hold the key while you are dragging it.
Alt
Ctrl
Shift
Enter

The Transform command...
Changes the path that text follows
Changes the theme applied to the selected shapes
Applies the same formatting to all shapes
Changes the WordArt styles available
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7. The Distribute commands wiill...
A. Make all shapes the same size
B. Create a pattern of shapes on a page
C. Align shapes
D. Space the shapes out evenly across the page
8. You can show or hide the Selection Pane from which tab?
A. Home
B. View
C. Drawing Tools — Format
D. All of the above
9. Which of the following items is not a category in the Format Text Effects dialog?
A Text Fill
B. Text Effects
C Reflection
D Text Box

10. Which of the following tools can be used to format shape text?
WordArt Styles

Text fill, outline, and/or effects menus

Home tab tools

All of the above

oo w®p
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Section 3: Working with Advanced Graphics and Objects

In this section you will learn how to:
* Insert pre-defined text boxes
= Draw text boxes
= Edit, format, and link text boxes
= |nsert, edit, and format WordArt
= Add SmartArt
= Add text and pictures to SmartArt
= Resize, move, and delete a diagram
= Use the SmartArt Tools tabs
* Change a diagram’s layout, color scheme, and/or effects scheme
= Reset SmartArt
= Add a watermark to a document
= (Create and save custom watermarks
= |nsert, add, and manage Quick Parts
= Use the Building Blocks Organizer
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Lesson 3.1: Inserting Text Boxes

Text boxes are a great tool for laying out documents. They are much like shapes in that they can
be formatted and customized. However, there are many other tools available to help you
manage large amounts of text. In this lesson we’ll learn all about how to insert, draw, format,
edit, and link text boxes.

Inserting a Pre-Defined Text Box

Microsoft Office Word 2010 includes a number of pre-defined text boxes. To add one of these
to your document, click the Insert tab, click Text Box, and choose the type of box that you want:

\ mpany =E
Home Tnsert Page Layout References Mailings Review View &
j =l i’ ElE ’_T’". h Q g =L ﬁ j j | 4 A= & signature Line - TC
ens ¥, I = = — — — =
j 5 |_|L‘Q mu {F 257 ik [+ o = = = = = = [} Date & Time Q
Cover Blank Page Table Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer  Page Text | Quick WordArt Drop B Equation Symbol
Page~ Page Break - Art - - - *  Number~ || Box~ | Parts~ - Cap - "4 Object ~ - - )
Pages Tables llustrations Links Header & Footer Simple Text Box Alphabet Quote Alphabet Sidebar |~
Annual Quote Annual Sidebar Austere Quote

Austere Sidebar Austin Pull Quote Austin Sidebar

Braces Quote Braces Quote 2 Conservative Quote | ¥

More Text Boxes from Office.com 4

E &

Draw Text Box

>

Note that you can scroll up or down to view the entire list. The options shown will depend on
the theme that is currently selected.
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Once you have found a box that you like, click it. This will insert the text box into your
document:

i
|
|
O-This story canfit175-225 shows, or memniber rship lists. 0

words. You might consider
e e purchasing a mailing list

Now you can click inside the box and type your text:

>
i
| Summer Newsletter]
i

|

|

|

0

Lead Story Headline
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Drawing a Text Box

To create a simple text box, click the Insert tab, click Text Box, and click Draw Text Box:

A 3 4 A |2 signature Line - J'c Q
—

(5} Date & Time
Text | Quick WordaArt Drop . ] Equation Symbol
Box - | Parts ~ ' Cap - 'dd Object ~ ~ 2 _
|| Built-In .
Simple Text Box Alphabet Quote Alphabet Sidebar
Annual Quote Annual Sidebar Austere Quote
|
Austere Sidebar Austin Pull Quote Austin Sidebar -
More Text Boxes from Office.com L4

Draw Text Box L\\T

&l [ &
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Your cursor will turn into a crosshair; simply click and drag to create the text box.

Newsletter Date
Volume 1, Issue 1

Once you have finished, you can type in the box.

Cr — =)
Summer Newsletter]

L ]

O 0 O
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Common Text Box Editing Tasks

Text boxes are a lot like other Word shapes in that there are many things that you can do with
them. Let’s look at a few of the most common tasks.

To move a text box, first click it to select it. Then, drag it to place it wherever you want:

Pa
¥

] Summer Newsletter m
lﬁ Newsletter Date
0 Volume 1, Issue 1

To resize a text box, select it, place your cursor over any of the blue handles, and click and drag:

!

o 0

Remember, square handles will resize the box in one dimension, while round handles will resize
the box in two dimensions.

You can also use the Size group on the Drawing Tools — Format tab to enter exact dimensions:
ill os3r 2

= .
fo 243

Size ]
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To rotate a text box, click it to select it, and then drag the green handle:

5 i Newsletter Date
Volume 1, Issue 1

To delete the box, click it to select it and then press Delete on your keyboard.

»
3

Formatting Text Boxes

You can use the Shape Styles and WordArt styles groups on the Drawing Tools — Format tab to
change the appearance of the text box and its contents just as you would a shape:

SNSNOooO - & L shape Fill - A | |l Text Direction ~ [y Bring Forward = |2 Align ~ s
ALLd G~ E ﬂ ﬂ = [Z Shape Outline ~ - &2 - | [ anign Text - [ send Backward + [#] Group
. | - - Position Wrap oy 243"
IRAR SRR - 41 = | & shape Effects ~ = - | e create Link - et By Selection Pane Sk Retater o4
Insert Shapes Shape Styles £} WordArt Styles [ Text Amange Size

You can even use the tools on the Home tab to change the formatting of the contents of the
text box.

You can also use the Text group to change the alignment and direction of the shape:

||{} Text Direction =

é} Align Text -

&2 Create Link
Text
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Last but not least, you can use the Change Shape command to make your text box a shape
other than a rectangle:

DE S SN OD = S shape Fill ~

Dﬂ—L—L.ED@ M @ Change Shape h Rectangles AA

O L 3 7 e L points OoDathod

Insert Shapes P _:;__ P, Basic Shapes ordArt Styles [F]

= CAMNOACTOOO®®

GooOr Lbyooa

O@ACHOY RG]
w4

Block Arrows
DAt RTRELPR I
§ @ wnpD D [eLdalf
A

Equation Shapes

gr = R = S &

Flowchart
O0o<0O080lUFo0Caly
ODCNREB X ¢ AVED
QOO

5tars and Banners
Lo A SRR ROROE R L
£ TR () ) [T ORI R

Callouts
CROS.O00@Add A
i AD AD QO -

Linking Text Boxes
If you’re creating a story type of document (such as a newsletter), you can create multiple text

boxes and link them. This way, when there is too much text for one text box, it will overflow
into the other box.
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To link text boxes, click the first box and click the Create Link button on the Drawing Tools —
Format tab:

File Home  Inset  Pagelayout  References  Mailings  Review  View Format 2

EN\Ooo - &

- - A irection = R =1 - .
4 Shape Fill : A - ||t Text Direction [ Bring Forward |-- Align s .
AllLd o B2 E E ~ | [ Shape Outline = A A : & - [HaiignText - [ Send Backward + [#] Group .

- Position Wral =75
AL P s = () Shape Effects - = [\~ =2 Createlink o ede B, Selection Pane S Rotate = v+ 177
Insert Shapes Shape Styles I WordArt Styles I Text Arrange size =
L) O A s e ] create Link T O 2 O R
- Link this text box to another one s
50 that text flows between them. Newsletter Date
h The mouse cursor will change to Volume 1, Issue 1

show that you are ready to link.
Click on an empty text box to link
to it.

:_ Lea d Sto ry H ea d I i n e Text will flow from the current text Inside this issue:
i =)

box to the linked one.

o ] o Inside Story 2
B This story can fit 175-225
) words. Inside Story 2
- The purpose of a newsletteris
) to provide specialized Tnside Story 2
information to a targeted
< audience. Newsletters can be
) a great way to market your Inside Story 2
. product or service, and also
- create credibility and build Inside Story 2
your organization'sidentity
8 among peers, members,
o employees, or vendors. Inside Story 2
First, determine the audience
- of the newsletter, This could . . Inside Story 2
) N Caption describing
be anyone who might benefit picture or graphic.

from the information it
contains, for example,
employees or people
interested in purchasing a
; product or requesting your
service.

You can compile a mailing

list of cards collected at trade Special points
B o mo e eabeochin ot of interest: 5
B =]
. = Briefly highlight =
Pageilof4 | Wordsi182 | 8 English (US) =N |Eﬁ Bes wms(- 0 4 i

Notice how there is too much text in the first text box to be displayed. Also notice the detailed
Screen Tip that appears when you hover over the Create Link button.
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Then, click a second, empty text box:

(7 I

LS

© 2005-201

|employees, or vendors.

@

{

This story can fit 175}225
words.

The purpose of a newsletteris
to provide specialized
information to a targeted
audience. Newsletterscan be
a great way to market your
product or service, and also
create credibility and build
your organization'sidentity
among peers, members,

First, determine the audience
of the newsletter. This could
be anyone who might benefit
from the information it
contains, for example,
employees or people
interested in purchasing a
product or requesting your
service.

You can c::}mpile a mailj:ﬂg
list of cards collected at trade

R T T T, PSSR, RS-, B

' [l '

|-
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Now the boxes will be linked. Notice how the text flows from one box to the next:

LS

®

O m!

{

This story can fit 175-225
words.

The purpose of a newsletteris
to provide specialized
information to a targeted
audience. Newsletterscan be
a greatway to market your
product or service, and also
create credibility and build
your organization'sidentity
among peers, members,

|employees, or vendors.

First, determine the audience
of the newsletter. This could
be anyone who might benefit
from the information it
contains, for example,
employees or people
interested in purchasing a
product or requesting your
service.

You can compﬂe a maﬂing
list of cards collected at trade

© 2005-201
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shows, or membership lists.
You might consider
purchasing a mailing list
from a company.

If you explore the Publisher
catalog, you will find many
publications that match the
style of your newsletter.

The purpose of a newsletter
is to provide specialized
information to a targeted
audience, Newsletterscan be
a great way to market your
product or service, and also
create credibility and build
your organization’'sidentity
among peers, members,
employees, or vendors.

If you explore the Publisher
catalog, you will find many
publications that match the
style of your newsletter.
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To break the link, select one of the boxes and click the Break Link command on the Text Box
Tools tab. Note the warning that states all text will be placed in the selected text box:

File Home  Insert  Pagelayout  References  Mailings  Review  View Format o

ENNOoo - = 4 Shape Fill - A ll‘ﬁ Text Direction [ Bring Forward ~ Ii:'-Ahgn S -
AL L2 e- 3 E E ~ [ Shape Outline = < fZ - [ AlignText ~ 24 send Backward ~ [#] Group

— —| = = Position Wrap =75
FIRTAS RS 45 = () Shape Effects - 7| [+ d5break Lim% - Text- X SelectionPane Sl Rotate~ 3% -
Insert Shapes Shape Styles [ WordArt Styles [ Text Arange Size &

L) O A e s preak Link e 7]

Break the link between this text Newsletter Date s

o

0O

Lead Story Headline

This story can fit 175-225
words.

- The purpose of a newsletteris
) to provide specialized
information to a targeted

< audience. Newsletters can be

) a great way to market your

. product or service, and also

- create credibility and build
your organization'sidentity
among peers, members,
employees, or vendors.

First, determine the audience
of the newsletter. This could
be anyone who might benefit
from the information it
contains, for example,
employees or people
interested in purchasing a

; product or requesting your
service.

You can compile a mailing
list of cards collected at trade

shows, or membership lists.
You might consider
purchasing a mailing list
from a company.

If you explore the Publisher
catalog, you will find many
publications that match the
style of your newsletter.

The purpose of a newsletter
is to provide specialized
information o a targeted
audience. Newsletterscan be
a great way to market your
product or service, and also
create credibility and build
your organization’sidentity
among peers, members,
employees, or vendors.

If you explore the Publisher
catalog, you will find many
publications that match the
style of your newsletter.

=

box and the next one.

All of the text will be placed in the
selected text box.

Volume 1, Issue 1

Caption describing
picture or graphic.

Inside this issue:

Inside Story 2
Inside Story 2
Inside Story 2
Inside Story 2
Inside Story 2
Inside Story 2
Inside Story 2

Special points
of interest:

» Briefly highlight

“w on 4

Page:1of4 | Words 51 | Engishs) | |

== % (-0 ) |
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Lesson 3.2: Inserting WordArt

WordArt is a great tool that turns regular text into art! In this lesson, we’ll look at inserting
WordArt, editing WordArt text, using WordArt styles, and formatting WordArt.

Inserting WordArt

If you want to insert specialized text without the shape, click Insert — WordArt and choose a
style:

File Home | Insert Pagelayout  References Mailings Review  View a7

BN D EHEPPM. @B B DEH &EMEAES- TQ

= = Cing = = = —— [5) Date & Time

Cover Blank Page | Table | Picture cnp Shapes SmartArt Chart Screenshot Hyperlink Bookmark Cross-reference Header Footer Page Text Quick Wo'dAn gvop ’ (it Equation Symbol

Page~ Page Break - +  Number~ | Box~ Parts~ Cap - "848 Object - -
Pages Tables Tllustrations Links Header & Footer -

File Home  Insert  Pagelayout  References  Mailings  Review  View Format | S — 7
- Shape Fill = A - ||fi Text Direction ~ Bring F d- [ZAlign - . N
E~NOoo - & A shape Fi : L et oiection Fharngronard = Besign= oo
AL L G- ~ 2 Shape Qutline ~ \ < G- [ AignText ~ [ send Backward ~ [ Group
NN e N\ g Position Wrap . =ar .
i = | & Shape Effects ~ 7| A\~ == CreateLink - Text~ iy SelectionPane Sk Rotate
Insert Shapes Shape Styles WordArt Styles [ Text Arange Size

IF)
\-.--‘x--‘ S S B R R S B . S S B - B A B

o
IR 3

_______________ .
%

YOUR TEXT HERE -——

D————4 ==
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Common WordArt Editing Tasks

WordArt is a lot like other Word shapes in that there are many things that you can do with
them. Let’s look at a few of the most common tasks.

To move WordArt, first click it to select it. Then, drag it to place it wherever you want:

+
+

——

P S ITVEITEEITES 3 VEd VTV I Ed & &K .L.*.]E\hl

To resize WordArt, select it, place your cursor over any of the blue handles, and click and drag:

)

Yy

Remember, square handles will resize the box in one dimension while round handles will resize
the box in two dimensions.

You can also use the Size group on the Drawing Tools — Format tab to enter exact dimensions:

3

- .
fIJ 0.3 -
—=a .
to< 1.96

Size
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To rotate WordArt, click it to select it, and then drag the green handle:

e

To edit the text, just click inside the WordArt and type:
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To delete WordArt, click it to select it and then press Backspace on your keyboard.

Adding an Outer Border to WordArt

You can use the commands in the Shape Styles group of the Drawing Tools — Format tab to add
a fill, outline, and/or effects scheme to the outer border of the WordArt:

File Home  Inset  Pagelayout  References  Mailings  Review  View Format

NhNOoo - = +| & shape Fi - A - ||fy Text Direction - . O Bring Forward ~ |2 Align ~ 1] foar-
AL Lo G- | Abc Wsnape Outline ~ V| &2 [ AlignText - [y send Backward ~ [#] Group

- - T e S7ee-
FIRAR 1 < shape Effects - 7 [\~ @ Create Link Bt Selection Pane Sk Retate - | “3*
Insert Shapes Shape Styles WordArt Styles n Text Amrange

------- I N . N N S s A . - |

[ w___J»[E

)
I ‘ SUMMER NEWSLETTER

This will essentially make it into a text box with stylized text.
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Formatting WordArt with Styles

You can change the appearance of WordArt with the WordArt Styles group on the Drawing
Tools — Format tab:

-
AA MR

Wordart Styles P

The easiest method is to click a style in the gallery (circled in the image above). You can use the
arrows to navigate through the styles or click the More arrow to see all styles:

\ ‘ AN
pr— / p— 'u‘
§ e . g 2

Formatting WordArt Manually

To create a custom look for WordArt, use the Text Fill, Text Outline, and Text Effects commands
to the right of the WordArt Styles gallery:

A
A A AR

Wordart Styles P

© 2005-2011 Velsoft Training Materials, Inc.



Microsoft Office Word 2010 Advanced 135

Like other commands, you can click the icon to apply the settings shown, or click the arrow to
view a menu of choices.

Text Fill Text Outline Text Effects
Al &l A
Automatic At ti
B B iutomatic Shadow N
Theme Colors Theme Colors
H EEENENR HE EEEEENR
I Reflection L4
Glow L4
LTI .I"IIIIII
Standard Colors Standard Colors |
EE EEEEN 1 EEEEN L\ Beve '
Mo Fill Mo Outline )
. Al 3. i
:2)  More Fill Colors... 5 More Qutline Colars... ,,q-\"l 3-D Rotation
[l Gradient J = Weight J
Z=  Dashes » ﬂ/‘m Transform  »

You can also use the commands on the Font and Paragraph groups of the Home tab to format
WordArt text.
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Lesson 3.3: Creating SmartArt

Our next two lessons will focus on SmartArt. SmartArt is Microsoft’s intelligent way of adding
diagrams to your Office documents! In this lesson, we’ll cover the basics of SmartArt: how to
add, move, resize, and delete it; how to add photos and text to it; and how to use its two
contextual tabs.

Adding SmartArt

To add SmartArt to a document, click Insert — SmartArt:

anme Insert Page Layout References Mailings Review

————

SN D EHEP DM

Cowver Blank Page Table Picture Clip Shapes Smart&rt Chart Screenshot

Page~ Page Break 7 Art = >
Fages Tables IIIustratinn%

Then, choose the category of diagram that you want to insert, and then click the thumbnail for
the specific diagram to add:

Choose a SmartArt Graphic m
[~ | - -
oAl
. B = ===m NN
= List — am=m [EEE
. . = [ ] - |
332 Process =1 L |
L e
7% Cyde T E.) =
A ., - e . ! l
sky  Hierarchy F- & T b
E Relationship
LB -
; oo -
Matrix - ﬁ Ci)‘ - e
[
A Pyramid
= CEEEEN OBEM |=| Picture Accent Process
[a e . Ili E E_ | Use to show sequential steps in a task,
O Office.com -— (- - | process, or workflow, The rectangular
= ' shapes in the background are designed to
D:l I i L contain pictures.
= i | =
oK [\l, | cancel
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When you click OK, the diagram will appear in your document:

Steps to Planning a Dream Vacation
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Adding Text

To add text to the diagram, simply click where it says [Text] and type:
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Word will adjust the size of the text as you add more information.

If you prefer, you can also add text with the Text Pane. To toggle it on (or off), click the arrows
on the side of the diagram or use the Text Pane command on the SmartArt Tools — Design tab:

Wl =90 SmartArt Tools -

File Home Insert Page Layout References Mailings Review View Design Format

] Add Shape = <& Promote * Move Up " ;-"*-;

[:3 Add Bullet & Demote 4% Move Down @
= o —1 | Change

Ej Text Pane & Right to Left 5"-'-_, Layout | Colors =
Create Graphic | Layouts |

lzl | I 2 I e e e e e e e T e e

— = T T T T T T T T

Steps to Planning a Dream Vacation

1

Ll ¢

2

T T
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You can then enter text in a simple bullet format:

Type your text here 52
* Choose -
destination
® Step2
* Research
— hotels
* Research
airfare
* Step 3
* Book hotels
* Book airfare = ; ; ;
3 Step 2 Step 3 Step 4
* Step4
P =Research hotels *Book hotels *Research
* Research «Research airfare +Book airfare W attractions
— attractions = Purchase tickets
* Purchase «Make itinerary
tickets destination
* Make itineran| |+ n
Picture Accent Process
Use to show sequential steps in a task,
process, or workflow, The rectangular
shapes in the background are designed to
contain pictures,
Learn more about SmartArt araphics

In the Text Pane, you can press Tab to move text down a level or Shift + Tab to move text up a
level. You can also use the commands in the Create Graphic group of the SmartArt Tools —
Design tab to add shapes, add bullets to the information in shapes, and move text and shapes
around:

] Add Shape ~ <@ Promote % Move Up
[(3) Add Bullet = Demote &+ Move Down

I]TextPane| 2 Righttoleft - Layout

Create Graphic

Note that different diagrams support different numbers of shapes and sub-shapes; Word will
let you know if you exceed the supported amount.
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Adding Photos

Some graphics, like the example we’re using here, offer the option to include pictures. Just click
the picture icon to add a photo:

=Make a list of =Research hotels
destinations =Research airfare

= Prioritize

= Choose

destination

= | . » Libraries » Pictures » Sample Pictures « | *4 | Search Sample Pictures 2
Organize = Mew folder |ﬁ:: A Eil @‘ I
Microsoft Word PICtUFES ||brary Arrange by:  Folder

J: Workspaces Sample Pictures
. Hydrangeas i
S Favorites JPEG image
581 KB
Pl Desktop - Jellyfish
= LA™ |PEG image
Libraries g
- 757 KB 3
@ Documents
. g [nala
M .
< e | JPEG image
[ Pictures 762 KB

Templates

Lighthouse
M Videos E JPEG image
il 548 KB

#4) Homegroup

File name: Lighthouse ~ | All Pictures - |

Tools - ’ Insert gJ [ Cancel ]
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(Note that you can only choose pictures from a file, not Clip Art.) Word will then insert the
picture in the proper size and format:

Steps to Planning a Dream Vacation

Step 1 Step 2

=Make a list of = Research hotels
destihations = Research airfare
= Prioritize
=Choose
destination

Step 3

= Book hotels

Step 4

= Research

attractions
= Purchase tickets
= Make itinerary

= Book airfare

You can then format the image using the tools that we learned about earlier.

Moving, Resizing, and Deleting SmartArt

You can edit the diagram just like other objects. To move it, click and drag the outer border:

Steps to Planning a Dream Vacation

i
&

Step 2 Step 3 Step 4

= Research hotels = Book hotels = Research
«Research airfare »Book airfare attractions

»: Step 1

«Make a list of
destinations

= Prioritize

+Choose
destination

»Purchase tickets
» Make itinerary
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To resize it, click and drag one of the dotted handles:

Steps to Planning a Dream Vacation

» Step 1 Step 2 Step 3

=Book hotels

Step 4 —q_
=Research

*Make a list of *Research hotels
destinations «Research airfare
= Prioritize
*Choose
destination

attractions
=Purchase tickets
=Make itinerary

= Book airfare

To delete it, click the outer border to select the entire diagram and press Backspace on your
keyboard.

About the SmartArt Tools Tabs

Before we go any further, let’s take a look at the two SmartArt Tools tabs. (This is just a quick
overview of the tabs to help you find commands if you need them. We’ll cover most of these
commands in more depth in this lesson and in the next lesson.)

The first tab is Design:

Review View Format

Design

Mailings

_J Add Shape v & °1e)

S e =l -_ ==k
5 Add Bullet % Demote || Change . . . . - .. i’i ii =|| Reset

T]TextPane & Rightto Left =3, Layou Eolorse Graphic
Create Graphic Layouts SmartArt Styles Reset

It has the following groups:
= Create Graphic: Contains commands to modify the shapes and information in the
graphic.
» Layouts: Change the layout of the information.
»= SmartArt Styles: Change the color scheme or the overall visual style of the graphic.
» Reset: Reset the graphic to its default formatting style. Also contains a command to
convert it to shapes or text.
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The second tab is Format:

2.0 ] Smaller

Shapes Shape Styles

i Home Insert Page Layout Design Format
» [P Change Shape ~ 2 shape Fill » \ TextF wl (=
B o
: 4 Larger Abc Abc Abc Abc Abc Abc Abc |+ [Z Shape Outline ~ Y Text Outline
Edit = — o Arrange  Size
= ¥ |« Shape Effects ~ Text Effe s =

WordArt Styles

This should look familiar! It has the following groups:
= Shapes: Edit the shape in 2D (only available if this is a 3D graphic), change the selected
shape, or make the shape slightly larger or smaller.
= Shape Styles: Choose a style for the selected shape, or manually format the fill, outline,

and effects.
= WordArt Styles: Choose a style for the selected text, or manually format the fill, outline,

and effects.
*= Arrange: Send the current component forward or backward in the stack; align, rotate, or

group the component; or view the Selection Pane.
» Size: Set the size of the selected item.
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Lesson 3.4: Editing SmartArt

145

Just like all of the other objects that we have learned about in this course, there are almost an
endless number of ways to customize how your SmartArt diagram looks. In this lesson, we’ll
learn how to change the layout, style, and color of the graphic, and how to reset your changes.

Changing the Layout

To change to a different type of layout (for example, from a horizontal list to a vertical list),
simply click a thumbnail in the Layouts group of the SmartArt Tools — Design tab. You’ll see a
preview as you mouse over each layout:

File Home  Inset  Pagelayout  References  Mailings  Review  View

Design | Format

Steps to Planning a Dream Vacation

—

] Step 1

- * Make a list
of
destinations

Step 2

* Research
hotels

* Research
airfare

* Prioritize

: * Choose
- destination
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Step 3

* Book hotels
* Book airfare

Step 4

s Research
attractions

* Purchase
tickets

* Make
itinerary

] Add Shape * < Promote * Move Up -
Ll =
[ Add Bullet % Demate  Move Down dd - - =
e EE__EEEE BN -
= = p; : e =
T TextPane 2 Rightto Left 55 Layout Calaat Graphic
Create Graphic Layouts SmartArt Styles Reset
S S B B S W SR I ] |
| | 1
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As always, you can use the up and down arrows to navigate through the gallery, or click the

More arrow to see all layouts of the current type:

Maore Layouts...

F oA
L

Fs

146

The More Layouts command will open the Insert SmartArt dialog so that you can choose from

any category.
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Changing the Color Scheme

To recolor your SmartArt graphic, simply click the Change Colors command on the SmartArt
Tools — Design tab and click a color scheme:

SmartArt Tools

—

Design
RUPCE A
“a- , “e* SN Eew s ) el | 4=]
.- — | |Change .. .. .- - Reset
T | |Colors = — et T || Graphic
| | Primary Theme Colors - | Reset |
OO0 OO
Colorful
Accent 1 &
ﬁ@
Accent 2
Accent 3

oo
(1117 NNER NNER NEEN HNAR ¢

% Recolor Pictures in SmartArt Graphic

You'll see a preview as you mouse over each type. Like the other styles we’ve looked at, these
colors are based on your current theme.
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You can also modify individual shapes and text in the diagram by selecting them and using the
tools on the SmartArt Tools — Format tab, just like we did when modifying simple shapes:

Home Insert Page Layuut References Mallmgs Revi View Design Format
[y Change Shape ~ Qshape Fill = A Text Fill wl =
4 / s
Larger ¥ Shape Outline ~ /A /AN A7 Text Outline
A L, . ' . . . X A & Arange size
in2.D £ Smaller ¥ ) Shape Effects ~ Text Effects - -
Shapes Shape Styles WordArt Styles | |
T [ DR S R g FE SR 5 ORI TR 7 Rw e %
: & ; : ; : : : ; : ; : : : ; - '
| lE

Steps to Planning a Dream Vacation

[E]

; Step 1

" * Make a list
of
destinations

* Prioritize

i ® Choose

= destination

Step 2 Step 4

® Research
attractions

® Purchase
tickets

* Make
itinerary I

® Research
hotels
® Research

airfare

Of course, you can always format text with the tools on the Home tab and the mini toolbar.

Changing the Effects Scheme

To change the effects applied to the graphic, click a thumbnail in the SmartArt Styles group:

SmartArt Tools
Format
.| @0
"_._ P ".’ ] e I_JI_J A = =
: m N Bl BN | -
Colors — ~ | Graphic
\ SMartArt Styles Reset \
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If you don’t see one you like, use the up and down arrows to flip through the gallery, or use the
More arrow to see all styles:

Best Match for Document [a]

L -
HEEEE | BN =
3D

ii'ﬁr!‘l aw BE

Resetting the Graphic

If you have made formatting changes and would like to discard them, click the Reset Graphic
command on the SmartArt Tools — Design tab:

SmartArt Tools
Format » &
.| ©o o
: S5 | | =1Ell =
. S| omge EE | BE BE BN -
v ! | Colors~! == ‘—Jl—' v | Graphg
\ SmartArt Styles | Reset|

This will return the graphic to its default color and style scheme.

© 2005-2011 Velsoft Training Materials, Inc.



Microsoft Office Word 2010 Advanced 150

Lesson 3.5: Using Building Blocks and Quick Parts

In this lesson, we will learn about two tools that help to organize the various customizable
elements that make up your document. The Building Blocks Organizer manages bibliographies,
headers, footers, page numbers, text boxes, watermarks, table styles, Quick Parts, and
AutoText entries. These co-ordinated, stylized elements can all be combined together to create
a professional-looking document. (For example, you could choose a Grid title page, header,
footer, and text box to easily create a co-ordinated look for your document.)

You are probably familiar with most of these tools, but we haven’t yet looked at Quick Parts.
This feature enables you to quickly insert customized text, such as AutoText, fields, or

document properties.

In this lesson, we’ll look at both Quick Parts and Building Blocks. We'll also take a quick look at
watermarks.
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Applying Built-ln Watermarks

A watermark is made up of text and/or photos that are washed out and appear in the
background of the page. To add a watermark to your document, click Page Layout — Watermark

and click one of the thumbnails:

Home Insert Page Layout References Mailings

BE 0 B D e
===l [a]Fonts ~ {3 Line Numbers ~

Themes Margins Orientation Size Columns .
- @ Effects = - - - - bE~ Hyphenation -

Themes Page Setup

Review View

j &j j Indent
= = Left 0

Watermark| Page Page ;_ . .
- Color = Borders | == Right: 0

Confidential
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IS After: Opt
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Flar 4

CONFIDENTIAL 1 CONFIDENTIAL 2

DO NOT COPY 2

Disclaimers

DO NOT COPY1

DRAFT1 DRAFT 2
More Watermarks from Office.com

Custom Watermark...

BE6

Bemove Watermark

i
B

SAMPLE1
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If you don’t like any of the watermarks that you see, click Custom Watermark in the menu:

DRAFT1 DRAFT 2 SAMPLE 1 -
Uy More Watermarks from Office.com k
L_-g Custom ﬂatermark...l
Al Eemove Watermark
] .
|

Then, the Printed Watermark dialog will open:

Printed Watermark &Iﬂ

{7 Picture watermark

Scale: Auto Washout
() Text watermark

Language: |English (U.5.)

Text: ASAP
Fomt: Times Mew Romarn
Size: Auto
Color: Automatic Semitransparent
Layout: i@ Diagonal Horizontal
e — A
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Here, you can choose a picture or text watermark, and customize either. Here’s an example:

Printed Watermark lilﬂj

() Mo watermark
() Picture watermark

Scale: Auto Washout
@ Text watermark

Language: |English (U.5.)

Text: TOP SECRET

L[]

Font: Stencil

Size: Auto (=]
|E| Semitransparent

Layout: i@ Diagonal () Horizontal

Color:

o ] [ o ][ o

- ——— — 7
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Click Apply and OK to complete the operation:

Home  Inset | Pagelayout | References  Mailings  Review

B colors ~ TS = ¥=\ Breaks ~ D Indent Spacing ] 1 |12 align ~
= 10 . e o = s &
Fonts = 3 Line Numbers ~ .0 T 3= Before 0pt : T8 Group
Themes Margins Orientation Size Columns ~__ Watermark Page Page | __ . —ilks= —| Position Wrap  Bring send  Selection '
- @Eﬁacts - - - - - b2~ Hyphenation - - Color~ Borders | == Right: 0 -+ p= After Opt - Text * Forward = Backward Pane .k Rotate
Themes Page Setup [F] Page Background Paragraph T Arrange

\l---)u"\“-“‘1‘-‘--‘Z---I-‘-l“-“‘4‘-‘\--‘5---!-‘-6“-“‘7‘;&‘--‘\

: Newsletter Date
a Volume 1, Issue 1
: Lead Story Headline e this tssue:
Inside Story 2
S This story can fit 175-225 shows, or membership lists.
words. Youc;nig-ht consi-dfr et Inside Story 2
N The purpose of anewsletteris purchasing amating ue
. . from a company.
to provide spedalized Inside Story 2
informationto a targeted If vou explore the Publisher
- audience. Newsletters can be catalog, you will find many
a greatway to market vour publications that match the Inside Story 2
. productorservice, and also style of yvour newsletter.
= it dibility and build :
) create cre 1 177 a,n l, The purpose of anewsletter Inside Story 2
il your organization’s identity . . o
- y - is to provide specialized
among peers, members, information to a targeted Inside St 2
o 1 . dors. nside Stor
employees, orvendors audience. Newsletters canbe Y S
First, determine the audience a great way to market your ;
of the newsletter. This could productorservice, and also . L Inside StDFY 2
Canfion_descrihinn i3

Page:1 of 4 | Words: 0 ‘ 6 English (U.S) | | ‘
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Creating and Saving Custom Watermarks

To create and save a custom watermark, you must first set it up on the page. Here’s an
example:

Copyright Sunny

Travel Inc.
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Then, select all elements that you want to include. Next, click the Page Layout tab, click the
Watermark button, and click Save Selection to Watermark Gallery:

Insert | Psgelayout | References  Mailings  Review  View Format Format
j— = -
Colors ~ s = Breaks 5 Indent spacin £l = Align ~
B W= AEB0 T, .o, SR E B RE
[a]Fonts - 5 3 Line Numbers ~ iE Left 0 I }=Before 0pt : T8 Group ~
Themes Margins Orientation Size Columns ~ 'Watermark| Page . ke ~ Position Wrap  Bring Send  Selection ",
- [O]Effects - b¥~ Hyphenation - = o X =2 Right: 0" T IS adter z ~  Text~ Forward - Backward~ Pane -k Rotate -
Themes Page Setup P = - Arrange
B e ———— A &
- -
= [ — o
i CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY1
-
) DO NOT COPY 2
Disclaimers
° DRAFT1 DRAFT 2 SAMPLE 1 -
o
B g More Watermarks from Office.com 3
A
_ |8 Remove Watermark
- g Ssave Selection to Watermark Gallery... %

You will then be prompted to create a new building block, which is where watermarks are
stored:

s

Create New Building Block

Mame:
Gallery: Watermarks

Category: General

Description:
Save in: Building Blocks
Options: Insert content only

RS
|~
-]
B
B

-
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Simply type a title, choose what gallery you want to store it in, what category the item belongs
to, and enter a description. (We recommend leaving the last two menus at their default
settings.) Then, click OK:

Create New Building Block @léj

Mame: Penguins

Gallery: Watermarks IZI
Category: General IZI

sunny Travel Copyright

Description:
Save in: Building Blocks IZI
Options: Insert content only |Z|
Ok J} [ Cancel
L bt

You should now see your custom watermark in the Watermark menu:

Al

Watermark

-

General b

i

Penguins

Urgent
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You can click this watermark to apply it just as you would the other default watermarks.

Inserting Quick Parts

Quick Parts are reusable chunks of content, such as a company motto or a document property.
There are three categories of Quick Parts, visible when you click Insert — Quick Parts:

Chuick
Parts =

“w  AutoText 4
1 Document Property b
=l Field..

@ Euilding Blocks COrganizer...

The options are:
= AutoText: Customizable pieces of text that you would want to re-use, like a company
motto or favorite saying.
= Document Property: Controls with information about the document (based on file
properties).
* Field: Controls that can automatically update information, like index entries or the
current date and time.

The AutoText menu will be empty by default, but we have added an entry as an example:

General “w  AutoText 4

Sunny Travel Copyright Document Praperty -

Eield...

=

(=]

Q Building Elocks Crganizer...

_,h Save Selection to Quick Part Gallery...

-'{g' Save Selection to AutoText Gallery

Just click any item to insert it.
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The Document Property list will show you a variety of document information that you can add:

AutoText

Document F‘m[jgrt_l.r
Field...

Euilding Blocks CQrganizer...

Save Selection to Quick Part Gallery...

Just click any item to insert it.
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The Field command will open that dialog:

Field L2 [
Flease choose a field Field properties
Categories: Click the button below to set advanced field options

(all [~ [

Field names:

-
AddressBlock ‘—‘

#

Formula...

Advance

Agk

Author
AutoMum
AutoMurnLal
AutoNumOut
AutoText
AutoTextlist
BarCode
Bibliography
BidiOutline
Citation
Comments
Compare
CreateDate
Database i

Preserve formatting during updates

Description:
Calculate the result of an expression

o) o]

These options are beyond the scope of this manual. However, if you’re looking for an advanced
command or custom mail merge fields, this is the place to look.

Using the Building Blocks Organizer

You will also find the Building Blocks Organizer command in the Quick Parts menu:

B AutoText 2
1 Document Property b
=] Field...

Eg Euilding Blocks Organizer...
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This command will open a dialog showing all building blocks:

Building Blocks Organizer I. ? ih,l
Building blocks: Click a building block to see its preview

Marme Gallery Category Templatel i -

Blank Headers Built-In Built-In Buil... |E

Blank Footers Built-In Built-In Buil..

Blank (Thre... Headers Built-In Built-In Buil... 3irae

Blank (Thre... Footers Built-In Built-In Buil...

Simple Tex... Text Boxes Built-In Built-In Buil...

Accent Barl Page Num.. PageX Built-In Buil...

AccentBarl Page Mum.. PageX Built-In Buil...

AccentBarl  Page Num... PageX Built-In Buil...

AccentBar2  Page Num... PageX Built-In Buil...

AccentBar2 Page Num.. PageX Built-In Buil... E

AccentBar2 Page Num.. PageX Built-In Buil...

AccentBar3  Page Mum... PageX Built-In Buil...

AccentBar3  Page Mum... PageX Built-In Buil...

Accent Bard  Page Mum... PageX Built-In Buil...

Accent Bar, .. Page Mum... PageX Built-In Buil...

Accent Bar, .. Page Mum... PageX Built-In Buil...

Access Cover Pages  General Building Blo...

Access Cover Pages  General Building Blo...

Alphabet Headers Built-In Built-In Buil...

Alphabet Footers Built-In Built-In Buil... H

Alphabet Cover Pages  Built-In Built-In Buil... -

P T S S T Moo 1o men | AccentBar 1

4| Ll | + Mumber with "Page” label and accent bar

Edit Properties. .. ] [ Delete ] ’ Insert

You can click any building block in the list on the left to see a preview. (Click the column
headers to sort the entries.) You can also use the list at the bottom to edit or delete the
currently selected building block, or to insert it into the document.

When you have finished working with the Building Blocks Organizer, close the dialog.

Saving Quick Parts

If you have created a custom element (such as a text box or cover page) that you want to save
for future use, you can store it in the Building Blocks Organizer. Simply select the object and
click the command as if you were going to insert that object. Then, click the “Save Selection...”
command.
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For example, here we are saving a text box:

File Home | Insert | Pagelayout  References  Mailings  Review  View Format
PEECLEEY TIK Y BER EE4EE T O
= bal ga (¥ 45 mt B =| & & = Y
Cover Blank Page | Table | Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference  Header Footer  Page Text | Quick Wardart Diop Equation Symbol
Page~ Page Ereal - Art - - - - umber - || Box~ |Parts~  ~ Cap - '$8 Object ~ -

Pages Tables Illustrations Links Header & Footer - Symbols

S e S B S s 0 L
Save Selection to Text Box Gallery l}

SUMMER NEWSLETTER

To add AutoText, select text in the document, open the AutoText menu, and click “Save
Selection to AutoText Gallery:”

[ o |v[&E

O Te——iD

General SF AutoText 3
Sunny Travel Copyright IE{-:l Document Praperty 4

Eield...

=]
Q Building Elocks Crganizer...
._.:h Save Selection to Quick Part Gallery...

Fill in the details (just as we did when saving a watermark and click OK:

Create New Building Block &lgﬂ

Mame: sunny Travel Tite

Gallery: AutoText IZI
=]

Cateqary: General

Description:
Save in: Maormal IZI
Options: Insert content only IZI
OK Pk [ Cancel ]
Ly
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It will now be available in the AutoText menu.

You can also select any object and click Quick Parts — Save Selection to Quick Part Gallery:

Cuick
Parts =

B2 AutoText g
1 Document Property b
=1 Field..

Q EBuilding Blocks Organizer...
_,h Save Selection to Quick Part Gallery... %

Just be sure that you choose the correct gallery to save it to.

Note that after saving custom building blocks, you will again be prompted to save your changes
when closing Word:

Microsoft Word |

You have modified styles, building blocks (such as cover
pages or headers), or other content that is stored in
"Building Blodks™, Do you want to save changes to
“Building Blocks™?

I Save [Dng‘tSa‘ue ] [ Cancel

Be sure to click Save or your changes will be discarded.
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Section 3: Review Questions

1.
A.
B.
C.
D.
2.
A.
B.
C.
D.
3.
A.
B.
C.
D.
4.
A.
B.
C.
D.
5.
A.
B.
C.
D.
6.
A.
B.
C.
D.

What tab contains the Watermark command?
Home
Insert
Page Layout
The Watermark command is not on a tab

The styles available for text boxes, WordArt, and SmartArt depend on what setting?
Current theme
Font size
Number of pages
All of the above

In which of the following scenarios would text box linking work?
Four empty text boxes
Two boxes with text
First box with text, second box empty
Any of the above combinations

The Building Blocks Organizer helps you manage what kinds of objects?
Cover pages
Headers and footers
Watermarks
All of the above

The green handle on a text box will perform what action?
Resize it
Rotate it
Skew it
Delete it

You have formatted a SmartArt diagram extensively but you’d rather return to the
default formatting. Which command will you use?

SmartArt Tools — Design — Reset Graphic

SmartArt Tools — Format — Normal View

Home — Clear Formatting

Page Layout — Default
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7. You want to insert the current author in your document. Which tool can help you do
this quickly and automatically?
A. Field
B. AutoText
C. Document Property
D. Building Block
8. Which of the following statements is false about SmartArt picture diagrams?
A. Pictures from your computer can be used
B. Clip Art images can be used
C. Word will automatically resize inserted images to fit inside the SmartArt
D. Pictures will be retained even if you reset the diagram
9. You have a logo that you want to save as a watermark. What should your first step
be?
A. Put the logo in a Word document
B. Ensure the logo is saved as a JPEG
C. Click the Page Layout tab
D. Add the logo to the Building Blocks Organizer

10. How would you add text to a SmartArt diagram?
Click inside the diagram and type

Enter text in the Text Pane

Copy and paste text into the Text Pane

Any of the above

0N w»
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Section 4: Creating Tables

In this section you will learn how to:

Identify the parts of a table

Insert a table or draw a table manually
Use the Table Tools contextual tabs

Use Quick Tables

Insert Excel spreadsheets into a document
Select and resize cells, columns, or rows
Move, split, and resize tables

Insert and delete rows and columns
Merge and split cells

Format tables with styles and by hand
Change cell margins and spacing
Change cell and table alignment

Sort table data

Use formulas in a table

Convert tables to text and vice versa

Use the Borders and Shading and Table Properties dialogs

© 2005-2011 Velsoft Training Materials, Inc.

166



Microsoft Office Word 2010 Advanced 167

Lesson 4.1: Inserting Tables

Tables are an excellent way to organize information in your documents. In this lesson, we’'ll
learn how to add tables in a few different ways. We'll also learn about the two contextual tabs
that appear when working with a table. Finally, we’ll learn how to add an Excel spreadsheet to a
document.

Anatomy of a Table

A table has rows (which go horizontally), columns (which go vertically), and cells (each small
box). Here’s an example:

Week 1 Week 2 Week 3
North | $15,676 $13,290 $14,866
South | $46,973 $42,099 $38,909
Central | $25,000 $15,223 $32,096
TOTALS | $87,649.00 | $70,612.00 | $85,871.00

This table summarizes sales data. The top row shows us the time ranges. The first column
contains the sales areas. Then, the actual sales data is in the majority of the cells.
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Inserting Tables

To add a table to your document, click Insert — Table. Then, drag out the dimensions of the
table on the grid and click:

References

Home Insert

El=EERR
= = HE] &
Cover Blank Page Table Picture Clip Shapes Sma

Page~ Page Break i Art T
Pages 4x4 Table

Page Layout

Insert Table...

Draw Table

Excel Spreadsheet

=

|

== | Convert Text to Table

=

B Quick Tables 3

The table will appear in the document, ready to add text:

Sales Report

Area One
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If your table is larger than the grid shown in the menu (or if you’re having trouble clicking and
dragging), click the Insert Table command:

HE

Table

Insert Table

I
I
I
I
I
I
I
T

Insert Table... Ib

Draw Table

Excel Spreadsheet
Cuick Tables b

B el (0 B E

Then, you will see the Insert Table dialog, where you can enter the number of columns and
rows that you want in your table, and set the desired AutoFit behavior. Click OK when you are
ready:

Insert Table M

Table size
Mumber of columns: 4 =
Mumber of rows: 4 =
AutoFit behavior
@) Fixed column width:! |Auto =
(71 AutoFit to contents
(7 AutoFit to window
["] Remember dimensions for new tables
[ Ok D]& [ Cancel

L

The table will appear just as before.
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Drawing Tables

Another way to create a table is to click the Draw Table command in the Table menu:

HE

Table

Insert Table

I
I
I
I
I
I
I
o

j Insert Table...
j Draw Table

: %
—

_E'| Excel Spreadsheet

T Quick Tables b

Your cursor will turn into a pencil. You can then click and drag to create the table outline:

Sales Report

You will then need to add rows and columns manually, which we will look at in the next lesson.
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About the Tables Tools Tabs

You may have noticed two new tabs appear when we inserted a table:

—
) S ales Repo Vicrosoft Wo
Home Insert Page Layout References Mailings Review View Design Layout ‘_
Header Row FistColumn (oo | ===== —---- ——--= —---- ————— . &shading~ - nz ﬁ
otal Row ast Column ----- ----- ZZZZ-- ZZZZT ZZZIZT ZZZZIo 3% Borders|~ b -| =
Total Ry Last Col [# Borders|<| | pt
,,,,, Draw  Eraser

Banded Rows [] Banded Columns I M o Pen Color = Taple
Table Style Options Table Styles Draw Borders

This topic is just an introduction to the commands on these two tabs. We'll explore how to use
the major commands during this section.

The first tab is Design (pictured above). Let’s take a look at its features.

Table Style Options
This group provides checkboxes to toggle various types of table formatting on and off.

[] Header Row  []] First Column
[0 Total Row [ Last Column

|:| Banded Rows |:| Banded Columns
Table Style Options
Table Styles Group
Our next group allows you to control the appearance of the table.

Table Styles Gallery Click a thumbnail to apply that style to the table.

- ZIZZIZZ ZZIZZZZ . Usethe upordown arrows to navigate through the

——————————————— = gallery, or use the More arrow to expand the gallery.

S shading ~ Click the bucket icon to apply the color to the
background of the selected cell(s) or table. Or, click the
drop-down arrow to choose a different color, or a
picture, gradient, or texture.

Borders = Click the table icon to apply the border shown to the
outline of the selected cell(s) or table. Or, click the drop-
down arrow to choose a different color. You can also set
the outline weight and type with the drop-down menu.
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Draw Borders Group

172

This group lets you customize the borders in the table.

Pencil Style Menu: —— ~

Pencil Weight Menu: ***

-& Pen Color =

Drraw
Table

=

Eraser

Option Button
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Choose the style of pencil to use.
Choose the weight of the line to apply.
Choose the pencil color to use.

Toggles the pencil cursor on or off. When the pencil cursor
is on, you can click and drag over borders to paint them.

Toggles the eraser on or off. When the eraser is on, you can
click and drag over borders to remove them.

Opens the Borders and Shading dialog.
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The other Table Tools tab is Layout:

T o T W
()

Home Insert Page Layout References Mailings Review View Design Layout ‘
s .E x . == 3 = . A&
% E £ * ﬁ 'ﬁ E = ﬁ [===z] ﬂ 2] neignt: 015" * | Efpstriute sows == —A— D %l Ej B= ﬁ
= HEE
Select  View Properties Delete  Insert Insert Insert Insert lerge  Split  Split | AutoFit ::' Width: 1.66" : S'j Distribute Columns Text Cell Sort Repeat  Convert Formula
~  Gridlines - Above Below Left Right = Cells Cells Table - =l = [ pirection margins Header Rows to Text

Table Rows & Columns Fl Merge Cell Size £l Alignment Data

Let’s look at its commands.

Table Group
This group contains commands to work with the table as a whole.

% The Select command expands into a menu to allow you to easily select the current

table, column, or row.
Select

EHE Toggle gridline display on or off.

View
Gridlines

el Open the Table Properties dialog.

S

Properties

Rows & Columns Group
Use this group to modify rows and columns in the table.

x The Delete command expands into a menu with commands to delete the
current cell(s), table, column, or row.
Delete
ﬁ | Insert a row above or below the current one.

Insert Insert
Above EBelow

.g E Insert a column to the left or right of the current one.

Insert Insert
Left Right

Option Button  Opens the Insert Cells dialog.
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Merge Group

Use this group to modify cells in the table.

Merge
Cells

Split
Cells

EEE
HH
Split
Table

Cell Size Group

Merge the selected cells into one.

Divide the selected cell into several cells.

Split the current table into two parts.

This group allows you to modify the size of rows and columns.

=

AutoFit

4] Height: 3.23"

o4 Width: 2,86

4F pistribute Rows
Z'j Distribute Columns

Option Button

Automatically adjust the size of the table or its parts according to
various criteria.

Set the height for the selected row(s).
Set the width for the selected column(s).
Make all rows equal height.

Make all columns equal width.

Opens the Table Properties dialog.
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Alignment Group
Commands in this group change how text is displayed in cells.

=| [= Set the vertical alignment of text in the selected cell(s).

(gt
(g
|

o
1l

Choose what direction text flows in.

[l

Text
Direction

J Set the amount of white space around text.

Cell
kargins

Data Group
The final group in this tab lets you modify table data.

Al Open the Sort dialog to choose how table data is sorted.

Z

Sort
g“j Ask Word to repeat the first row of the table whenever the table flows
- onto another page.

Repeat

Header Rows

e Convert the table into a list of text.
Convert
to Text
f.;f Calculate the current cell based on a formula, like adding all the cells
above it together.
Formula
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Inserting a Quick Table

176

Word also provides some sample tables for common tasks, called Quick Tables. To add one of
these, click Insert — Tables — Quick Tables and click a thumbnail:

_E| Excel Spreadsheet
T Quick Tables ¥ | Built-In

Calendar 1

December

Calendar 2

M

-

7
14
21

Hhwo~s=

P
B LA

Calendar 3

S M

2l |
Calendar 4

MAY
T F
3 4
10 11
17 | 18
24 | 15

The table will then be inserted and ready to modify.
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Adding an Excel Spreadsheet

If you already have your data set up in Excel (the Microsoft Office spreadsheet program), you
can easily add it your document by clicking Insert — Table — Excel Spreadsheet:

HE

Table

Insert Table

I
I
I
I
I
I
I
o

Insert Table...

Draw Table

Excel Spreadsheet L}
Cuick Tables b

B el v B E
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You will then see a small spreadsheet window and Excel commands in the interface. Simply
paste your Excel data into the small sheet:

Sales Report - Microsoft |

File Window
FEECHE
Home | Inset  Pagelayout  Formulas  Data  Review  View o @
=% : . - = . jﬁ ﬁ:ﬁ' ] Pam T FEH I Autosum - ﬁ? ﬁ
= o Calibri 1 A = Wrap Text General = 5] _;d = 7 Fru- 7
Paste B I U- G| Sae iE 3 [EMergeaCenter~ | § - % s | %8 ;00 Conditional Format  Cell Insert Delete Format Sort & Find &
- = = = = " >0 Eommatting + as Table - Styles - B ~ | Cear~  Fiter~ Select~

Clipboard & Font 5 Alignment 5 Number ) Styles Cells Editing

Paste (Ctrl+V) e
[Cli:kherefnrmnrenptiomsuchas S S N S - S-S O A

pasting only the values or
formatting.

u
» (&)1

Sales Report

A B [« D E F G E
1
2
3
4
5
3 6
i 7
- 8
: 9
o 10 -
5 M 4+ M| Sheetl ~¥J []4] I | » 1]

Once you have added the data, click a blank part of the document. Your spreadsheet will now
be included:

Sales Report

Product Customer Otri

Alice Mutton ANTON s - s 702.00 S - s -
Alice Mutton BERGS s 312.00 S - S - s -
Alice Mutton BOLID s - s - S - 5 1,170.00
Alice Mutton BOTTM 5 1,170.00 S - S - s -
Alice Mutton ERNSH 5 1,123.20 S - S - 5 2,607.15
Alice Mutton GODOS S - S 280.80 S - S -
Alice Mutton HUNGC s 62.40 S - s - s -
Alice Mutton PICCO s - S 1,560.00 S 936.00 S -
Alice Mutton RATTC s - s 592.80 3% - s -

If you need to edit the spreadsheet, just double-click it to re-open the Excel object interface.
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Lesson 4.2: Editing Tables

In our last lesson, we learned how to add tables to a document. In this lesson, we’ll continue
our journey by learning how to perform basic editing tasks: selecting, resizing, splitting, and
moving tables; adding, deleting, and resizing rows and columns; and merging and splitting cells.

Selecting Table Data

To select a table, place your mouse over any part of the table. Then, click the four-headed
arrow icon above the top left corner of the table:

Sales Report

‘T% Week1 Week 2 Week 3
North $15,676 $13,290 $14,866
South 546,973 542,099 $38,909
Central $25,000 $15,223 $32,096
TOTALY|

You can also simply click and drag over the table or any of its parts:
Sales Report

3

Week 1 Week 2 Week 3

North $15,676 $13,290 514,866
South $46,973 $42,099 $38,909
Central $25,000 $15,223 $32,096
TOTALS
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Last but not least, you can also use the Select menu on the Table Tools — Layout tab to select a
table or its parts:

Home Insert Page Layout References Mailings Review View Design Layout
|:_ =3 . -
IEE F EEEBE EHE H s -
Select | View Properties  Delete | Insert Insert Insert Insert | RMerge  Split Split | AutoFit ﬁWidth: 166" :
- ridlines - Above EBelow Left Right Cells Cells Table -
1 E Seled Cell Rows & Columns 3 Merge Cell 5ize

HH select Column
B select Row
B Select Table

Just as with regular text, selecting parts of a table will tell Word what you want to modify.

Moving Tables

To move a table, select it and then click and drag it to its new location:

Sales Report

2
Week 1 Week 2 Week 3
North 515,676 513,290 514,866
South 546,973 542,099 538,909
Central 525,000 515,223 $32,096
TOTALS
S

________________________________________________________________________________________________

You can also cut a table and paste it into a new location.
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Adding and Deleting Rows and Columns
You will find commands to insert and delete rows and columns on the table right-click menu:

Sales Report

Eu
Week 1| [ ' Week 3

North 515,676 514,866
South 546,9?3 [{, Paste Options: 538,9[}9
Central 525,000 _:I 532,096
TOTALS

Insert k

Delete Cells...

Select »

R split Cells...

;ﬂ Borders and Shading...
|lfi  Text Direction...
Cell Alignment k
AutoFit k
Er Table Properties...

And in the Rows & Columns group of the Table Tools — Layout tab:

H B €]
Delete Insert Insert Insert Insert
~ Above Below Left Right

Rows & Columns
You can also select entire rows or columns and press Backspace on your keyboard to delete

them. To delete the entire table, select it using the methods described previously and press
Backspace on your keyboard.
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Resizing Rows, Columns, and Tables

To manually adjust the size of rows or columns, click and drag the row or column separator:

Sales R@epﬂrt

+ ;
wekk 1 Week 2 Week 3
North s | $15 676 $13,290 $14,866
South | $46,973 $42,099 $38,909
Central $25,000 $15,223 $32,096
TOTALS

You can double-click the line if you want Word to fit the row or column to its text:

Sales Report

A
 Week 1 Week 2 Week 3
North $15,676 $13,290 $14,866
South $46,973 $42,099 $38,909
Central 525,000 515,223 532,096
TOTALS

You can also set the height for rows and the width of columns in the Cell Size group:

4[] Height: 041~ = T Distribute Rows
,jl Width: 2.22Z° s 'jj Distribute Columns
Cell Size

This can apply to all rows and columns or just those that you have selected. Or, the Distribute
Rows command will make all selected rows the same height, while Distribute Columns will
make all selected columns the same width.
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You can also use the AutoFit commands to have Word automatically size your table based on
various criteria:

HE AutoFit Contents
AutoFit Window
Fixed Column Width

Merging and Splitting Cells

There may be times when you want to merge a group of cells into one — for example, to create
a table title. To do this, select the cells to merge and click Merge Cells on the Table Tools —
Layout tab:

% E il_‘ il 'ﬁ nﬁ ﬂj E é ‘ﬂ é ﬁ 1] Height: 0.16° 2 B¥vistribute Rows @Z}g % D ‘%l S Repeat Headsr Rows

== Convert to Text

S g | P | Tt v | e | Sl 1o | oo 0 o5 | L o

Table Rows & Columns 5 Merge Cell Size 3 Alignment Data
Bl 1 Mergecens 0 O S ¢ NN ¢
. Merge the selected cells into one =

cell, §‘|
Sales Report

E Week 1 Week 2 Week3
N North 515,676 $13,290 514,866
] South $46,973 $42,099 $38,909
B Central $25,000 $15,223 $32,096
™ TOTALS

Note that this command is also found on the right-click menu.
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To split a merged cell, select the cell and then click the Split Cells command on the right-click
menu or the Table Tools — Layout tab:

Inset  Pagelayout  References  Mailings  Review  View

== Convert to Text

% ﬂ EI ﬁ Eg ﬂ:l E | E==¢| ﬂ % % 7| Height: 0.06" 2 | HE Distribute Rows 22 g D ‘%l B Repeat Header Rows
Gridlines

Select | View |Properties | Delete | Insert Insert Insert Insert | Merge Split | Split | AutoFit | =2 width: 6.65° < || ¥ pistribute Cotumns Tet  Cell Sort
- Above Below Left Right Cells | Cells | Table - o o = & = pirection Margins J« Formula
Table Rows & Columns Fl r.-lergh Cell Size Fl Alignment Data
R . SEEE N NS S| i 4 [ RN SR, I S 5
i PUQ I 1 1| Split Cells 0 4 I s | : A ]
Split the selected cells into multiple o
M new cells. §‘

Sales Report

0 =
E Week 1 Week 2 Week 3

m North $15,676 $13,290 $14,866

= South $46,973 $42,099 $38,900

n Central $25,000 $15,223 $32,006

=] TOTALS

Then, Word will ask you for the configuration of the split:

Split Cells [P S|

Mumber of columns: |2

4]k

L1

Mumber of rows: 1

Merge cells before split
[ Ok ’\L [ Cancel
Ly

Once you click OK, the split will be performed.
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Splitting a Table

Word also provides a tool to split a table into two parts. First, place your cursor in the row that
you want to be first in the new table. Then, click the Split Table command on the Table Tools —
Layout tab:

Design | Llayout

% E ﬂ ﬂ 'ﬁ .ﬁ ‘_“EJ E == ‘ﬂ f} ﬂ ]l Heignt: 016" 2 | EF pistribute Rows EEE] é D ‘%l 48 Repeat Header Rows

=l =% Convert to Text

Select | View |Properties Delete | Insert Insert Insert Insert lerge Split | Split  AutoFit j}wmth: 1.66 : 'L"Dlsmbutg Columns Text Cel Sort
Gridlines - Above Below Left  Right Cel Cells | Table - =l = = pirection margins Jie Formula
Table Rows & Columns 2] Merge Cell Size ] Alignment Data
oo el 1 AET | splitTable DI SN SO

Split the table into two tables.

The selected row will become the
first row of the new table.

i
(&)

. Sales Report

7l 8 Week 1 Week 2 Week 3
B North $15,676 $13,200 $14,866
n South $46,973 542,099 $38,909
= Central| 4—— $25,000 $15,223 $32,006
N West 530,988 332,090 $34.699
= TOTALS
You will now have two tables:
Sales Report
Week 1 Week 2 Week 3
North $15,676 $13,290 $14,866
South $46,973 $42,099 $38,909
2
Central $25,000 $15,223 $32,096
West $30,988 $32,090 $34.699
TOTALS

To re-join them, just delete the space between them.
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Lesson 4.3: Formatting Tables

Now that we’ve got the basics of creating tables down, it’s time for the fun stuff! In this lesson,
we’ll learn how to use pre-defined styles to format tables. We’'ll also learn how to use manual
formatting tools to create custom styles; format table text; and change alignment and spacing
options.

Applying Table Styles

Table styles are the easiest way to format a table. Like other styles we’ve looked at, they’re
based on your current theme to help you create a polished look.

To apply a style, first place your cursor inside your table. Then, click one of the thumbnails in
the Table Styles gallery on the Table Tools — Design tab. You will see a preview as you mouse
over each thumbnail:

| z T =

Home  Inset  Pagelayout  References  Mailings  Review  View | Design

Header Row FistCoumn | _ __ | ey ———— - &3 shading + . 2 ﬁ
[E] Total Row [ Last Column g - - | {iiBorders ~ ¥ pt - B

—— - - Draw Eraser
Banded Rows [] Banded Columns ZPenColor™  Taple

Table Style Options Draw Borders

o [m o i[E]

[ R BT SR B SR R S B A

____ D [5

Sales Report

Week1l | Week2  Week3
North | $15,676 | $13,290  $14,866
South | $46,973 | $42,099 | $38,909
Central $25,000 | $15,223  $32,096
West | 530,988 | $32,090 $34.699

I 6
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Like other style galleries we have looked at, you can click the up and down arrows to navigate
through the available styles, or click the More arrow to see all styles:

SISISISS  [S[ol=lol=]  [=el=lole] (=== == SIS 2 (S]] [Sl=l=ll=
_____ ==l e e e = e e e i e e e e e -

H3 Modify Table Style...

@ Clear

HE  Mew Table Style...

Note the Clear command which will clear the current style from the table.
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Changing Formatting Options

To change the way formatting is applied to the table, use the Table Style Options group in the
Table Tools — Design tab:

Header Row |:| First Calumn

|:| Total Row |:| Last Column

Banded Rows |:| Banded Columns
Table Style Options

Here, you can toggle various types of formatting on or off. (Banded rows and columns will apply
alternate shading to those elements.)

Formatting the Table Manually

You can also format the table by hand. To change the background color of one or more cells, for
example, select the cell(s) that you want to change. Then, click the Shading menu on the Table
Tools — Design tab and choose a color:

Header Row  [] First Column - Shadmg' - . @ g
[] Total Row [ Last Column + | Theme Colors - =
__________ Draw  Eraser
Banded Rows [] Banded Columns = H EEEEEE Table
Table Style Options Table Styles brders 5
L v L IE] 1 (& - -~ [E[2 - - & - = o3 e k_-s--‘.“-e.--...g‘1
B = ] I I I I IAqua, Accent 5, Lighter 60% N
H Standard Colors
[ ] | EEEEE
Ho Color |
) - - ) More Colors..,
. Sales Report ®

T 5 o &

Week1l  Week2 Week3
North $15,676 | 513,290 514,866
South $46,973 | $42,099  $38,909
Central $25,000 : $15,223 $32,096
West $30,988 | $32,090 $34.699
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This menu is also available on the mini toolbar:

Calibri (Body] = 11 = A" 47 €= i=

- A - [l_ ¥
Thenie Colors

B 7

O]
.III||||||

Standard Colors
| B | EEEER

Mo Color

15 More Colors..
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To change border formatting, first set the desired style, weight, and color using the menus on
the Draw Borders group of the Table Tools — Design tab:

Pencil Style Pencil Weight Pencil Color
[+] = Y pt [+] |£'Pen Color = |
Mo Border % Y pt B Automatic
- Y pt Theme Colors

................................. % pt
-------------- 1pt I

--------- on— | ANNNRRENEE
—_—————— e 2% pt Standard Colors

12 More Colors..,

—————————ee- 3F|t—
4 37 pt e—

6 pt -
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Then, select the cell(s) to format and use the Borders menu in the Table Styles group to choose
what part of the border to format:

: Borders|*]

i+ Bottom Border
Top Border
Left Border

Right Border

Mo Border

All Borders

Qutside Borders

Inside Borders

Inside Horizontal Border
Inside Vertical Border
Diagonal Down Border
Diagonal Up Border

Horizontal Line

Draw Table

View Gridlines

EBorders and Shading...

(This menu is also available on the mini toolbar.)

Or, click the Draw Table command and manually paint the borders that you want to change:

File Home  Insert  Pagelayout  References  Mailings  Review  View | Design | Layout i~ 7
Header Row Fist Column | __ oo —— e ————— e ———— &1 shading - mm )
Total Row Last Column —---- —---= i Borders - 5% pt AnmRrs
Banded Rows [ Banded Columns ||~~~ ~ = =E=== S==== Smmes Semes Som s Seees = 22 Pen Calor ~ e
Table Style Options Table Styles Draw Bogef® T
) < i ] [=1 W o N - BN S5 S B < S Sttt
: Sales Report
| 7 Week1l | Week2 Week3
R North = 515,676 : $13,290 514,866
| South | $46,973 | 542,099 $38,909
] Central = $25,000 | $15,223 $32,096
- West $30,988 | $32,090 $34.699
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Click the Draw Table command again to toggle painting off. The Eraser command will remove
the border altogether:

File Home  Inset  Page Layout
Header Row First Column
Total Row Last Column

Banded Rows Banded Columns

References

Mailings

View | Design

Sl
Draw |Eraser
ZPenColor  apje
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Bl North $15676 $13,290 $14,866

i South = $46,973 | 542,099 $38,909
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N West | $30,988 | $32,090 $34.699
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Formatting Table Text
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As a final note, you can use the commands on the Font and Paragraph groups of the Home tab
and the mini toolbar to format table text:

File Home Insert Page Layout References Mailings Review View Design Layout
af Cut CalibriBody) ~ 11 -~ A A7 | Aav | % - i=-tzr FEFE AT | alsbeanc

B 53 Copy

Pajte fFormat Painter I U -abex x| A" e & N =E=EE igv & i M Mormal

Clipboard Iy Font [ Paragraph
|£| ! ﬁE : - AT 1 [& | | T#E ]2 - - | & 3
] Sales Report
& Calibri (Body] ~ 11 :

; Bl =E¥-A-S-i-Fk2  Week3
i NR, ~$13,290 ' $14,866
| SCEa copy 542,099 | $38,909
B C¢a Faste Options: 515,223 | $32,096
B w = $32,090 | $34.699

2

Insert
Delete Cells...
Select

ﬁ Merge Cells

For a refresher on these commands, please refer to the Foundation level of this courseware.

If you want to change the direction of the text, you can use the Text Direction command on the

Table Tools — Layout tab:

E=E A= | [

ig @ @ ; (I:EIII

ig Ig |§ Direction |Margins
Alignment
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This command acts as a toggle, with the image on the button reflecting the current direction of
the text.

Changing Cell Margins and Spacing

To change the white space between a cell’s contents and its borders (called the margin), or to
add space between cells, select the cells to change and click the Cell Margins command on the
Table Tools — Layout tab:

W R ——

Design Layout
. B=r= A= T
;‘Ll Height: 0.12° 5 :E Distribute Rows ‘l_!”L'J = h I A
AutoFit — HH === Text CI‘I
UtoFit = —= Width: 0.65" S | Ty Distribute Columns - — € €
X ™ - == Direction Marginh
Cell Size ‘ Alignment

Now, you can adjust the cell margins and spacing:

Table Cpticns m

Default cell margins

4]k
4

Top: " Left: |0.08"

4k
]

Bottom: |0 Right: |0.08" =
Default cell spacing

[ allow spacing between cells o =
Options

Automatically resize to fit contents

[ Ok ] [ Cancel

Click OK when you have finished entering the desired dimensions.
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Aligning a Table and its Cells

To align a table, first select it using one of the methods described previously. Then, use one of
the alignment commands on the Home tab:

Insert

Pagelayout  References  Mailings  Review  View | Design  Layout

== ¥ Cut L. m@ | = N % 44 Find ~

_j 23 Copy Calibri (Body) 1 A AT Aan T | Asebeene | AaBbcen: AaBbC: AaBbCc AaB AaBbCc. & Replace
= - Lac
Paste . = S A - Change
St S romatpanter | B £ T 7 he X x b - A & TNormal |7 Ho Spaci.. Headingl —Heading 2 Title Subtitle |~ Smesgv N e
Clipboard G Fant 3 Paragraph 3 Styles 5| Editing

8] - -2 - v 3o & - - [#] - - 1 [&] - 1 - &[22 - - [E o+ 3 = = ORI S i3]
B -

. Sales Report

Week1l  Week2 Week3
North $15,676 $13,290 $14,866
South $46,973 | 542,099 $38,909
Central $25,000 515,223 $32,096
West $30,988 | 32,090 $34.699

I I

20 [0 [

You can also adjust the horizontal alignment of cells using these commands.

To change both horizontal and vertical alignment, use the commands in the Alignment group of
the Table Tools — Layout tab:

— Ll
Text Cell
Direction Margins
Alignment

All of these commands can be used on one or multiple cells.
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Lesson 4.4: Working with Table Data

So far, we have learned some different ways of creating and formatting tables. In this lesson,
we will learn how to do even more with tables, including how to sort data, calculate data,
convert tabbed text to tables and vice-versa, and use the Table Properties and Borders and
Shading dialogs.

Sorting Table Data

The Sort command on the Table Tools Layout tab is an excellent tool for arranging data in any
way that you want. As an example, take a look at this table:

Week1l Week2 Week3
North $15,676:513,290 $14,866
South | 546,973 542,099 $38,909
Central $25,000 $15,223 $32,096
West | $30,988 $32,090 $34,699
Totals

Currently, the areas appear in the order that they were entered.
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If we wanted to sort the areas alphabetically, we could place our cursor in that column (or
select the appropriate data) and click the Sort command on the Table Tools — Layout tab:

197

Inset  Pagelayout  Refersnces  Mailings

Review

% E @ ﬁ % ﬂ] ﬁ —_— ﬂ é % 7] Height: 0.42 2 | HF pistribute Rows ‘ZZJ g EI %l 3;;;;::;;'? ¢
s [ | e | o |l | | e ] ot | 2 5 o, (e
Table Rows & Columns Merge Cell Size Alignment Data
@‘-2--‘|"-1--‘|“-g>u(,--‘Aa\‘--1E|‘-@\-‘1‘§---‘3“-w--‘4‘--|“-5--|
|| Sales Report
. Week 1 Week2 |Week 3
| ———Newth | $15,676 $13,290 $14,866
| South | $46,973!542,099 $38,909
R Central: $25,000 $15,223 532,096
f West | $30,988$32,090 $34,699
] Totals

Now, we can choose how we want to sort the data:

#

Pl ==

Sort
Sort by
{Column 1} |E| Type: |Text IEI @ Ascending
Using: |Paragraphs |E| ) Descending
Then by
|E| Type: |Text IEI @ Ascending
IUsing: |Paragraphs |E| ) Descending
Then by
Type: |Text (@ Ascending
Using: |Paragraphs Descending
My list has
(@ Header row () No header row
Options. .. K ’\L [ Cancel ]
Ly

These settings are the default; they will sort Column 1 by its text in ascending (A-Z order).
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Here is the result:

Week1l Week2 Week3

North $15,676 $13,290 $14,866

Note that Word didn’t distinguish the total row. This is why it is important to select only the
required data.

Calculating Data with Formulas

Although Word isn’t a spreadsheet program, it does provide some basic tools for calculating
table data. First, place your cursor in the cell that you want the total to appear. Then, click the
Formula button on the Data group of the Table Tools — Layout tab:

File Home  Insert  Pagelayout  Refersnces  Mailings Review  View Design | Layout a7
a — =
tig LA % B . . = 2 Repeat Header Re
NiElEEIEL: SHEE [ peeor ;S B33 A5 T[] g] S
- =2=2= = Convert to Text
Select | View |Properties = Delete | Insert Insert Insert o Merge Split  Split | AutoFit | 1 width: 0,58 < | 3 Distribute Columns Text Cell Sort
Gridlines’ - Above Below Left Right Cells  Cells Table - = & = pirection Margins Je Formula
Table Rows & Columns ] Merge Cell Size [F] Alignment Data
m\‘-z--‘."-1--‘."-g--‘|¥‘--u~p|‘-‘@-‘z‘|§ ----- R R R SR R SRR S|
—d :

Sales Report

Week 1 Week2 iWeek3
North $15,676:513,290:514,866
South |$46,973!542,099: 538,909
Central: $25,000: 515,223 $32,096
West |$30,988: 532,090 534,699

| Totals"|
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Word will automatically choose the formula that it thinks is best; in this case, it will add up all
the figures above the current cell, which is exactly what we want it to do:

Formula ‘_ “. M
Formula:
=SUM{ABCVE))

Mumber format:

[=]

Paste bookmark:

| ok

Paste function:

| [ |

Once you click OK, the results will be inserted into the cell. If your data changes at any time,
simply click in the cell and press F9 on your keyboard to refresh the data.

Week 1 Week 2 Week 3
North | S$15,676 $13,290: $14,866
South | 546,973 $42,099 $38,909
Central | 525,000 $15,223 532,096
West | 530,988 $32,090: $34,699
Totals: $118,637.00

Converting a Table to Tabbed Text
Although Word does have the ability to create great tables, you may find that you need to

move the data into another program. Although not all data programs support Word’s format,
most programs do support plain text files (TXT) or comma separated values (CSV) files.
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To convert a table into this type of file, first select it. Then, click Convert to Text on the Data
group of the Table Tools — Layout tab:

File Home  Inset  Pagelayout  References  Mailings  Review  View | Design | Layout & ?

N E B =B

Select | View |Properties  Delete | Insert Insert Insert Insert | Merge Split  Split  AutoFit | =1 width: Tet  Cell Sort
Gridlines. - Above Below Left Right | Cells Cells Table - rection Margins Je Formula

Table Rows & Columns 5 Merge Cell Size IF] Alignment Data

W v v 3 - v E . . [®] - - 1 - [® . - - 3 . [®[ - 1 3[@ o + 1+ & 4 & « 0 .5 o ]

— T

BB 5 Heignt loaz - et EEE A= A| E Repeat Header Rows
% E f=s @ (] Height: 012 *  BEpistribute Rows pp— @ Zl P e
* |t Distribute Columns =1=l=p

| Sales Report

Week 1 Week 2 Week 3

South 546,973 $42,099 538,909

-}

Tk

West $30,988 $32,090 534,699

I
|

Then, specify how you want your data to be separated. (Typically you will want to pick tabs or
commas.)

Convert Table To Text (s3]

Separate text with

(" Paragraph marks
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Now your table will appear as plain text:

To complete the conversion, make sure to save your document as a plain text (.txt) file.

© 2005-2011 Velsoft Training Materials, Inc.



Microsoft Office Word 2010 Advanced 202

Converting Tabbed Text to a Table

What if you have received a plain-text document and want to convert it into a table? It’s easy!
First, select the table. Then, click the Insert menu, click Table, and click Convert Text to Table:

File Home  Insert | Pagelayout  References  Mailings  Review  View ~ 7
i =l m EE |_T”" a ﬂ a E EE E 2 D B 4 A— (& signature Line ~ Tc S‘Z
5 D = bal| mel (¥ 4= e+ e L= =J =| & 1= = 5}, Date & Time
Cover Blank Page ||Table || Picturs Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference  Header Footer  Page Tedt Quick Wordart Drop Equation Symbol
Page~ Page Break - - - *  Number~ | Box+ Parts~ - Cap - '8 Object - - -
Pages Insert Table ions Links Header & Footer Text Symbols
,_E_‘:g: P O B O SO O SO OO e 5
= =
| Sales R
[ InsertTable..
- Eﬂ Draw Table
7 \| &5 Conyert Text to Table... by Week 3
05 Excel Spreadsheet
[ Quick Tables 3
North ropuru royead 14,866
r L4 i i
| South $46,973 $42,099 $38,909
| Central $25,000 $15,223 $32,096

| West $30,988 $32,090 $34,699

Totals $118,637.00 $102,702.00 $120,570.00

(Note that this command will only be available if your text is properly separated.)
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Then, specify the number of columns you want, how Word should AutoFit the text, and how
the text is separated. (Usually Word is good at picking up on this information from the table,

but always double-check.) Click OK when you are ready:

Once you click OK, your text will be transformed into a table. You’ll have some adjusting and

#

Canvert Text to Table Iilﬂ—hj

Table size
Mumber of columns: 4
Mumber of rows:
AutoFit behavior
@) Fixed column width: | Auto =
) AutoFit to contents
! AutoFit to window

Separate text at
| Paragraphs () Commas
@) Tabs ) Other: |-

Ak

Lay]

Ok ’J} I Cancel
L

formatting to do, but it’s a start!

203

Week 1 Week 2 Week 3
North | $15,676 $13,290 $14,866
South | $46,973 $42,099 $38,909
Central | $25,000 $15,223 $32,096
West $30,988 $32,090 $34,699
Totals | $118,637.00 $120,570.00
$102,702.00
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Using the Borders and Shading Dialog

For advanced border and shading options, click Borders and Shading from the Borders menu.

(Remember that you should select the cells that you want to change first.)

T

Design . Layout
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Bottom Border

Top Border
Left Border
Right Border

Mo Border
All Borders
Cutside Borders

Inside Borders

Inside Horizontal Border

Inside Wertical Border
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Drraw Table
View Gridlines

Borders and Shading... I}

o B

Draw Eraser
Table
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You will then see this dialog.

i

Borders and Shading lllﬂ_hJ

Borders | Page Border | Shading |

Setting: 1 Style: 2 Preview
- Click on diagram below or use
Mone |E| buttons to apply borders
Box
All .
Color:
ord -
§. £ Custom 1pt E sl to
pply To:
Table Izl

We've

| Horizontal Line... ]8 ok || cancel |

numbered the picture so we can walk through the different methods of applying a

paragraph border.

Choose a setting from None, Box, All, Grid, and Custom. (Click on the graphic next to each
setting to select it.) Each graphic represents what that setting will look like; the preview
box marked with a 7 will also show you a sample of the current settings.

Select the border’s style. There are many styles to choose from, including wavy lines, solid
lines, dotted lines, and patterned lines. The style list will change as you choose different

colors and widths.
Click the drop-down arrow to select the border’s color.

Select the border’s width. The actual point sizes will vary depending on the setting you
have chosen, but normally you can choose from % point line (very thin) to a 6 point line
(very thick). (Lines are measured in font point sizes.)

Use these buttons to apply the border to different parts of your table.

Use this drop-down menu to apply the border to the entire table or part thereof.
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7.  This box will show you a preview of the current settings.

8.  Click this button to choose a type of horizontal line to insert.

Now let’s take a look at the Shading tab. Once again, we’ve numbered all the settings so we can
walk through the available options.

Borders and Shading lllﬂ_hj

Fill Preview

Mo Color |Z| 1

Patterns
Style: |:| Clear IZI 2 L

Color: Mo Color 3

Apply to:

Table 4|E|

’ Horizontal Line. .. ] 5 K ] [ Cancel ]
1. First, choose the fill color from this palette.
2. Then, choose a style. (You can choose a shaded style or a pattern.)
3. Next, choose a color for your pattern. Just like using a fill, you can select a standard

color or create your own.

4. Use this drop-down menu to apply the border to the entire table or part thereof.
5. Click this button to choose a type of horizontal line to insert.
6. This box will show you a preview of the current settings.

Once you're done, click OK to apply your settings.
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Using the Table Properties Dialog

The last item that we’re going to look at is the Table Properties dialog. This is a one-stop shop

for most table settings.

207

First, make sure that you select the portion of the table that you want to format. Then, to open
the dialog, right-click the table and click Table Properties, or click the Table Properties
command on the Table Tools — Layout tab:
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Home  Insert  Pagelayout  References  Mailings  Review  View | Design | Layout
il [====] e=n 5 ‘ . N =2EE A= A| “ERepeat Header Rows
% E u ﬁ & ﬂ} 1_% é ﬂ =5 \ﬁ 4] Height: 0.12 2 B¥vistribute Rows p— = g l e et
’ I s | = . e
s | e |t e e g o A S| osmecoumns )0 o S
Table Rows & Columns Merge Cell Size Alignment Data
L] T e e w1 B[ - - . 2 - [#] - 3B - T S BN S
Sales Report
Calibri (Bodyl - 11 = A" A7
& B /[E¥-A-B-
7 al !
| Week 1 Week 2 Wi o
N 3 Copy
| North $15,676 $13,290 $11m =
B South 546,973 542,099 S3 2
] Tnsert »
: Central $25,000 $15,223 $3.LE| Delete Table
H B3 Merge Cells
|| West 330'988 332'090 SS' G Distribute Rows Evenly
= \HH  Distribute Col Evenl
Totals $118,637.00 $102,702.00 $1;+ W =swmmrem
n = DrawTable
: [  Borders and shading..,
. Cell Alignment »
o AutoFit 3
B @] Insert Caption...
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With either command, you will see this dialog:

Table Properties @&J

Table | Row |Cu|gmr1| Cell |5]tText|

Size

Measure in:  |Inches

Alignment

I Indent from left:
0" :

: B
=
L

Center Right
I Text wrapping

| B =

I Mone Around

Borders and Shading. .. ] [ Options. .. ]

Ok ][ Cancel ]

Let’s take a look at what each tab does.

Table Set the preferred width, alighnment, and text wrapping for the table. You can also
set an indent. This tab also contains commands for the Borders and Shading
dialog and the Table Options dialog (used to set cell margins and spacing).

Row Specify the row height and if it is allowed to break across pages.
Column Specify preferred column width.
Cell Specify preferred width and alignment. Also contains an Options button, which

opens a dialog where you can set cell margins and wrap options.

Once you have entered your settings, click OK to apply them.
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Section 4: Review Questions

1.

oo w®p

0N w»

onw» o0 wp

onw»

How would you select table data?
Table selector icon that appears when you mouse over a table
Click and drag over the table
Select menu on Table Tools — Layout tab
All of the above

A sample table provided by Word (such as a calendar) is called a...
Delimited table
Quick Table
Stylized table
Template

What is the first step to splitting a table?
Place your cursor in the row that you want to be first in the new table
Make sure your table has header rows
Click the Split Table command
Copy all data

You have applied a style to your table but you don’t like the banded rows. How do you
turn this option off?

Borders and Shading dialog

Table Properties dialog

Uncheck “Banded Rows” on the Table Tools — Design tab

Clear formatting from the row

What tools can you use to format text in a table?
Table or document styles
Home tab
Mini toolbar
All of the above

Where will you find the commands to change the vertical alignment of a cell?
Table Tools — Layout tab
Table Tools — Design tab
Borders and Shading dialog
Home tab
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7. Which of the following symbols is not a default delimiter option when converting a
table to text?

Paragraph mark

Colon

Comma

Tab

oo ® >

8. Combining two or more cells into a single cell is called...
Concatenating

Producing

Splitting

Merging

oo ® >

9. =SUM(ABOVE) is an example of...
A formula

A math problem

A test

A headache

oo ® >

10. Which of the following is not a table border setting?

A. Width
B. Color
C. Art

D. Style
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Section 5: Creating Equations and Charts

In this section you will learn how to:
= Add built-in equations
= Create custom equations
= Use the Equation Tools — Design tab
= Save equations to the gallery
= |nsert, resize, move, and delete charts
= Use the Chart Tools tabs
= Edit chart data
= Change the chart type, layout, and style
= Add a caption to a chart
* Analyze chart data with Trendlines, up/down bars, error bars, and other bar and line

types
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Lesson 5.1: Working with Equations

In this lesson, we’re going to learn about Word’s Equation feature and the Equation Tools tab.
We’'ll focus on inserting a built-in equation, creating a custom equation, and saving equations
for future use.
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Inserting Built-In Equations

To add an equation to your document, click the Insert tab, click Equation, and choose the
equation that you want to use:

K

Equation

Built-In <

Area of Circle

A=mr?

Binomial Theorem

n

(x+a)”= Z (z)x"a”'k

k=0

Expansion of a Sum

nxy nin—1)x?
(1+x}”=1+F+%

Fourier Series

nmx nmx
flx) =ap+ E 1(% cos——+ b, sin—L )
n=

Pythagorean Theorem

a’+b?=c?

Quadratic Formula

_ —b*+b*—4dac
= 2a
-
Ugy More Equations from Office.com k
TC  Insert Mew Equation

© 2005-2011 Velsoft Training Materials, Inc.



Microsoft Office Word 2010 Advanced 214

Note the scroll bars to see more equations, and the option to see more equations on
Office.com.

Once you choose an equation, you will see it in your document. The Equation Tools — Design tab
will also become available. Simply type over the letters to insert your data:

E  em—
Home  Inset  Pagelayout  References  Mailings  Review  View DESign | e - 2
€5 professional - X L & . as i3 10
£ [ [ M L = ERIEIEIEE D 5 e* yx L % sin® im A
Tc €% Linear . y € X Jlx & 10k a &% = L
Equation © ~ I 9 o Fraction Script Radical Integral  Large  Bracket Function Accent Limit and Operator Matrix
awstion vomarren|[*] (=] [V][C] [2] [VI[#][¥][v][n][@] ][ [[F][c][a][V] . |Frocton sctot fackt el | targe _gracket funcion Accent Limt and Operator it
Toals = Symbols Structures
[ - T T T T S T W I S N W S N 6 -

The Pythagorean Theorem

—ﬂ' 42+5F =2

Note that Word’s equations are not functional; as you can see in the example above, “c” has
not been calculated even though we have entered values for a and b.

To change the alignment or appearance (professional vs. linear) of the equation, click the arrow

on the right hand side of its container:
142 +5%2 = EZ!

q[ Save as Mew Equation...

Professional

@i

£+ Linear

Change to Inline

Justification 4

The “Change to Inline” option will apply inline text wrapping, versus wrapping as a picture
(called display wrapping).

Using the Equation Tools — Design Tab

When you have an equation selected, you will see the Equation Tools — Design tab:

Home  Insert  Pagelayout  References  Mailings  Review  View Design m

TC &roesent [2][=][] FOFEEEEREEEE. 5 e*ax [ 5 O sne g jim A [3]

€ Linear
Equation ¢ ||y o, o Fraction Script Radical Integral  Large  Bracket Function Accent Limit and Operator Matrix
w1 evomarren | (2] [Z1[V][C] (o] VI[F[¥][v][n][e ][] [ ][F][c][a ][P][7] rrcton scot racatmegr rorge macot Funcon sccent Lyt Opertor v

Fl Symbols Structures

Tools
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Let’s take a look at each group.

Tools Equation Provides a menu of ready-made equations that you can insert.
The inserted equation will replace the currently selected
equation.

Professional Switch to professional formatting.
Linear Switch to linear formatting.
Normal Text Switch to normal text.

Option Button Opens the Equation Options dialog.

Symbols Gallery Click a symbol to insert it. You can navigate through the Symbols gallery
using the arrows on its right hand side.

Structures Gallery Click any of these items to see pre-built structures that you can add into
your own equation.

Creating a Custom Equation

If you want to create an equation by hand, click Insert — Equation — Insert New Equation:
TC

Equation

Built-In -

Area of Circle

A = mre

Binomial Theorem

(x +a)"= ;(z)x"a”'k

T
O

Ugy More Equations from Office.com -

TT Insert New Equation
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You will now see a blank equation container and the Equation Tools — Design tab:

‘ T e —

Home  Inset  Pagelayout  References  Mailings  Review  View Design &

TC oo F=ERMNMEMUEEEEREEEE D 5 e*ux [, 35 Oy s g pm A [if
Equation .nb:. I;‘m’""mm E |E| II‘ Iz‘ E‘ _ | Fraction Script Radical Integre! OpL:rragt:r' Bracket Function Accent LlTC\Itgavnd Operator Matrix

Tools Symbaols Structures

S S S - B SR, 2 S|

[

The Pythagorean Theorem

|_5"I‘ype equation here.

You can now click elements in the Symbols and Structures groups to add them to your
equation. You can also type letters on your keyboard to add variables.

Saving an Equation to the Gallery

If you have created a custom equation that you plan to use again, you can save it to the
equation gallery. First, select the equation that you want to save. Then, click the Equation
button on either the Insert tab or the Equation Tools tab, and click Save Selection to Equation

Gallery:

Equation

Built-In -

Area of Circle

A =mr?

Binomial Theorem

b
(x+a)= Z (z)xka‘”“k
k=0

Ugy More Equations from Office.com b

|q'c Save Selection to Equation Gallery...
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You can also find this command on the equation options menu:

142—!—52 =c? ‘

|q‘[ Save as New Equatinn...l

Professional
Linear
Change to Inline

Justification k

With any of the Save commands, you will be prompted to enter details about the equation.

Create New Building Block liléj

Mame: Hypothesis|

Gallery: Equations IZI
=]

Category: General

Description:
Save in: Building Blocks |Z|
Options: Insert content in its own paragraph IZI

Ok DL[ Cancel ]

Once you click OK, your equation will be saved as a building block. Remember to confirm the
changes to building blocks when you close Word.
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Lesson 5.2: Creating Charts

Tables are a great way to summarize data, but sometimes a picture is worth a thousand words!
In this lesson, we’ll learn how to add charts to your document and how to edit and format
them.

Inserting a Chart
To start, determine where your data is going to come from. If it is already in your document (or
in another location), copy it. If you still have to enter the data, that’s OK too — we can do it after

creating the chart.

Next, click to place your cursor where you want the chart to go and click Insert — Chart:

Home Insert Page Layout References Mailings Review

B0 E B LHEDP2 il o

Cover Blank Page Table Picture Clip Shapes SmartArt Chart Screenshot
Page~ Page Break v Art Y v
Pages Tables Illustrations h
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You will then be prompted to choose the type of chart:

Insert Chart

Cd Templates

Colurmn

Line l

. E[':.
. m
B

L2 i)
o7 93 33
M ] k] 114
M|
] R

Area

T MekE

XY (Scatter)

bF

Stock

Surface

Doughnut \ /\/

Bubble

| B

P IsRY v X
| Manage Templates... | | SetasDefault Chart | | o [&[ Concel _]:5

Radar

B * @ Ej

vy

We will choose a basic line chart and click OK. You will now see a Microsoft Excel window on
top of the Word window:

e ome Page Layout  Refer n Layout ?
=0 %t T T | ace N BAFina -
B oy Calibrifboy) 14 T AT AT Aar | #) 200 aasoceoe| Asebcoe AaBbCi aaBbee AAB aasbee A 8 Reploce
paste o Fomat painter B 7 U-~vashex x| Ar¥-A~ By TMNormal | TNo Spaci.. Headingl Heading2 Title Subtitle | g‘yﬂ‘:;lj Iy select -
Clipboard ) Font o Paragraph o Styles 5| Edting
z 5 - AN - SO S - SN WO | RN — i ] &
X] (= [ ]
Home | Insert Review a@od =
& Caiibr i General F=Insetr X v ﬂ (ﬁ
Ba- - sy i asTable - Foeete - | @~
Paste 5 Sort & Find &
se 5 B I U A > [Elformat - | @~ Fiter~ select~
Clipboard Font Alignment | Number 1 cels Editing
A6 - | g
A | 8 | ¢ [ b E | F G H T [ 3 [ k[t |
1] Series1 Series2 Series3 2 3
| 2 category1 23 24 2| Week 1  Week2 | Week3
|2 [Category 2 22 a4 2 North | $15,676 @ $13,290 | 514,866
| 2 category3 35 18 3
5 Category4 45 28 B South | $46,973 | 542,099 | $38,909
] Central  $25,000 | $15,223 | $32,096
7
|8 Toresize chart data range, drag lower right comer of range. West | $30,988  $32,090  $34,699
[ o Totals ' $118,637  $102,702 | $120,570
|10
(11
12| |
|12
12 %
15
0 N\
145 51] Sheett /T3 4T ] |
Reay | 73 | [EEERCe T Series 1
/ Series 2
Series 3
2
N 1
:
0 T T T 1 o
Category 1 Category 2 Category 3 Category 4 g
Pagei1or1 | words 2628 | 5 engisnus) | BT | [EEEEER I —C) B |
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Now, you can paste the data into the Excel sheet or enter it by hand:

220

[ = B [t

|§I| A - (- oahe |+ Chart in Microsoft Word - Microsoft Excel
Home Insert Page Layout Farmulas Data Review View Design [ 9 =T T
= | X Calibri 14 - E%g = General - F;_.}IConditionalFormatting' g=lnsert = - % [ﬁ
_j El I U~ Ay EE=E $ - % »  [B%Format as Table - I Delete - @'
Past e Sort & Find &
e P - A~ Pav “EH & (5} cell styles ~ i Format ~ | (2~ Fiter s Selacts
CIiphU&d P Font P [F} Mumber P Styles Cells Editing
Al - v
A B | D E F G H ) E
1 |Area Week 1 Week2 Week3 (]
2 |North $15,676 $13,290 $14,866
3 |South $46,973 $42,099 $38,909
4 |Central $25,000 $15,223 $32,096
5 [West $30,988 $32,090 $34,699
6
7 | To resize chart data range, drag lower right corner of range. =
8
9
10
11
12
13
14 L4
15
16
17 3
M 4 » b Sheetl /%1 IR T | » [
Ready | | | Average: 28492.41667 Count: 20 Sum: 341909 ||E|FE| 1003 (=) (+) .-

If you are entering it by hand, you can make the source data larger or smaller by clicking and
dragging the blue border. Once you have finished editing the data, close the Excel window.
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Check out your Word chart!

o AN

o /// 2\

o000 /Y NN
/NN e

/4 N e
V4 \V4

e \Week 3

515,000

510,000

$5,000

SG T T T 1
Morth South Central West
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Moving, Resizing, and Deleting Charts

You can edit the chart just like other objects. To move it, click and drag the outer border:

Sales Report
Week 1 Week 2 | Week 3
North | $15,676 | $13,290 @ $14,866
South 546,973 | 542,099 | $38,909
Central | 525,000 @ 515,223 | 532,096
West $30,988 | 532,090 | 534,699
Totals | $118,637 A $102,702 | $120,570
$50,000
$45,000 A\
smr{]{]{} /A\
$30,000 / // \ M
/NN e
425,000
\ / —_—Week 2
$20,000 \/ — Week 3
$15,000 7
$10,000
$5,000
SO T T T
North South Central West
5
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To resize it, drag one of the dotted handles:

o AN
o /AN
o N\
o NN

/Y N/
520,000 i k
s o0 }/ \/ Week 3
510,000
$5,000 ar

$D T T T 1
MNorth South Central West

Week 1

Week 2

To delete it, click the outer border to select the entire chart and press Backspace on your
keyboard.

About the Chart Tools Tabs

Let’s take a quick look at the three Chart Tools tabs. The first tab is Design:

Pagelayout  References ailings evie ie esign | Llayout  Format

\»/@‘M‘%

Type Data Chart Layouts Chart Styles

il EEI o] @]% ke ECI o ==E

Change Save As Switch Select Edit Refresh — — | =
Chart Type Template Row/Column Data Data Data

R [RE R

The groups are:
= Type: Change the chart type or save the current type as a template.
» Data: Select, edit, or refresh data, or change how data is displayed.
» Chart Layouts: Change the way the chart is organized.
= Chart Styles: Change the appearance of the chart.
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Next we have the Layout tab:

Home Insert Page Layout References Mailings Review View Design } Layout ‘ Format

Plot Area v | D [AS] = A = e iy / 1 i
vaal ‘ T O [ L i iy A

By Format Selection -{—J/ - P — — = -

Picture Shapes Draw Chart Axis Legend Data Data Axes Gridlines Plot Chart 3-C Trendllne Lines Up/Down Error

&% Reset to Match Style v TextBox Titlev Titlesv ~  Labels~ Table~ b v Area~ Wa Floor~ Rotatior v Bars™ Bars~

Current Selection Insert Labels Axes Sackground Analysis

The groups are:

= Current Selection: Choose what part of the chart to format, open the Format dialog for
that component, or reset the component.

» Insert: Add pictures, shapes, or a text box to your chart.

= Labels: Add labels to different parts of the chart.

= Axes: Change the appearance and labels of the axes and gridlines.

= Background: Format the chart wall and floor and the part area. You can also modify 3-D
rotation options.

= Analysis: Add lines or bars to the chart to highlight data trends. These features are not
supported with all charts.

Finally, we have the Format tab:

| z —————
Home Insert Page Layout References Mailings Review View Design Layout | Format

Legend ﬁshape Fill = j 1 Forward |= Align - :‘] B &

@,Format Selection . - E)Shape Qutline = i - nd Backward !ﬁ? oup

= _ Paosition Wrap - by :

& Reset to Match Style ¢ Shape Effects - =2 2 - Text = E{}Se\edlon Pane Sk Rotate
Current Selection Shape Styles NordArt Styles Fl Arrange Size

This tab has groups for:

* Current Selection: Choose what part of the chart to format, open the Format dialog for
that component, or reset the component.

» Shape Styles: Choose a style for the selected component, or manually format its fill,
outline, and effects.

* WordArt Styles: Choose a style for the selected text, or manually format its fill, outline,
and effects.

» Arrange: Send the current component forward or backward in the stack; align, rotate, or
group the component; or view the Selection Pane.

= Size: Set the size of the current component.
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Editing Chart Data

If you need to make changes to the chart’s data, click the Edit Data command on the Chart
Tools — Design tab, or right-click the chart and click Edit Data:

Chart Tools
File Home Insert Page Layout References Mailings Review  View Design Layout Format 7
oz s I
=R
il = OBk O [0 [ 3o [0 [30 [ .
Change Save As Switch Select | Edit | Refresh _
Chart Type Template Row/Column Data | Data | Data -
Type Data Chart Layouts Chart Styles
[v] S S R T O T O
= t T : T : T : T T T : T :
. Sales Report

Week1 Week2 @ Week3
North $15,676 $13,290 | $14,866
South | $46,973 | $42,099 | $38,909
) Central | 525,000 | $15,223 532,096
5 West | $30,988 | $32,090 | $34,699
: Totals :$118,637 $102,77° @ €12nE7n

Calibri (E~ 10~ A" A" Charthrea

BIEE=A-O-2- 7

| $50,000 %
) $45,000 aX B3 Copy
$40,000 / A\ [, Paste Options:

o /AN

. $20,000 // \ M & Resetta Match style

d $25,000 /4 ANN_—7" A e

E £ Change Chart Type...

. 20,000 //, \ / il

= ° # \/ O& EditData..

i $15,000 7 J | 3D Rotation...

) $10,000 T4 Bring to Front | v
] 55,000 By sendtoBack | v
. 50 T Insert Caption...

- North South Central Wes ¥ Wrap Text »
: I : [ Format Chart Area...
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This will re-open the Excel window so that you can edit your data:

226

| o M) - (M- oabe |7 Chart in Microsoft Word - Microsoft Excel ‘ ble Tool: ‘ |—|g':' | =
Home Insert Page Layout Formulas Data Review View Design & e o @ R
= & Calibri 14 - = _ ey = Currency < fﬁ:an-:liti-:unal Formatting g=Insert T - A
- - A == ¥ — 3
= E An ) = s | [§8 Format as Table B Delete ¥ (A [ﬁ
Paste - & === s a . oy Sort & Find &
s B I U - A EEE E z7| i) Cell styles ) Format = | 27 Fifer - Select+
Clipboard = Font (] Alignment Styles Cells Editing
ca + (0 %X v f| 20pr3g—— v
A B C D E F G H J K L A
1 |Area Week 1 Week2 Week3 ]
2 |North $15,676 513,290 514,866
3 |South $46,973 $42,099 $38,909
| 4 |Central $25,000[20223 | $32,096
5 West $30,988 $32,090 $34,699,
6 =
7 To resize chart data range, drag lower right corner of range.
8
9
10
11
12 =
13
14
15
1A Yl
M 4 b M| Sheetl ¥ 4] il | » ]
Edit | = | | EHEE 100% [ — y

As you make your changes, Word will update the chart. Just close the Excel window when

you’re done.
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Lesson 5.3: Formatting Charts

Like everything else in Word, there are many ways that you can customize the appearance of
your chart. In this lesson, we will learn how to change the chart’s type, layout, and style. We'll
also learn how to add captions to a chart.

Changing the Chart Type

To change the chart type (say, from a line chart to a column chart), click the chart. Then, click
the Change Chart Type command on the Chart Tools — Design tab:

File Home Insert Page Layout References Mailings Review View Design Layout Format o &3
= B O de |
“ EE‘ £ e = il N SO~ NS~ NS~
Ee- I =A== ><>¢‘><>¢‘><>¢ < ‘><>¢ S
Change | Save As Switch  Select Edit Refresh = — == _
Chart Type Template | Row/Column Data Data Data hd
Ty Data Chart Layouts Chart Styles
Change Chart Type '_5‘1""'4‘5"’*‘7
Change to a different type of chart. | -
N F B
: $50,000 < =)
- $45,000 /A\ @
. $40,000 ///A“ o
. $35,000 /// \v o
a 30,000 L o
0 S // N\N\— ekt
. $25,000 « o
: // \/ ——Week 2
- $20,000 3}
B J e Wk 3
. $15,000 v o
. $10,000 o
N $5,000 o
S0 T
North South Central West
. 4
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Now, choose the new type of chart and click OK:

*

Change Chart Type

Templates

Column l

Line

= i
S|
M
W

Area

=
i
lex
&
E
pA

XY (Scatter)

T

il Stock

Surface

Doughnut

) [EE &

Bubble

B * @ Ej

Radar

) R &= E

4 1P oY ; i
| Manage Templates... | | SetasDefault Chart | | ook ﬂ[ Cancel

&
p
3
y
3

All chart formatting options and data will be shown in the new chart:

$50,000
545,000
$40,000
$35,000
$30,000
$25,000
$20,000
$15,000 -
510,000 -
$5,000 -

50 A

mWeek 1

mWeek 2

M Weelk 3

Morth South Central West
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Changing the Chart’s Layout

To change the layout of a chart (i.e. where the legend and other components appear), click a
thumbnail in the Chart Layouts group on the Chart Tools — Design tab:

Home Insert Page Layout References Mailings

Review Design layout  Format
‘ o1 B B ik — = |—
d% =@ aRbl==5
Change Save As Switch  Select Edit Refresh || |-LLELM _[ll_[]_l. = =
Chart Type Template Row/Column Data Data Data h s
Type Data Chart Layouts I

Like other galleries that we have looked at, you can click the More arrow to show all layouts
and choose from more thumbnails:

E E|
A
ﬁ g5 5

Changing the Chart Style

Finally, to change the overall visual appearance of a chart, click a thumbnail in the Chart Styles
gallery of the Design tab:

Chart Tools

Layout Format

4

4]

ok bk el bk bl (bbb

Chart Styles
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Of course, you can see all the styles with the More arrow!

bt el bd kd bd bd kd b
THTHITNT T TS
btk bk kil bkl kd kd kd ki
ok il bl bl bl bl bl o

bk bk bbbk b bk b bk
T Y ) Y Y Y Y

Note that the styles available will depend on the currently selected theme.

To change any individual component of a chart, first select by clicking it or using the menu on
the Chart Tools — Format tab:

FEIRETY

Horizontal [Category) Axis

Legend

Plot Area

Vertical (Value) Axis

WVertical (Value) Axis Major Gridlines
Series "Week 1°

Series "Week 2

Series "Week 3"

¥| ) Shape Effects ~ ' - Text ~ %b Selection Pane Zh Rotate
Shape Styles ] WordArt Styles Arrange Size

Plot Area m S shape Fill - A @ i Bring Forward - I Align - 4 0o
f . . v

Chart Area “w Abc ~ | [ shape Outline - 1A & [ Send Backward - [ Group
_ Mgl L Position Wrap =o
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You can then use the commands on that tab and the Home tab to modify the appearance of
that element:

File Home  Inset  Pagelayout  References  Mailings  Review  View | Design  layout | Format 2

Series “Week 17 - | -] S»snapeFin- ) A . JJEHn;FJ\ ard - |2 Align + 5o .
T Format Selection Abc | - [Z shape Qutline ~ l\ 4 & Send Backward - [g] Group : ”
L f/aa\Y Position Wrap = [y 5
& Reset to Match Style = _JSHEpEEﬂ‘ects - Ebsalectmn Pane Gk Rotate ~ | *2% hd
Current Selection Shape Style WordArt Styles Arrange Size &
TN S =
[ iél\\ll“SéA?
= \ \ e
: $50,000 ]‘ \‘ \\
' gl ] ~_
. $40,000 |‘
5 $35,000 \
. 30,000
N 5 ‘ Week 1
. 25,000
525, \ m Week 2
$20,000
B * mwWeek 3
$15,000 -
. $10,000 -
J $5,000 -
: 50 - T
- North South Central West

You can also click the Format Selection command on the Chart Tools — Format tab or double-
click a chart element to see a formatting dialog:

Format Data Series @lﬂ

Series Options Series Options
Fill Series Qverlap

Separated [l Cverlapped
Border Color Pa L) PRe
Border Styles
Shadow Gap Width
Glow and Soft Edges Mo Gap G Large Gap
3-D Format 150%:

Plot Series On

@ Primary Axis

) Secondary Axis

These dialogs contain custom commands for each chart component, and provide finer control
than is offered on the tabs.
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Note the “Reset to Match Style” command in the Current Selection group of the Chart Tools —
Format tab, which is useful if you want to revert all changes to the chart as a whole or to a
particular component:

Plot Area A
%— Format Selection
&9 Reset to Match Style

Current Selection

Adding Captions to a Chart

Finally, to add a caption to a chart, start by selecting it. Then, click References — Insert Caption:

Home Insert Page Layout References Mailings Review  View Design Layout Format
% [E Add Text ~ AB;[ [y Insert Endnote L) Manage Sources |5 Insert Table of Figures 2 Insert Index @4- 1 Insert Table of Authorities
|2 update Table ASNext Footnaote = [@Style: Chicago ~ — 37 update Table (2 Update Index (27 update Table
Table of Insert Insert . . Insert Mark Mark
Contents = Footnote = Show Notes Citation - 4 Bibliography ~ Caption [ Cross-reference Entry Citation
Table of Contents Footnotes I} Citations & Bibliography h Captions Index Table of Authorities
L) e . R R SR &
South | 546,973 542,000 | $38,909 s

i Central $25,000 $15,223 | 532,096
~ West | 530,988  $32,000 | $34,699
: Totals |5118,637 $102,702 | $120,570
) $50,000
: $45,000

$40,000

$35,000
o 530,000 OWeek 1
- || $25,000 !l

B mWeek2 |

. $20,000
. = Week 3
. $15,000
. $10,000 - s
N $5,000 -
: 50 -
- North South Central West
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Now, type your caption and click OK:

RS

Figure 1: February Sales Dveruiewi |

Options

Label: | Figure

Position: |Eleluw selected item

M
M

Exdude label from caption

[ Mew Label... ] | Delete Label | [ Numbering. .. ]

AutoCaption...

The caption will then appear with the chart:

e I

o [\[ o ]

$50,000

545,000

540,000

$35,000

$30,000

$25,000
$20,000
$15,000 -
510,000 —+—
$5,000 +—

S0

Morth South

Central West

COWeek 1
m Week 2
B Week 3

Figure 1: February Sales Overview

It can be edited like any other text.
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Lesson 5.4: Analyzing Chart Data

Although Word is not designed to analyze data, the Analysis group of the Chart Tools — Layout
tab does provide the ability to add different types of lines and bars to your chart:

| ) | I | T dE

Trendline Lines Up/Down  Error
- - Bars~ Bars~

Analysis
In this lesson, we will look at each type of analysis tool and what it can offer for your chart.

Note that the options available may differ depending on the type of chart. As well, you can add
multiple types of lines and bars to your chart.

Adding Trendlines

The first option is Trendline. Trendlines can help you identify patterns and see what the trends
might look like. When you click the Trendline command, you can choose from these options:

Trendline

None

Femoves the selected Trendline or all
Trendlines if none are selected

Linear Trendline

Adds/sets a Linear Trendline for the
selected chart series

Exponential Trendline

Adds/sets an Exponential Trendline for
the selected chart series

Linear Forecast Trendline

Adds/sets a Linear Trendline with 2 period
forecast for the selected chart series
Two Period Moving Average

Adds/fsets a 2 Period Moving Average
Trendline for the selected chart series

Iy ™

KMore Trendline Options...

Simply click the Trendline to add it, and then choose the series.
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For example, if we wanted to see the average sales for Week 3, we would click Linear Trendline.
Then, when prompted, we’ll choose the proper set of data:

Add Trendline |0 (e

Add a Trendline based on Series:

Week 1
Week 2

[ DKIRJ[::anceI

. s

Now the Trendline will be added:

| 450,000

$45,000 A\
$40,000 / h\
35 000 /N

30,000 / ek1

eek 2
$20,000 —Week 3
$15,000 7 | Linear (Week 3) |
510,000
55,000
SG T T T 1

Morth South Central West

Figure 1: February Sales Overview
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Note that Trendlines can be formatted just like other chart elements:

Chart Tools
File Home Insert Page Layout References Mailings Review View Design Layout Format a7
Series "Week 3" Trendline = &n shape Fill A @ [ Bring Forward = |2 Align = £ 239 7
. . w283 -
Format Selection —_— — - Zshape Qutline = £ [Zy send Backward _%,Graup
—| = — Position  Wrap £3|5a5 o
&4 Reset to Match Style ~| 2 Shape Effects ~ «  Text W SelectionPane S Rotate - | 3¢ ©
Current Selection Shape Styles & | WordArt Styles | Arrange | Size 5|
o R I R e R 5}
- -
- $50,000
m
: $45,000 /’\\
$40,000 Fal
- $35,000 |
i $30,000 - ek 1
-
. $25,000 ek 2
$20,000 / —ieek 3
- $15,000 7 = Linear (Week 3)
$10,000
o $5,000
$0 T T
North South Central West

To remove the Trendline, select it, click the Trendline button again, and click None:

(Chart Tools
File Home Insert Page Layout References Mailings Review View Design Layout Format a7
Series "Week 3" Trendline = = = . " 1
yromasees @ A (@] ] o] ] (8] (] (6] (] 6] e ) (L[] [
ormat Selection
Picture Shapes Draw Chart  Axis Legend Data Data Axes  Gridlines Plot  Chart Chart 3D Trendline| Lines Up/Down Error
&5 Reset to Match Style v TextBox Titlew Titles® ~  Labels~ Table~ = Areav Wall~ Floor~ Rotation & v Bars~  Bars~
Current Selection Insert | Labels | Axes | Background | -] MNone
- —— 7% Removes the selected Trendline or all - =
l;‘ 2 : é : } : % : ? : 7 1 Trendlines if none are selected o .
- —1  Linear Trendline L =
i Adds/sets a Linear Trendline for the
$50, selected chart series
r; ,000 Exponential Trendline
. 000 Fav Adds/sets an Exponential Trendline for
$45, / \ the selected chart series
$40,000 FaN Linear Forecast Trendline
_ Adds/sets a Linear Trendline with 2 period
535,(]()() 4 forecast for the selected chart series
—7  Two Period Moving Average
. 330;000 T ek 1 o Adds/sets a 2 Period Moving Average
- 325 Trendline for the selected chart series
- 4 7 ek 2 More Trendline Options...
$20,000 / —ieek 3
- $15,000 7 = Linear (Week 3)
$10,000
o $5,000
$o0 T T
N North South Central West
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Adding Other Line Types

The next button in the Analysis group lets you choose some different types of lines:

Mone

Do not show Drop Lines,
High-Low Lines or Series Lines
— Drop Lines

[l Show Drop Lines on an Area
or Line Chart

—1 High-Low Lines

L1, show High-Low Lines on a 2D
Line Chart

(Other lines may be available depending on the chart type.) Like the Trendline menu, simply
click a line to apply it. Drop lines help show where one set of data begins and another ends:

=
$50,000
BN

L /AN
o /N

o /AN P
e // N\

520,000
$15,000 /
510,000

55,000

SG T T T 1
Morth South Central West

Week 1

Week 2

s \Waplt 3
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High-low lines will stretch from the highest value to the lowest value:

238

550,000
545,000
540,000
$35,000
530,000
525,000
$20,000
515,000
$10,000
55,000
S0

[,

/RN

/R,
/

/

Week 1

/4

——Weelk 2

Week 3

North

South Central

West

£

Just like Trendlines, you can format these lines to suit your chart. To remove the lines, simply

click Lines — None.

Adding Up/Down Bars

Our next option is Up/Down Bars, which show the difference between the first data series and
the last data series. The Up/Down Bars menu lets you toggle the bars on or off:

None
Do not show Up/Down Bars

Up/Down Bars

Show Up/Down Bars on a Line
Chart

Maore Up/Down Bars Options...
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Here is an example:

550,000
545,000

540,000

$35,000

530,000
525,000

Week 1

$20,000

——Weelk 2

Week 3

515,000 -
$10,000

55,000

S0 .
North

South Central

To format the bars, choose More Up/Down Bars Options:

West

g

Format Up Bars

Fil |

Border Color
Border Styles
Shadow

Glow and Soft Edges

3D Format

You can also use the commands on the Chart Tools — Format tab.

Fill

) Mo fill

() solid fill

) Gradient fil

(™) Picture or texture fil
) Pattern fill

@ Automatic

To remove the bars, choose the None option from the Up/Down Bars menu.
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Adding Error Bars

Our last option is Error Bars:

-

——
=

]

om
= =
Vg
§ =

H)e'|

E

M
]

E

._.
e

[

[
)

E

Mone

Removes the Error Bars for the selected
series or all Error Bars if none are selected
Error Bars with Standard Error

Displays Error Bars for the selected chart
series using Standard Error

Error Bars with Percentage

Displays Error Bars for the selected chart
series with 5% value

Error Bars with Standard Deviation

Displays Error Bars for the selected chart
series with 1 standard deviation

Maore Error Bars Options...

This menu lets you display the possible margin of error in your chart using various formulae.

Here’s an example of the Standard Error Bars:

240

560,000

550,000

540,000

$30,000

Week 1

Week 2

$20,000 L

510,000

50 .
Morth

South Central
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You can use the More Error Bars Options to choose the series to base the error bars on:

Add Error Bars I. @ ﬁ]

Add Errar Bars based on Series:

As well, you can format the error bars just like other chart components. (If you use the More
Error Bars Options command, you will automatically see the Format Error Bars dialog after you
choose the series.) To remove the error bars, click None from the Error Bars menu.
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Section 5: Review Questions

1.
A.
B.
C.
D.
2.
A.
B.
C.
D.
3.
A.
B.
C.
D.
4.
A.
B.
C.
D.
5.
A.
B.
C.
D.

You have inserted a bar chart and want to change it to a line chart. What is the easiest
way to change the chart type?

Delete the chart and start over

Create a new chart in Excel

Format the bars as lines

Click Change Chart Type on the Chart Tools — Design tab and choose the new chart

type

To move a chart...
Click and drag the outer border
Use the Position command on the Chart Tools — Layout tab
Set the X and Y axis location on the Chart Tools — Design tab
Choose the correct alignment in the Insert Chart dialog

You want to create an equation in Word but you do not see it in the built-in menu.
What should you do?

Do what you can with symbols

Upgrade to Windows 7 and use the Math Input Panel

Click Insert — Equation — Insert New Equation and draw it by hand

Use Excel instead

You want to create a Trendline to forecast data for a particular series, and to make it
stand out from the rest of the chart. What is the best way to do this?
Add a Linear Trendline and format it as a bar
Click More Trendline Options; this will allow you to choose the series and format the
Trendline without having to perform any additional commands
Add an Exponential Trendline and drag the line to extend across the series
Trendlines cannot forecast data

Chart styles are based on the current...
Document type
Version of Excel
Theme
Page size
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10.

oo ® >

oo wp» oo wp oo wp>

0N ®>»

You would like to have the legend at the top of the chart, instead of on the left (where
it is currently located). What is the easiest way to do this?

Change the chart layout

Change the chart type

Change the chart theme

Manually drag it outside of the chart

Which Chart Tools tab contains the command to add a caption?

Design
Layout
Format
None of the above

You will be using a custom equation a fair bit in the future. What is the best way to
ensure that you can re-use it?

Copy it into a blank document
Save it as a building block
Take a screenshot of it
Upload it to Office.com

You have found an error in your chart’s data. What is the easiest way to edit it? (Select
all that apply.)

Click the Edit Data command on the Chart Tools — Design tab
Right-click the chart and click Edit Data

Edit the labels in the chart itself

Delete the chart and re-create it

You would like to see a line on your chart showing the average of a data series. What
type of analysis line will you use?

Up/Down Bars
Error Bars
Trendlines
Drop Lines
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