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Introduction [ Home | Insert Pa

Word 2010 is a word processor that allows you to create various types of | Calibri (Body) ~ 11

documents such as letters, papers, flyers, faxes and more. In this lesson, Sacte

you will be introduced to the Ribbon and the new Backstage view, and a,s 3 ® 4 B I U~ abe

you'll learn how to create new documents and open existing ones. Clipboard 7 3
[1] ot

Lesson 1: Getting to Know Word 2010 H ‘

Word 2010 is a bit different from earlier versions, so even if you've used Word before, you should take some
time to familiarize yourself with the interface. The toolbars are similar to those in Word 2007, and they include
the Ribbon and the Quick Access Toolbar. Unlike Word 2007, commands such as Open and Print are housed in
Backstage view, which replaces the Microsoft Office Button.

The Ribbon

The new, tabbed Ribbon system was introduced in Word 2007 to replace traditional menus. The Ribbon
contains all of the commands you'll need in order to do common tasks. It contains multiple tabs, each with
several groups of commands, and you can add your own tabs that contain your favorite commands. Some
groups have an arrow in the bottom-right corner that you can click to see even more commands.

Mailings Review

6 | % 2 3 z
. W ibri : | E=s= | A

By - SR o P | ¢ I == 24| T || 1 Asebe [ase

paste 7 y v 3 = | & s T Asdfasdf | TN
Clipboard = =

B 4 . TR
- Clickon a Each tab will Click ona tab Some groups will have

- command to have one or to see more an arrow that you can

do something. more groups. commands. click for more options.

The Ribbon

e (Certain programs, such as Adobe Acrobat Reader, may install additional tabs to the Ribbon. These tabs
are called Add-ins.

To Minimize and Maximize the Ribbon:

The Ribbon is designed to be responsive to your current task and easy to use; however, you can choose to
minimize it if it's taking up too much screen space.
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1. Click the arrow in the upper-right corner

of the Ribbon to minimize it. &4 Find ~
laBbC: aaBbce AADB o
v “ac Replace
eadingl  Heading 2 Title _ | Change
g g Y| Styles~ | W Select ~
- . . i 2| Editi
2. To maximize the Ribbon, click the arrow e —
again. Minimize the Ribbon (Ctrl+F1)
Show only the tab names on the
When the Ribbon is minimized, you can make it Ribbon.
reappear by clicking on a tab. However, the
Ribbon will disappear again when you're not using
it.
. o S — —
To Customize the Ribbon: - } ;
References Mailings Review View
You can customize the Ribbon by creating your Aav B S i=-uDe EmEE 4L q
own tabs with whichever commands you want. : i 1. AaBbCi
Commands are always housed within a group, w-A- Add Group to Quick Access Toolbar f

and you can create as many groups as you want
in order to keep your tab organized. If you want,
you can even add commands to any of the
default tabs, as long as you create a custom

group in the tab.

1. Right-click the Ribbon and select
Customize the Ribbon. A dialog box will

appear.

Right-clicking the Ribbon to customize
it

2. Click New Tab. A new tab will be
created with a new group inside
it.

3. Make sure the new group is
selected.

4. Select a command from the list
on the left, then click Add. You
can also drag commands
directly into a group.

5. When you are done adding
commands, click OK.

The dialog box where you can
customize the Ribbon

Customize Quick Access Toolbar..,

Show Quick Access Toolbar Below the Ribbon -

Pi

Cu:ﬁmize the Ribbon...

ize the Ribbon

[
Customize the Ribbon and keyboard shortcuts.

Choose commands from: ()

All Commands

$2 ChangeTo
Change Tracking Options...
Change User Name..,
Char Left
Char Left Extend
Char Right
Char Right Extend
Al Character Border
A Character Scaling
Al Character Shading
1 Chart...
Chart Elements
Floor
CHart Title
Chart Wall
Check Box

B.

S SR

Select a command
and then click "Add".

¥l Checkbox

2 Chinese Envelope...
Choose Translation Language...
Clear

@ Clear

2 _Clear Form Field

Keyboard shortcuts:

Customize the Ribbon: (i)

Main Tabs

Main Tabs Commands will

B @]Home be added to the
Clipbd  gelected group.
Font

Paragrd

Styles

Editing *
=l [¥] Mew Tab (Custom)

Mew Group [Custom)

[#]nsert
[¥] Page Layout
[] References
[¥] Mailings

[] View

<< Remove |27

g

You can create new

tabs and groups and
then rename them.

Mew Tab ] [ﬂewGroup] [ Rename... ]
Customizations: Reset ¥ |
Import/Export ¥ (i}

[ OK J [ Cancel
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If you don't see the command you want, click on the Choose commands from: drop-down box and select All
Commands.

[,

ﬂj Customize the Ribbon and keyboard shortcuts.

Choose commands from: (i) Customize the Ribbon: (i)

All Tabs [~] Main Tabs [« ]

Popular Commands

Commands Mot in the Ribbon Main Tabs

All Commands Home

Macros L = [#] Insert

File Tab Pages

All Tabs Tables

Main Tabe INustrations

Tool Tabs Links

Custom Tabs and Groups Header & Footer
n g —— = Text

Displaying All Commands

Besrt Pege Lageul [ Valirg (e - Devenspar

Backstage View

Information about Document]

Permissions

Backstage view gives you various
options for saving, opening a file,
printing, or sharing your document. It is

L A

" Aryime Can apes, cogy. el (hangs sy et of this Socwenent
)

Pretect

Dacument -

similar to the Office Button Menu from =
i Prepare for Sharing

Word 2007 or the File Menu from New A oo L
earlier versions of Word. However, vt o e arere prrpenes e benes s rare
instead of just a menu, it is a full-page gy
view which makes it easier to work with. e

"o A

d ) Vivare. v re previous versions of this e

To Get to Backstage View: ) Ontiem et

0 o

1. Click the File tab.

ot Page Lapaie Satevaniel fntng: Peirw Wew  Dewlige

: ::H Information about Documentl
Backstage view & opm L Pecmissions

2. You can choose an e Docmere Wepietics
option on the left side s R ,
of the page. o I B rnsi e e o e ‘

2 raized '

3. To get back to your Swved Send ‘
document, just click el B | 9 skt IR
any tab on the Ribbon. :]“' Manage

o C(Click the buttons in the o
interactive below to
learn about the
different things you
can do in Back stage
view.
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Home | Customize Quick Access Toolbar
The Quick Access Toolbar

oy ¥ : New -

__’] . Calil Open 2

The Quick Access Toolbar is located above the Ribbon, Paste g | B[] saw A -

and it lets you access common commands no matter C”p;aard ; E_mail )
which tab you're on. By default, it shows the Save, Quick print

Undo, and Repeat commands. You can add other
commands to make it more convenient for you.

Print R igase sl Drimt

J Add to Quick Access Toolbar
Spelliteg

. v | Und
To Add Commands to the Quick Access Toolbar: N, Rnd ’
edao
1. Click the drop-down arrow to the right of the Draw Table

Quick Access Toolbar. Open Recent File

More Commands...
2. Select the command you wish to add from the

drop-down menu. It will appear in the Quick

Show Below the Ribbon

Access toolbar.

OO TN SERN RN TERN RS TR Ry SR EREY- SR ENEREY SERP. (i
f—— S

Adding a command to the Quick Access Toolbar &
The Ruler 2

The Ruler is located at the top and to the left of
your document. It makes it easier to adjust your :
document with precision. If you want, you can '
hide the Ruler to free up more screen space.

===

The Ruler ¢ o =
olling =3
To Hide or View the Ruler: 3 Switch | Macros
Windows ~ ¥
1. Click the View Ruler icon over the scrollbar to Macros
hide the ruler. 6 © SRR

2. To show the ruler, click the View Ruler icon
again. ‘

Hiding and viewing the Ruler
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Creating and Opening Documents

Word files are called documents. Whenever you start a new project in Word, you'll need to create a new
document, which can either be blank or from a template. You'll also need to know how to open an existing

document.

To Create a New, Blank Document:

1. Click the File tab. This takes you to Backstage view.

2. Select New.

3. Select Blank document under Available Templates. It will be highlighted by default.

Mailings Review View

Home Insent Page Layout References
& save )
Available Templates
B saveas
{3 Home
7 Open
[d Close

Info

Blank document

Blan Blog post
document

i

Recent

Print |

-

)
S

Recent
templates

Sample
templates

Save & Send My templates  New from
existing
Help Office.com Templates Search Office.com for tempi
:] Options = Wi
Exit | —— \ad e |
3 = 5 Y e
Agendas Award Brochures Budgets
certificates
‘ prazzRazIn TaOm]
—‘TJ : Eful / 1 %8
— - -

Creating a new document

Blank document

+

)

Create

4. Click Create. A new, blank document appears in the Word window.

To save time, you can create your document from a template, which you can select from the New Document

pane. We'll talk about templates in a later lesson.
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To Open an Existing Document:
1. Click the File tab. This takes you to Backstage view.

2. Select Open. The Open dialog box appears.

r B
Tor

BN =
@U' [E] » Libraries » Documents » v l‘, H Search Documents ,Ol
Organize v New folder B== » [ @
-
: D. 4 . Folder ¥
b 94 Favorites rrange by: Folder
4 3 Libraries Name
| b 5 Documents 1. Downloads 7
b @) Music ) Misc
& I\g Pictures = @ My Data Sources =
b a Videos @J Cityville High Newsletter Select a file to preview,
@ Community Center Supplies
> «@ Homegroup @ Cover Letter
i @] Fundrajser 2010
4 M Computer &) Resum

Type: Microsoft Word Document
> &, Local Disk (C:) B Sales Te| gize: 35.1 KB
b & stephen on "psf' _ Date modified: 7{2/2010 1:52 PM

<[ m

File name: v [AII Word Documents v]

Tools ~ [ Open v] [ Cancel ]

3. Select your document and then click Open.

If you've opened a file recently, you can also access it from the Recent Documents list. Just click on the File tab
and select Recent.

Insert Page Layout References Mailings Review

= save

B save As

z Community Center Supplies
. L
= Open = My Documents

Recent Documents

[ Close & Cover Letter
= My Documents

Info Sales Team Report

My Documentk
Recent

Resume
My Document

[ C\Users\Stephen\Documents\Sales Team Report.docx]

Hewt Cityville High Newsletter

My Documents e

Print

Save & Send
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Lesson 2-Text Basics:
Introduction

It is important to know how to perform basic tasks with text when

working in a word processing application. In this lesson you will learn the
basics of working with text including how to insert, delete, select, copy,

cut, paste, and drag and drop text.

To Insert Text:

1. Move your mouse to the location you wish text to

™ R AL

c

Home Insert Pa

j % Calibri (Body) ~ 11
Paste ? B 7 U -~ abe

lipboard & Fe

]

Copy (Ctrl=C)

Copy the selection and pu
the Clipboard.

appear in the document.
2. Click the mouse. The insertion point appears.
The insertion point
3. Type the text you wish to appear.

To Delete Text:

Insertion point

1. Place the insertion point next to the text you wish to

delete.
2. Press the Backspace key on your keyboard to delete text to the left of the insertion point.
3. Pressthe Delete key on your keyboard to delete text to the right of the insertion point.

To Select Text:

1. Place the insertion Executive Summary
. January 2010 has been a profitable month and the company has shown growth in many arenas.
point .neXt to the text Ad sales are up by 23% and capital expenditures have decreased since 4* quarter in the Sales
you wish to select. Department. The sales team hired a new design specialist, the role of VP of sales was filled, anew sales
chief position was created, and the sales team accrued 14 new clients, including one national chain.
2. Click the mouse, and Additionally, online ad sales doubled since July of last year. Statistics indicate that sales in most markets
) . ) ! increase with the use of online ads and our clients are readusg those statistics and responding to them.
while h0|dmg it dOWI’], Marketing trends indicate that this growth will continue.
drag your mouse over
the text to select it.
3. Release the mouse button. You have selected the text. A highlighted box will appear over the selected

text.

When you select text or images in Word, a
hover toolbar with formatting options
appears. This makes formatting
commands easily accessible, which may
save you time. If the toolbar does not
appear at first, try moving the mouse over

ble month and th
nditures have de
design specialis
teamaccrued 1
e July of last yea

€ Calibri (E - 11

1
i
n :

Bold (Ctrl+B)

ur clients are readin
th will continue.

the selection.

Hover toolbar with formatting options

=]

- A A
b . A

L=}

RiE
"1
¥

.4

tics and responding to them.

MS Word 2010- Dr. Niraj Kumar Chaturvedi-8




To Copy and Paste Text: TFEEE T——)

Home Insert Page Layout

1. Select the text you wish to copy.

_-] 3‘ Calibri (Body) ~ 11 ~ A" A7

2. Click the Copy command on the Home tab. You can also
Paste ? B 7 U ~abe x, X°

right-click your document and select Copy.

Clipboard = Font

3. Place your insertion point where you wish the text to

appear. Copy (Ctrl+C) 1

Copy the selection and put it on

4. Click the Paste command on the Home tab. The text will the Clipboard.

o
appear.
To Cut and Paste Text:
. , e —
1. Select the text you wish to copy. w9~ 7

. Home Insert Page Layout
2. Click the Cut command on the Home tab. You can also

right-click your document and select Cut. Calibri (Body) ~ 11 ~ A A"

-

Paste B 7 U ~abe X, X°
‘; 2

Clipboard =& Font
3. Place your insertion point where you wish the text to
appear. E Cut (Ctrl+X) |
Cut the selection and put it on the
4. Click the Paste command on the Home tab. The text will ﬂ Clipboard.
appear. . -

You can also cut, copy, and paste by right-clicking your
document and choosing the desired action from the drop-down
menu. When you use this method to paste, you can choose from
three options that determine how the text will be formatted:

+

Construction/Remodel: 320,000
Computers: 525,000
Communication: 3900

e e

e

Keep Source Formatting, Merge Formatting and Keep Text Caffon Lasiemaent: £12 000
Only. You can hover the mouse over each icon to see what it will + Paste Options:
look like before you click on it. T =% A "

Eeep Source Formatting (K)

To Drag and Drop Text:

1. Select the text you wish to copy.

2. Click and drag the text to the location you As the popularity of the Internet continues to grow,

ish it t Th illh affordable access is becoming a necessity. WebDen
Wish It 1o appear. fhe cursor will have a provides people with the ability to access the

rectangle under it to indicate that you are Internet in a social environment. People of all ages
and backgrounds are welcome to enjoy the quirky,

moving text. upscale, and innovative environment that only
. WebDen provides. Coffee, entertainment, and the_
3. Release the mouse button and the text will Internet together form an engaging social scene. }
appear. %3

If text does not appear in the exact location you
wish, you can click the Enter key on your keyboard to move the text to a new line.

Find and Replace

When you're working with longer documents, it can be difficult and time consuming to locate a specific word or
phrase. Word can automatically search your document using the Find feature, and it even allows you to change
words or phrases using Replace.
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To Find Text:

1. From the Home tab, click the Find
command. The Navigation pane will
appear on the left side of the screen.

lace

A TEK.
AaBbC AaBbCcl AaBbCecD | _ - %}

2. Type the text you wish to find in the

THeadingl THeading2 THeading3 _| Change
7| Styles~ | W Select -
Styles P Editing
"5 - & A 7 Find (Ciri+P

field at the top of the Navigation
pane.

Find text or other content in the
document,

3. Ifthe text is found in the document,

it will be highlighted in yellow, and a preview will appear in the Navigation pane.

4. |If the text appears more than once, you can click the arrows on the Navigation pane to step through the
results. You can also click the result previews on the Navigation pane to jump to the location of a result

in your document.

Mawigation =~ = | []

financingl —ills T T

4 matches

=

T 5 5 5T
Type what you 1 8 ¥

Wwear operating
wrant to find here

= |88 | =
business loan in the amount
of S50,000. This fimancing is
required to continue work on
the business

- $12, 000 SBA loan
-

=T ‘\h |/<:

First—tirme by

from owne

ck to step throug frorm two ir]
the results

imncorporat

cower first year operating
expenses. Additional
financing has already been
secured in the form of:

The financding will allow Web
Den to open and maintain
operations through the first
wear. The

a high-speed connection to
the Internet. Financing will
also be budafted for the
purchase of

The fimancimg will allow wWwe
The initial capital will allows
cafe. Successful operation
wwill allow it to grow and be

[ =231
Click a result
to jump to it

pularity of the Int
. WWeb Den prowidg
ent. Coffese, enter

B |

scaens. People of all agaes ar
immowative enwvironment thgy

5. When you close the Navigation pane, the highlighting will disappear.

To Replace Text:

1. From the Home tab, click the Replace
command. The Find and Replace dialog
box will appear.

Clicking the Replace command

2. Type the text you wish to find in the Find
what field.

3. Type the text you wish to replace it with
in the Replace with field.

4. Click Find Next and then Replace to

% 33 Find ~

AaBbC AaBbCcl AaBbCcD b Replace
THeadingl 7 Heading2 THeading3 |_| Change

Styles = | kg Sekect -

Styles ] Editing

1 Replace {Ctrl+H)

Replace text in the document,

replace text. You can also click Replace All to replace all instances within the document.

-
Find and Replace

[T [ |

Find Replace | Go To

Find what: June 14

&l Replace with: [June 18] T

[=]
[=]

" [

Replace

| [Replacean | |

Eind Mext ] [ Cancel ]
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Lesson 3: Formatting Text

Introduction

To create and design effective documents, you need to
know how to format text. In addition to making your
document more appealing, formatted text can draw the
reader's attention to specific parts of the document and
help communicate your message.

In this lesson you will learn to format the font size, style,
and color; highlight the text; and use the Bold, Italic,
Underline, and Change Case commands.

To Change the Font Size:

1.

2.

4,
You can also use the Grow Font and Shrink Font commands to change the size.

To Change the Font:

1.

To Change the Font Color:

Select the text you wish to modify.

Click the drop-down arrow next to the Font Size box
on the Home tab. A drop-down menu appears.

Move the mouse pointer over the various font
sizes. A live preview of the font size will appear in
the document.

Select the font size you wish to use.

Home
B

By
aste

Clipboard =

Insert

Verdana

8
JBIH abg

Page Layout References

Mailings

~ |3 |7|A‘,{

10

ol

R b

PR (AR |

12
14
16
18
20

Home

Insert

°  Calibri (Body)

B 7 U ~abe x, X
; =4

Page Layout References

Aal

*+ 11 v =)

A Al Aa-

A7 .

Font

Home
Select the text you wish to
modify.

Click the drop-down arrow
next to the Font box on the
Home tab. The Font drop-
down menu appears.

Move the mouse pointer over
the various fonts. A live
preview of the font will
appear in the document.

j ‘* Verdana
B =]
Paste

- 7

Clipboard =

¢ FELIX

O Forte

Insert

Page Layout

IZIBG - A AT

R T Y

TITLING

@} Footlight MT Light

{} Frankiin Gothic Book

{} Franklin Gothic Demi

{} Franklin Gothic Demi Cond

{} Franklin Gothic Heavy
¢} Franklin Gothic Meﬁm

¢} Franklin Gothic Medium Cond

References

Aa~

Paragraph ]

N
T

Select the font you wish to
use. The font will change in the document.

Home

™

i
Select the text you wish to modify. .

Insert
Franklin Gothic = 36
B 7 U ~abe x, x°

Font

Page Layout

AW

. Automatic

Click the Font Color drop-down arrow on the
Home tab. The Font Color menu appears.
Move the mouse pointer over the various
font colors. A live preview of the color will
appear in the document.

Select the font color you wish to use. The

=il

1+ | Theme Colors

We'"
1  More Colors..,

" I U ET
Standard Colors | Red, Accent 2, Darker 25%

usin

=

font color will change in the document.
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Your COIOr ChOiceS arenlt Iimited to the drop_down Home Insert Page Layout References Mailings Review View
menu that appears. Select More Colors at the bottom =

_=‘ B Times New Rom = 12~ AT A7

of the list to access the Colors dialog box. Choose the Paste '; B I U-ex
color that you want and click OK.

Font

E——_
To Highlight Text: 3
. Mo Color
1. From the Home tab, click the Text Highlight -
Color drop-down arrow. The Highlight Color
menu appears.
2. Select the desired highlight color.
3. Select the text you wish to modify. It will then be highlighted.
Lnication and entertainment, rather than a
creasing public demand for Internet access
ironment. WebDen’'s goal is to provide the
atmosphere for accessing the Internet] 4
nghllghtmg text Home Insert Page Layout References Mailings
iﬂ_j * Verdana 10 v A AT | A [E:E]'_éz i
4. To switch back to the normal cursor, click the Text 52 . ==
sy Pastej B J U ~abe x, X I
Highlight Color command. v
Clipboard = Font

To Use the Bold, Italic, and Underline Commands:

1t | Bold (Ctrl+B)

Make the selected text bold.
As the popularity of the Internet continues to gro

necessity. WebDen provides people with the abili
. . . . i t. Coffee, entertai t, and the Int
2. Click the Bold (B), Italic (/), or Underline (U) ——————————————————————————————

1. Select the text you wish to modify.

command in the Font group on the Home tab.

Home Insert Page Layout References Mailings Review
To Change the Text Case: () ¥ eene o x kAR B ETECTE
Paste :f B 7 U ~abke x, X° Sentence case. Tl *;T
. . - - Zz
1. Select the text you wish to modify. Clipboard Font lowercase b
@IX : T R UPPERCASE R
2. Click the Change Case command in the Font ™ . S cBtize Excnwora [
i . . tOGGLE cASE
group on the Home tab. - Organization
3. Select the desired case option from the list. : The business is owned by me, JUSEEE.
i The owner will have full authority over all decisions made
and train a manager and assistant manager that will be re
- manager will report directly to the owner, and the assistan

To Change the Text Alighment:

1. Select the text you wish to modify. - _ :
R R References Mailings Review View

2. Select one of the four alignment options from the
Paragraph group on the Home tab.

Aa- |8 = - 4= - fa-~ T |
o Align Text Left: Aligns all the selected text to the
. . AL =El===|4= | 8- -
left margin. — = = = I =
o Center: Aligns text an equal distance from the left - FETEGraph ]

and right margins. 1+ 1| Align Text Left (Cirl+L)
o Align Text Right: Aligns all the selected text to the s

right margin. Align text to the left.

o Justify: Justified text is equal on both sides and
lines up equally to the right and left margins.
Many newspapers and magazines use full-justification.
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Lesson 4: Saving

Introduction- It is important to know how to save the documents you are
working with. Frequently saving your documents helps to keep you from
losing your work, and using Save As allows you to edit a document while
leaving the original copy unchanged. There are many ways you share and
receive documents, which will affect how you need to save the file.

Are you downloading the document? Saving it for the first time? Saving it
as another name? Sharing it with someone that does not have Word
20107 All of these things will affect how you save your Word documents.
In this lesson you will learn how to use the Save and Save As commands,
how to save as a Word 97-2003 compatible document, and how to save

as a PDF.

To Use the Save As Command:

Save As allows you to choose a name and location for your
document. It's useful if you've first created a document or if you
want to save a different version of a document while keeping the

original.

1. Click the File tab.

2. Select Save As.

3. The Save As dialog box will appear.
Select the location where you wish
to save the document.

4. Enter a name for the document and
click Save.

If you're using Windows 7, you'll usually
want to save things to your Documents
library, and in other versions of Windows
you'll save them to the My Documents
folder.

To Use the Save Command:

1. Click the Save command on the Quick Access Toolbar.

2. The document will be saved in its current location with the

same file name.

Documents
Music
Pictures

Videns

=
] g
] g

k™ A
- 4|

File name:

Sales Team Report?|

Save as type: ’Word Document

Authors: Add an author

Weekly Newsletter
4% Computer v e g I

[ Save Thumbnail
n Home Insert Page
= Save Inf
[ B save As ]
I\ C:\Users\
(57 Open
=N
' Close
(W] Save As E
@Uv| =| » Libraries » Documents » x. ‘ 4 ‘ [ Search Documents pe)
Organize v New folder N ér
Documents libra
K Favorites Includes: 3 locations o (RESBIE Yy R Folceres
o o Name 2 Date modified >
4 = libraries |
=3 1
I | Documents }m Choose a location. =
v @) Music @ T C:\Users\
] Pictures Brochures
Budget
Type a file name. s
Letters
< (] My Data Sources

File name: Sales Team Report2|

Save as type: ‘Word Document

Authors: Add an author Tags: Add atag

[] Save Thumbnail

Click Save when done.

“ Hide Folders

] [ Cancel

Save (Ctrl=5)

Calibri (Body)

Paste

v

Clipboard &

B 7 U-

If you are saving for the first time and select Save, the Save As dialog box will appear.
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AUtORecover: tome nret Page Layout Retevenres Whailinge Beaew ey
. i sev N
Word automatically saves your documents to a s ’ Information about Sales Team Report
. . o S s =
temporary folder while you're working on C\sess) Stephen Documents! Setes Team Report dock
. g Open
them. If you forget to save your changes, or if = .
4 Close .
Word crashes, you can recover the autosaved a Patsistons
fl _.'Jl :n.:r\c can open, topy. and change any part of this
ile. document
Protect
Recent Document *
1. Open a document that was previously e
closed without saving. Prepare for Sharing
Print l Before sharing this file, be aware that @ cortains:
< Headers and focters
2. In Backstage view, click Info. Save & Send Sty Costom XML dats
- Content thet peaple weh disabeldies are unsbie tu
. MP et
3. If there are autosaved versions of your A Setting that sutomatically removes properties
. . . »ans nd personal information when the file is Saved
file, they will appear under Versions. -’ Ny TR PR i P
Click on the file to open it. a0
’ Versions
ol &) Todwy, 11 n:[n.q (when 1 closed without saving)
Manage )
4. To save changes, click Restore and -
then click OK.
Home Insert Page Layout References Mailings Review View
). Cambria (Headings) v 26 » v 1&/ % Y
2 B I U ~abe x, x| & -
Quick Change | Editing

vayvAvAav

Font I

Clipboard

Paragraph

o o

Styles » Styles~
Styles

]

/ 'S Recovered Unsaved File This is a recovered file that is temporarily stored on your computer.

By default, Word autosaves every 10 minutes. If you are editing a document for less than 10 minutes, Word may

not create an autosaved version.

Other File Formats

You can share your documents with anyone using Word 2010 or 2007, since they use the same file format.
However, earlier versions of Word use a different file format, so if you want to share your document with
someone using an earlier version of Word, you'll need to save it as a Word 97-2003 Document.

To Save As Word 97 - 2003 Document:

= praries
@ Documents
. . & Music
1. Click the File tab. =
B Videos
2. Select Save As. File name:
Save as type:
3. Inthe Save as type drop-down menu, futhers
select Word 97-2003 Document.
= Hide Folders
4. Select the location you wish to save the
document.
5. Enter a name for the document and click Save.

My Data Sources
@ Cityville High Mewsletter

@ Community Center Supplies
@
- 4

6/23/2010 10:25 AM
7/2/2010 1:57 PM
7/2/2010 1:49 PM

[T »

Sales Team Report3

-
[Wurd Document 'I
‘Word Document

‘Word Macro-Enabled Document

‘Word Template k

‘Word Macro-Enabled Template

‘Word 97-2003 Template

PDF

KPS Document
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To Save As a PDF:
1. Click the File tab.
2. Select Save As.

3. Inthe Save as type drop-down menu, select PDF.

w8 Lipranies My Data Sources 6/23/2010 10:25 AM
B Documents Cityville High Newsletter 7/2/2010 1:57 PM
J’ Music Community Center Supplies 7/2/2010 1:43 PM
[ Pictures =~ 0o ~mmnan e ra P i
BB videns ad| | = | '
File name: 5ales Team Reportd v

Save as type: ‘Wold Document VI

Authors: Word Document
Word Macro-Enabled Document
Word 97-2003 Document
Word Template

Word Macro-Enabled Template

Word 97-2003 Template
~ Hide Folders _
XPSlagbcument

Single File Web Page

Saving as a PDF file
4. Select the location you wish to save the document.
5. Enter a name for the document.

6. Click the Save button.
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Lesson 5: Modifving Page Lavout

Introduction- You may find that the default page layout settings in Word are  home  tnset  Page Layout
not sufficient for the document you wish to create, in which case you will P ; -
want to modify those settings. For example, if you are printing on a different [l [j

paper size, you'll want to change the document page size to match the paper.  Margins Orientation| Size Colu
In addition, you may want to change the page formatting depending on the ) — ” i
type of document you are creating. j Portrait I

e
In this lesson, you will learn how to change the page orientation, paper size, ‘_[3 e
and page margins.

“Home Insert Fage Layout Re

To Change Page Orientation: —
i ENEVIERE
1. Select the Page Layout tab Thevmes @' Marvgms Crientation Si;ze CoIlens
Themes ip
2. Click the Orientation command in the Page Setup group. ﬁ Partrait f
3. Click either Portrait or Landscape to change the page : ﬁ Landscape
orientation. H 1

Landscape format means that the page is oriented horizontally, and portrait format is oriented vertically.

To Change the Page Size: M e e
As | -t ! 5 Soa Sfeamh )
.u - :\ B ) ] - —J : | _] Nymbers *
1. Select the Page Layout tab. DT [ | M Otertetnn BB ™ k- iypnenation « | VT

2. Click the Size command and a drop-down menu will B :

Legw

appear. The current page size is highlighted. e
Srawria
3. Click the size option you desire. The page size of the : M
document changes. = s
To Format Page Margins: S
g g n; Home Irirert ").;-‘ 47, out !‘u". noce
1. Select the Page Layout tab. ;;‘f_\f_;‘_ al- | L ’ ' = e

2. Click the Margins command. A menu of options [L, )
appears. Normal is selected by default. -~ [o—

3. Click the predefined margin size you desire.

op L} Bottam: 0.5
iy )5

MOoderate

Top: 1 e 1

Left o Rignt

Waidte

Top 1 £o 1

Left Rignt

| Office 2003 Detauit
P 1
Left 1.2% Rignt 1.2%

LM MGrOIn
1
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Page Setup 7

. Marging Paper Layout
To Use Custom Margins:

Margirm
Top! 116 = Rottom: |8
1. From the Page Layout tab, click Margins. Left: 8 = Right: 8 b+
Gutter: o* 'm Gutter position: Left I:l
2. Select Custom Margins. This will take Orientation .
you to the Page Setup dialog box. “ Lé] ” ‘ [AY ‘
E;'" trant Landgcape
3. Adjust the margin sizes for each side of Pages
the page and click OK. Multiple pages: |Normal (=]
Preview
Apply ta: | Whole document [T|

l!}-t An Qe fault | I Qf_] | Cancel

The Page Setup Dialog Box

Previously, we showed how to open the Page Setup dialog box from the Margins drop-down menu. As you
become more familiar with Word, you may find that you want to use the Page Setup dialog box more often to
fine-tune the page margins and adjust other settings. To get there more quickly, you may want to use a shortcut
that's conveniently located on the Page Layout tab.

To Open the Page Setup Dialog Box:

1. Click the Page Layout tab.

2. Click the small arrow in the bottom-right corner of the Page Setup group. The Page Setup dialog box will

appear.

Insert Page Layout References Mailings Review View
> ['““"j %= Breaks ~ ‘*j \’hj ‘ﬁ] Indent Sy
= ¥ Line Numbers ~ — | = left: 0 =1
Orientation Size Columns 2% } Watermark Page Page DERLT - v
- - . be” Hyphenation ~ - Color~ Borders | =% Right: |07 =2
Page Setup i~ Page Background Paragrapl

L

l"""‘lr\f:"":"'}'PageSetup B

g Show the Page Setup dialog box. "
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Lesson 6: Checking Spelling and Grammar

Introduction

Worried about making mistakes when you type? Don't be. Word
provides you with several proofing features that will help you
produce professional, error-free documents. In this lesson you will
learn about the various proofing features, including the Spelling and
Grammar tool.

To Run a Spelling & Grammar Check:
1. Go to the Review tab.
2. Click on the Spelling & Grammar command.

3. The Spelling and Grammar dialog box will open. For each
error in your document, Word will try to offer one or
more suggestions. You can select a suggestion and then
click Change to correct the error.

r Y
Spelling and Grammar: English (U.5.) M
Mot in Dictionary:
I enjoyed meeting with youand touring the 2 Ignore Once
facilaty.

Ignore All

Add to Dictionary

Suggestions:

[ 2 - |

1
(@]
it
1]

Change Al
i AutoCorrect
Check grammar
Options... Undo Cancel

=H b

fourtieen vears of sales experil

|BIU

ervisor, wi fourteen
that would Ighore
Ignare All

Add to Dictionary

AutoCorrect
Language

Spelling...

Home

[T =] ABC
g 25
Spelling & Research Thesaurus Word

Grammar Count

Proofing

Spelling & Grammar (F7)

Check the spelling and grammar of |&
text in the document.

i) |

4. If no suggestions are given, you can manually type in the correct spelling.

Spelling and Grammar: English (U.S.)

Not in Dictionary:

I enjoyed meeting with you and touring the o I Undo Edit I
faciliky.]: L S ]

Suggestions:

Corrections can

fadility » Chang
simply be typed in. Shanae
-
[¥] check grammar

Options, .. | Undo Cancel
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Ignoring "Errors"

The spelling and grammar check is not always correct. Particularly with grammar, there are many errors that
Word will not notice. There are also times where the spelling and grammar check will say that something's an
error when it's actually not. This often happens with people's names, which may not be in the dictionary.

If Word says that something is an error, you can choose not to change it. Depending on whether it's a spelling or
grammar error, you can choose from several options:

For spelling "errors":
e Ignore Once: This will skip the word without changing it.

e Ignore All: This will skip the word without changing it, and it will also skip all other instances of this word
in the document.

e Add to Dictionary: This adds the word to the dictionary so that it will never come up as an error. Make
sure that the word is spelled correctly before choosing this option.

For grammar "errors":
e Ignore Once: This will skip the "error" without changing it.
e Ignore Rule: This will skip this "error" as well as all other instances that relate to this grammar rule.

¢ Next Sentence: This skips the sentence without changing it, and leaves it marked as an error. That
means it will still show up if you do another Spelling and Grammar check later on.

If you're not sure about a grammar error, you can click Explain to see why Word thinks it's an error. This can
help you determine whether you want to change it or not.

Automatic Spelling and Grammar Checking

By default, Word automatically checks your document for spelling and grammar errors, so you may not even
need to run a separate Spelling and Grammar check. These errors are indicated by colored, wavy lines.

e The red line indicates a misspelled word.
e The green line indicates a grammar error.

e The blue line indicates a contextual spelling error. This feature is turned off by default.

As wetalked about in our meeting, my fourtteen g, both in commissioned
floorsales and in the role of Sales Supervisor, w Spelling error ity Furnishings. In that
time, [ have learned many techniques that would e customer satisfaction

ratings at Quality Furnishings.

In addition, I wanted to let you ng that [ have recently recieved my certificate from the Superior
Sales Training program at thegllational Business Institute. several techniques coveredin the
program are sure to bolster gales. ion. I look forward to having

the lity Furnishings. ‘\
T Contextual spelling error in filling the Sales Grammatical error freeto
co would like addition forwardto

hearing from you soon.

Spelling and grammar errors
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A contextual spelling error is when a wrong word is used, but
the word is spelled correctly. For example, if | write "Deer
Mr. Theodore," at the beginning of a letter, deer is a
contextual spelling error because | should have used dear.
Deer is spelled correctly, but it is used incorrectly in this
letter.

To Use the Spelling Check Feature:
1. Right-click the underlined word. A menu will appear.

2. Click on the correct spelling of the word from the
listed suggestions.

3. The corrected word will appear in the document.

lpetence- of the staff Cambria ~ |11+ A" Ao~ iE &= 1lo
A supportive atmos B 7 UZ=®-A-F
eting, my fourtteen vears of sales experience, both in
ales Supervisor, wi fourteen v Furnis|
hniques that would Ignore customdg

Ignore All
u know that I have Add to Dictionary tificate
National Business AutoCarrect » |UeS CoVe
les. Also, increases Language ., |look fory
at Quality Furnish 85 soeling..
sideration in filling Look Up | » jon. Plea
estions or would 1il 1.1 am lodg
&, Paste Options:
22 5 (%] (A
Additional Actions #

Correcting a spelling error

=

As wetalked aboy ©@mbria ¥ |11~ A o7 IF &
floorsalesandin| B 7 U = ® - A - F »
time, [ have learn many techniques that wouldin
ratings at Quality learned

¥
]

In addition, I wan Igiore Once

Sales Training pr{ & Grammar... ness
prograim are sure e About This Sentence =

the chance to imp Look Up | mishi
Thank you again { 4 lling
contactme if you| 3 ald 1i
hearing from you ({8, Paste Options:

2 5% A

Sincerely,
Additional Actions g

You can choose to Ignore an underlined word, add it to the dictionary, or go to the Spelling dialog box for more

options.

To Use the Grammar Check Feature:

1. Right-click the underlined word or phrase. A menu will appear.

2. Click on the correct phrase from the listed suggestions.

3. The corrected phrase will appear in the document.

Correcting a grammar error

You can also choose to Ignore an underlined phrase, go to the Grammar dialog box , or click About This

Sentence for information about the grammar rule.
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To Change the Automatic Spelling and
Grammar Check Settings:

Insert

Page Layout References Mailings Review View

H Save

cnen Information about Document2
g, Save As

1. From Backstage view, click on

[ Open _ Permissions

Optlons o Close % Anyone can open, copy, and change any part of this document.
Protect
Document ~
. . Recent

2. Select Proofing. The dialog box gives ~ Prepare for Sharing

you Several OptlonS tO choose from. New ( ?j’ Before sharing this file, be aware that it contains:

: . = Document properties and author's name
Print CII::::Sf?r Content that people with disabilities find difficult to read
* |f you don't want Word to
X K Save & send
automatically check spelling,
Versions

. Hel
unCheCk Check Spe"Ing as yOU type £ ._@ ] There are no previous versions of this file.

] Dptlns Manage
. Versions =

= [fyou don't want
grammar errors to
be marked,
uncheck Mark grammar errors as you type.

* To check for contextual spelling errors, check Use contextual spelling.

-
Word Options ===

General [Aamc] ol
%}i 4 Change how Word corrects and formats your text.
Crisola
[ Proofing ] AuvtoCorrect options
Sawve Change how Word corrects and formats

text as you type: [ AsAutoCorrect Options... ]

Language
When correctimg spellimg in Microsoft Office programs
Advanced
Igrnore words in UPPERCASE

Customize Ribbon Ignore words that contain numbers

Quick Access Toolbar Ignoare Intermet and Tile addresses

Flag repeated words

Add-Ins Enforce accented uppercase in French

OOSEEE

Trust Center Suggest from main dictionary only

—

Custom Dictionaries... |

French modes: Traditional and new spellings EI

1}

Spanish modes: Tuteo verb forms only EI

wWhen correcting spelling and grammarn in VWornd

Check spelling as you type

Use contextual spelling

Mlark grammar errars as you type

Check grammar with spelling
Show readability statistics

ting Styie: | Grammar Oy [=]

Recheck Drocument ]

t DREEE

—

Exceptions for: =] Document2 EI

|:| Hide spelling errors in this document only

|:| Hide grammar errors in this document only

[ O ] [ Cancel ]

Changing the Proofing Options

If you've turned off the automatic spelling and/or grammar checks, you can still run a check by going to the
Review tab and clicking the Spelling & Grammar button.
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To Hide Spelling and Grammar Errors in a Document:

If you're sharing a document such as a resume with someone, you might not want them to see those annoying
red, green, and blue lines. Turning off the automatic spelling and grammar checks only applies to your
computer, so the lines may still show up when someone else views your document. Luckily, you can hide
spelling and grammar errors in a document so that the lines will not show up on any computer.

1. From Backstage view, click on Options.

2. Select Proofing.

3. Inthe drop-down box next to "Exceptions for:" select the correct document (if you have more than one
document open).

When correcting spelling and grammar in Word

Check spelling as you type W
Use context El__h] All New Documents
Mark gramm E._-hj
Check gram
|:| Show readab

Writing Style:

Exceptions for: El__hj Thank You letter E| i

Community Center Supplies

] pocument2

Document23

™,

(] sales Team Report
Select document

@i Thank You letter

|:| Hide spelling errors in this document only
|:| Hide grammar errors in this document only

[ ok || cance ]

Creating exceptions for a
document

4. Put a checkmark next to Hide spelling errors in this document only and Hide grammar errors in this
document only.

5. Click OK.

MS Word 2010- Dr. Niraj Kumar Chaturvedi-22



Lesson 7: Printing

Introduction

Once you've completed your document, you may want to print it. This
lesson covers the tasks in the Print pane along with the Quick Print

feature.

To View the Print Pane:

1. Click the File tab to go to Backstage view.

2. Select Print. The Print pane appears, with the print settings on

the left and the Preview on the right.

Printer

;7 HP Color LaserJet 2800 Seri...
= Ready

Printer Proped
Settings
L Print All Pages
4 Print the entire document

Pages:

Click the buttons in the interactive below to learn about the Print pane.

i

Insert Page Layout Returences Matlings
bed Save
Print
EEl Save As I ;
T Coples: 1 o
J Open
e e Print
i__i Clase
Info Printer
/ HP Color Laser)et 2800 Seri... _
Rocont WP Roncdy
N Erinter Properties
ew
Settings
Print
‘] Print All Pages =
s &S o Print the entire documaent
ave en
Pages:
Help '| Print One Sided
30 I Only print an one side of th..,
5 ptions
(=i lLuIla!cd =
3 Exit 1,23 1,23 1,23
Iy
‘ | Portrait Orientation -
| Letter -
8.5" %11
Normal Margins <
Left: 17 Right: 1
| 1 Page Per Sheet -
|
Page Setup 4

Review View

e I3 2000

ofl » 40% (=)L)

To Print:

Go to the Print pane.
Select the number of copies.

Select a printer from the drop-down list.
Click the Print button.

ok wnNE

If you only want to print certain pages, you can type a range of pages. Otherwise, select Print All Pages.

Check the Collate box if you are printing multiple copies of a multi-page document.
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Quick Print

There may be times when you want to print something
with a single click, using Quick Print. This feature prints
the document using the default settings and the default
printer. In Word 2010, you'll need to add it to the Quick
Access Toolbar in order to use it.

Quick Print always prints the whole document, so if you
only want to print part of your document you'll have to
use the Print pane.

To Access the Quick Print Button:

1. Click the drop-down arrow on the right side of
the Quick Access Toolbar.

2. Select Quick Print if it is not already checked.
Adding Quick Print to the Quick Access Toolbar

3. To print, just click the Quick Print command.

=F

Paste B 7 U ~abe x, X%
v & =

Clipboard i Font

[ |

Cali
a3
Paste ¥ B
Clipboard &

Eg Py n L s n

Home v

: [Buick Print (HP Color LaserJet 2800 Series PS) I
| j ® Calibri(Body) ~ 11 <+ A" A" | Aav | &
b =3

PARR .
L —

Customize Quick Access Toolbar
New
Open
\7] Save
E-mail
Quijck Print

Pri

Sp &rrrrg—ocor

Add to Quick Access Toolba

'™

r

8

Undo
Redo
Draw Table

Open Recent File

More Commands..,

Show Below the Ribbon

.|

The Quick Print command

MS Word 2010- Dr. Niraj Kumar Chaturvedi-24



Lesson 8: Using Indents and Tabs

Introduction

There are several ways in Word that you can indent text; however, it’s
important to use these tools appropriately in order to indent correctly
each time. This helps the editing process go smoothly, thus saving you
time.

In this lesson, you will learn how to use the tab selector and the
horizontal ruler to set tabs and indents, and how to use the Increase
and Decrease Indent commands.

Indenting Text

S wa

WS

iThank vou for taking
position. [ enjoyed meeting v
ofthe showroom and with t
chance to work in such a pro

As wetalked about in our m
floorsales and in the role of
time, [ have learned many te
ratings at Quality Furnishing

In many types of documents, you may wish to indent only the first line of each paragraph. This helps to visually
separate paragraphs from one another. It's also possible to indent every line except the first line, which is

known as a hanging indent.

Dear Mr. Powell:

Thank you for taking the time to meetwith me last Thur:
position. I enjoyed meeting with you and touring the facility. I wi
ofthe showroom and with the competence of the staff at Quality
chance to workin such a productive and supportive atmosphersg

As wetalked about in our meeting, my fourteen years of
commissioned floor sales and in the role of Sales Supervisor, wof
Furnishings. In that time, | have learned many techniques that v
customer satisfaction ratings at Quality Furnishings.

In addition, [ wanted to let you know that I have recently
Superior Sales Training program at the National Business Instify
the program are sure to bolster sales. [ look forward to having tlI

Quality Furnishings.

Dear Mr. Powell:

Thank you fortaking the time to meetwith me last Thursday ab
enjoyed meeting with youand touring the facility.] was
the showroom and with the competence ofthe staffat
chance to work in such a productive and supportive atm

As wetalked about in our meeting, my fourteen years of sales
floorsales and in the role of Sales Supervisor, would gre;
that time, [ have learned many techniques that wouldin
gatisfaction ratings at Quality Furnishings.

In addition, [ wanted to let you know that | have recently receiv
Sales Training program at the National Business Institut
program are sure to bolster sales. I look forward to havi
Quality Furnishings.

First Line Indent

Hanging Indent
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To Indent Using the Tab Key:
A quick way to indent is to use the Tab key. This will create a first line indent of 1/2 inch.

1. Place the insertion point at the very beginning of the paragraph you wish to indent.

T O T e

= [ [ [ [ [ [

| iI'hank vou fortaking the time to meet with me last Thursday|
enjoyed meeting with youand touring the facility. [ was very
showroom and with the competence of the staff at Quality FLI

workin such a productive and supportive atmosphere.

Placing the insertion point

2. Press the Tab key. On the ruler, you should see the First Line Indent marker move to the right by 1/2
inch.

1|"?1|1|3|
iI'hank vou fortaking the time to meetwith me last T
position. [ enjoyed meeting with youand touring the facility.
ofthe showroom and with the competence of the staff at Qu
chance to workin such a productive and supportive atmosp

Pressing the Tab key

If you can't see the ruler, click the View Ruler icon over the scrollbar to display it.

== ==

L4 q
Switch Macros
Windows v v
Macros
& .S 2s L |

|

|

To Create or Adjust a First Line Indent or Hanging Indent:

Hiding and viewing the Ruler

1. Place the insertion point anywhere in the paragraph you wish to indent, or select one or more
paragraphs.

2. To adjust the first line indent, drag the First Line Indent marker on the ruler.
3. To adjust the hanging indent, drag the Hanging Indent marker.
4. To move both markers at the same time, drag the Left Indent marker. This will indent all of the lines in

the paragraph.
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eadit~ 11 ~ A A" | Aa~
v abe X, X° | A\~ ¥

Font

Left Indent marker

The three indent markers

To Use the Indent Commands:

If you want to indent all of the lines in a paragraph, you can use the Indent commands on the Home tab.
1. Select the text you wish to indent.
2. Make sure you are on the Home tab.

3. Click the Increase Indent command to increase the indent by increments of 1/4 inch.

References Mailings

Adal = iz
Aav | B, ==

F—

T Asdfasdf T Norr

&
b=
[0
([
I

P Paragraph Fa

5

g

Increase Indent

Increase the indent level of the
paragraph.

Increasing the indent

4. Click the Decrease Indent command to decrease the indent by increments of 1/2 inch.

If you would prefer to type in your indent amounts, you can use the Indent fields on the Page Layout tab.

Review View

Indent Spacing

i5 left: 042 s ) 1= Before: Opt -

£z Right: 0 S | 1= After  Opt -
Fatagiaph s

Typing an indent amount
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Tabs- Tabs are often the best way to control exactly where text is placed. By default, every time you press the
tab key, the insertion point will move 1/2 inch to the right. By adding tab stops to the Ruler, you can change the
size of the tabs, and you can even have more than one type of alighment in a single line. For example, you could
Left Align the beginning of the line and Right Align the end of the line by simply adding a Right Tab.

O N S S R A R S B SR SRR

=

WILLIAMS COMMUNICATIONS, INC., Raleigh, NC 2006 — Present
Contracts Manager, Facilities Division

WIRELESS COMMUNICATIONS, Cary, NC 2000 — 2006
Real Estate Specialist, Mid-South Network

HUNTER & SUGARMAN, Murphy, NC 2000
Banking & Finance Paralegal

DANIELS, HENDERSON, & WALKER, Murphy, NC 1995 —1999

Real Estate Paralegal T
Aligned left Aligned right
(using tab stop)

Pressing the tab key can either add a tab or create a first line indent depending on where the insertion point is.
Generally, if the insertion point is at the beginning of an existing paragraph, it will create a first line indent;
otherwise, it will create a tab.

Using two types of alignment

The Tab Selector

The tab selector is above the vertical ruler on the left. Hover over the tab selector to see the name of the type
of tab stop that is active.

The tab selector
The types of tab stops include:
e LeftTab E‘: Left-aligns the text at the tab stop.
e Center Tab : Centers the text around the tab stop.
e RightTab E‘: Right-aligns the text at the tab stop.
e Decimal Tab : Aligns decimal numbers using the decimal point.
o BarTabLtl: Draws a vertical line on the document.

e First Line Indent E': Inserts the indent marker on the ruler and indents the first line of text in a
paragraph.

¢ Hanging Indent : Inserts the hanging indent marker and indents all lines other than the first line.

Although Bar Tab, First Line Indent, and Hanging Indent appear on the tab selector, they're not technically tabs.
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To Add Tab Stops:

1. Select the paragraph or paragraphs that you want to add tab stops to. If you don't select any
paragraphs, the tab stops will apply to the current paragraph and any new paragraphs that you type
below it.

2. Click the tab selector until the tab stop you wish to use appears.

3. Click the location on the horizontal ruler where you want your text to appear (it helps to click on the
bottom edge of the ruler). You can add as many tab stops as you want.

]

Ls

Construction/Remodel: $20,000.00
Computers: $25,000.00
Communication: $900.00

Coffee Equipment: $12,000.00
Insurance: $800.00

Rent: $10,000.00

Marketing: $3,000.00

Legal: $1,000.00

Adding a Decimal tab stop

4. Place the insertion point where you want to add the tab, and press the Tab key. The text will jump to
the next tab stop.

i | -E--Ll---l---|---2---|---3---J_.|---4--
£ : .
Construction/Remodel: $20,000.00
Computers: £25,000.00
Communication: £900.00
Coffee Equipment: $12,000.00
Insurance: $800.00
Rent: $10,000.00
Marketing: $3,000.00
Legal: $1,000.00

Using the Tab key to move the text to
each tab stop

5. Toremove a tab stop, just drag it off of the Ruler.

Click the Show/Hide 9 command on the Home tab (in the Paragraph group). This will allow you to see the
nonprinting characters such as the spacebar, paragraph (1), and Tab key markings.
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Mailings Review View

CECEEE

=== | M-

Paragraph

] Styles

AaBbCcD¢ | AaBbCcDe AaBbCi AaBbCc

i < T Mo Spaci.. Headingl  Heading 2

" 3| Show/Hide T (Ctri+*)

Wicrosoreofic | Show paragaph maresna
*— Wordf
*—p Excelf
*— PowerPoint¥
s OutlookT
o AccessT
*— InfoPath

other

0 Press F1 for more help.

R

Construction/Remodel:- -+ $20,000.009

Computers:- - $25,000.009
Communication:- - $900.009
Coffee-Equipment:- - $12,000.009
Insurance:- - $800.009
Rent:- - $10,000.009
Marketing:- - $3,000.009
Legal:- - $1,000.009

p.

The Show/Hide 9 command

Tab markings
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Lesson 9: Line and Paragraph Spacing T

Introduction

An important part of creating effective documents lies in the document
design. When designing your document and making formatting Parag 1.0 I}
decisions, you will need to know how to modify the spacing. In this 3 1| | 115
lesson, you will learn how to modify the line and paragraph spacing in ' T
various ways.

2.0
About Line Spacing 25
Line spacing can either be measured in lines or points. For example, 3.0

when text is double-spaced, the line spacing is two lines high. On the

other hand, you might set 12-point text with something like 15-point spacing, which gives enough height for the
text plus a little extra space. You can reduce the line spacing to fit more lines on the page, or you can increase it
to improve readability.

Line spacing is also known as leading (pronounced to Mailings Review View
rhyme with "wedding").

- —

To Format Line Spacing:

1. Select the text you want to format.

M e e
=-S5 [ FE T 1 aambo | As

=-|| Sy oo M Asdfasdf | T

Farag 1-ﬂ|} -

2. Click the Line and Paragraph Spacing command I 2 [y | 115
in the Paragraph group on the Home tab. 15
3. Select the desired spacing option from the drop- 20
down menu. 25
3.0

Changing the line spacing

Line Spacing Cptions...
4. From the drop-down menu, you can also select

Line Spacing Options to open the Paragraph
dialog box. From here, you can adjust the line
spacing with even more precision.

Add Space Before Paragraph

=M W=

Remove Space After Paragraph

— —~
Paragraph B
Indents and Spacing I Lime and Pags Breaks I
Seneral
Alignment: L=ft EI
Dutdine lewel: Body Text EI
Indentaton
Le=Ft: o™ = Special: By:
Right: o™ = rone) EI =
] Mirror indents
Spacing
EBEcsfore: O pt = Line spacing: At
After: 10 pt = Exacty E 15 pt =
[ Don't add space between parag o) Single
1.5 lines
Double
- At least
Prewiewe
[[eaIIE=1=1]

[ Tabs. .. ] [ Set As Default ] [ Ok ] [ Carncel ]

Fine-tuning the line spacing

-

If you select At least or Exactly in the Paragraph dialog box, the line spacing will be measured in points.
Otherwise, it will be measured in lines.
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Paragraph Spacing

Just as you can format spacing between lines in your document, you can also choose spacing options between
each paragraph. Typically, extra spaces are added between paragraphs, headings, or subheadings. Extra spacing
between paragraphs helps to make a document easier to read.

To Format Paragraph Spacing

1. Click the Line and Paragraph Spacing command on the Home tab.

2. Select Add Space Before Paragraph or Remove Space After Paragraph from the drop-down menu.

Mailings Review View
=T FE T s e
E = E = + || TAsdfasdf | T
Parag 1.0 -
T2 W] 15 -
1.5 e
20
2.5
3.0
Line Spacino Ootigns :
é: Add Space Before Paragraph
f: Rkﬂue Space After Paragraph

Adding space before a paragraph

3. From the drop-down menu, you can also select Line Spacing Options to open the Paragraph dialog box.
From here, you can control exactly how much space there is before and after the paragraph.

—
Paragraph

[T S| |

Indents and Spacng

Line and Fage Breaks

General

Alignment: Left
Outine lewel: Body Text
Indentation

Left: o~

Al{|4I¥

Right: o~

[ mirror indents

Spadng
EBefore:
After:

Prewview

[=]
[=]

Spedial: By:

Line spacng: At:

Multiple El

1.15

e paragraphs of the same style

[k

oo Timcs T Tose T T

o Timcct Teaerr b Totcr Bt Tt Bigerr s Tt Bt T B Titc's B Tt e T S s Tkt
o Timcct Teaeer b Totcr B Tt Bigerr s Tt Bt T S s Tinc's Fegerr i Tk e Tiacoes Toerr s Tkt

[ Tabs... ]

[ set As Default | [ Ok

Cancel

J |

Fine-tuning the paragraph spacing

MS Word 2010- Dr. Niraj Kumar Chaturvedi-32



Lesson 10: Working with Lists

Introduction

Bulleted and numbered lists can be used in your documents to format,
arrange and emphasize text. In this lesson, you will learn how to modify
existing bullets, insert new bulleted and numbered lists, select symbols

as bullets, and format multilevel lists.

To Create a List:
1. Select the text that you want to format as a list.

2. Click the Bullets or Numbering drop-down arrow
on the Home tab.

The Bullets and Numbering commands and drop-down
arrows

3. Select the bullet or numbering style you would
like to use, and it will appear in the document.

4. To remove numbers or bullets from a list, select
the list and click the Bullets or Numbering
commands.

When you're editing a list, you can press Enter to start a
new line, and the new line will automatically have a bullet
or number. When you've reached the end of your list,
press Enter twice to return to "normal" formatting.

Bullet Options

> || v
Document Bullets
» Constr
+
> Compy ¢ o
> Comm
» Coffee| =
» Insura Define New Bu
» Rent:d
> Marketing: 53,000
- .

Bullets and Numbering
commands
References Review View
! 1= . Y=. | EESE | A
Aa o S Er EE T 1. AaBbCi El
L. A Bullets
] [ ] L]
RN A Bullets and Numbering 1
—— drop-down arrows
+
*
T T T e
> Vv
Document Bullets
» Constr
» Compu 0:0 ®
» Comm
» Coffee =
» Insura !
Define New Bullet...
» Rent:j —
¥ Marketing: 535,000
» Legal: $1,000

To Use a Symbol as a Bullet: [ Define New Bullet =)
1. Select an existing list. Bullet character
[ §ynRol... ] [ Picture... ] [ Font... ]
2. Click the Bullets drop-down arrow. AlignméNt: 7
Left
3. Select Define New Bullet from the drop-down menu. The = B
Define New Bullet dialog box appears. FrEvew
The Define New Bullet dialog box
>
4. Click the Symbol button. The Symbol dialog box appears. %
5. Click the Font drop-down box and select a font. The >
Wingdings and Symbol fonts are good choices as they
have a large number of useful symbols.
TR [ e
A
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Font: |Wingdings E
O|Q|O|® @O = |O|A |4 |k|%x| % ¥ &
F || QG| x|O|C|O|C|D|D|T|D|D
olo|olds|aPle2|e 2 MEE I RK
JRly g e < A r|e|20/0€
SINMVIR|IAE N €DINVRIA KN
|3 |IN|A e ||| a "‘/@Eiﬁ@
Recently used symbols:
O0Om0® YL LY O®™E+ =<
Wingdings: 216 Character code: [216 from: | Symbol (decima) ||
[ ok | [ caneal |
X “iChoosing a symbol

6. Select the desired symbol.

7. Click OK. The symbol will now appear in the Preview section of the Define New Bullet dialog box.

[ie=rr= News Buliet Lilgj
Bullet character
] [ Picture. J [ Font... ]
=]

-
-
-

[ oK ] [ Cancel ]

Preview of the new bullets

8. Click OK to apply the symbol to the list in the document.

You can use a picture as a bullet. Click the Picture button in the Define New Bullet dialog box, and then locate
the image file on your computer.

To Change the Bullet Color:
1. Select an existing list.
2. Click the Bullets drop-down arrow.
3. Select Define New Bullet from the list. The Define New Bullet dialog box appears.
4. Click the Font button. The Font dialog box appears.

5. Click the Font Color drop-down box.
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Font Advanced

Font: Font style: Size:
Wingdings
Wladimir Script - Regular - a8 -
wrinda Italic =] I:I
Webdings Bold 10
wide Latin [ [Beld 1talic 11

— 12 -

Font color: Underline sfvle: Underline color:
Mo Color E : I | Mo Color EI
Il Automatic :
Theme Colors [] small caps
- IHHNENNMNM~N [H] Al caps
[ Hidden
| I AEENEE
Standard Colors
o
I . - N N N .
Recent Colors
- -
%2y More Colors...
[ oK | [ cancel

] Choosing a bullet color
6. Click on the desired color to select it.

7. Click OK. The bullet color will now appear in the Preview section of the Define New Bullet dialog box.

Define New Bullet (2 e

| et character

] [ Cancel J
% dPreview of the new bullet color

8. Click OK to apply the bullet color to the list in the document.

# Construction/Remodel: $20,000
# Computers: $25,000

# Communication: 5900

# Coffee Equipment: $12,000

# Insurance: $800

# Rent: $10,000

# Marketing: 53,000

# Legal: $1,000

The finished bullets
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Multilevel Lists

Multilevel lists allow you to create an outline with multiple levels. In fact, you
can turn any bulleted or numbered list into a multilevel list by simply placing
the insertion point at the beginning of a line and pressing the Tab key to
change the level for that line. You can then use the Multilevel List command
to choose the types of bullets or numbering that are used.

A multilevel list
To Create a Multilevel List:
1. Select the text that you want to format as a multilevel list.

2. Click the Multilevel List command on the Home tab.

Mailings Review View

S-S rEhs- I EE 4T

M B =i | Z AaBbCcDe
=E=== = T Captio
Paragraph Ia

1| Multilevel List

Start a multilevel list.

Click the arrow to choose different
multilevel list styles.

The Multilevel List command

++ Sporting Equipment
¥ Baseball
= Baseball glove
= Baseballs
= Bats
¥ Basketball
= Basketballs
» Golf
= Golfclubs
= Golfballs
“ Miscellaneous Equipment
» Pool
= Poolfloat (small)
= Poolfloat (medium)
=  Water volleyball kit
¥» Other
= Hula hoops
= Horseshoes
= Sidewalk chalk

3. Click the bullet or numbering style you would like to use. It will appear in the document.

4. Position your cursor at the end of a list item and press the Enter key to add an item to the list.

To remove numbers or bullets from a list, select the list and click the Bullets
or Numbering commands.

To Change the Level of a Line:
1. Place the insertion point at the beginning of the line.
Placing the insertion point at the beginning of a line

2. Pressthe Tab key to increase the level.

# Sporting Equipment

¥ DBaseball

= Bageball glove

=  Baseballs

= Bats

—b - Baseball helmets

> Basketball

= Basketballs
» Golf

= Golfclubs

=  Golfballs

Pressing the Tab key to increase the level of
aline

3. Hold Shift and press Tab to decrease the level.
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Lesson 11: Adding Breaks

Introduction

Word has several different types of breaks that you can add to your
document to change the layout and pagination. Each type of break
serves a different purpose and will affect the document in different
ways. Page breaks move text to a new page before reaching the end of a
page, while section breaks create a barrier between parts of the
document for formatting purposes. Column breaks split text in columns
at a specific point. In this lesson, you'll learn how to insert and delete

breaks.

To Insert a Break:

5

k¥

*,Z::: Breaks -

Page Breaks

s

|4] waterma rl

Page
Mark the point at whic
ﬁ mnd the next page beg

Column
Indicate that the text fdg
break will begin in the

Text Wrapping
Separate text around o

1. Place the insertion point where you want the break to appear.

2. Select the Page Layout tab.

3. Click the Breaks command. A menu appears.

Page Layout

S

tion

Size  Columns

- -

Page Setup

References

Mailings Review View

|4) watermark = Indent

Page Breaks
_J Page
» Mark the point at which one page ends
ﬁ D}nd the next page begins.

Column
Indicate that the text following the column
break will begin in the next column.

I

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

MNext Page
Insert a section break and start the new
section on the next page.

-

e

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

WPE

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

Pk

Spacing

Ii Before: O pt
10 pt
Paragraph ]

L

Ar 4

1: After

-

I

w
-

[
]

Break will be added
at insertion point

= company has shown growth in many arenas.
rezsed since 4 quarter in the Sales
. the role of WP of sales wasfilled, a new sales

chief position was created, and the sales team accrued 24 new clignts, including one national chain.
Additionally, online ad sales doubled since July of |ast year. Statisticsindicate that salesin most markets
increase with the use of online adsand our clients are reading those statistics and responding to them.

Marketing trends indicate that this growth will continue.

AdWarks received the Triangle Business of the Year award for its role in developing local
awareness edvertisements for the Local Disaster Relief Fund and the Fightthe Drought awareness
campaign. President Pete Moss accepted the award on behalfof the creative team at AdWorks.

4. Click the desired break option to create a break in the document.

Adding a page break
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To Delete a Break:

Breaks are hidden by default. If you want to delete a break, then you'll probably want Word to show the breaks
so you can find them for editing.

1. From the Home tab, click the Show/Hide 9 command.

Mailings Review View

= o i— =
B W Je— ¥ e b

=T i= oA : AaBbCcDe AaBbCi AaBbCc
= =R T Mo Spaci.. Headingl  Heading 2
Paragraph P Styles

Ll 20 L 3 ghow/Hide T (Clrl+Y) I

i e R Show paragraph marks and other

Mu:"f:,'ft Orficed hidden formatting symbols.

s Wordfl

s Excel

s PowerPointy

s Qutlook

sy AccessT

*— |InfoPathd

0 Press F1 for more help.
Showing paragraph
markings
2. Double-click the break to select it.
AdWorks,-Inc
, [ |
Sales-Team-Monthly-Reportq
]anuar}r-z[} T O ) Page Break . 1[
Selecting the break

3. Press the Backspace or Delete key to delete the break.
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Lesson 12: Working with Columns

Introduction

Columns are used in many types of documents, but are most commonly

Size  |Columns

- -

Page 54

*,Z::: Breaks =
i .
/3 Line Numbers ~

b~ Hyphenation -

= One :
used in newspapers, magazines, academic journals, and newsletters. In :E: — —
this lesson you will learn how to insert columns into a document and
create column breaks. T == TS] Y
To Add Columns to a Document: W === e L
— ===
1. Select the text you want to format.
2. Click the Page Layout tab.
3. Click the Columns command. A drop-down menu will appear.
Page Layout References Mailings Review View
Ij J "= Breaks ~ [4] Watermark ~  Indent Spacing
{3 Line Numbers - @ Page Calor = 'Ef Left: 0" . i: Before: .
tion Size |Columns| __ ] e - 4= N
- - b Hyphenation * | |[]] Page Borders | £% Right: 0 S 3= After  0pt :
Page Se = | Page Background Paragraph P
= One
X | = ERENRERE RN R
ig" Two
Ti N Year
M === e ince that the 2010 Cityville High teacher oi? the year is ME Jane
= math teacher for 16 years and has been with Cityville High for
tir iense dedication to her students and the school. She is single-
rel ==| left 1g the corporate spelling bee and Mathematics Quiz Bowl, wla
co gainst Cityville High students in two fundraising events. Ad
sel =:| npight 1ent head for the last three years. Thank you to Ms. Doe for her
co| — ward well earned!
EE  More Columns..,
Cityvilie Students Win Award
Susan Thompson and John Smith, two Cityville sophomores, have won the Town Cousl
a Better place award. The two 10th graders organized a recycling project that affects thq

Adding columns

4. Select the number of columns you would like to insert. The text will then format into columns.

If you want to remove the columns, just click the Columns command and select One for the number of columns.

Adding Column Breaks

Once you've created columns, the text will automatically flow from one column to the next. Sometimes, though,
you might want to control exactly where each column begins. You can do this by creating column breaks.
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To Add Column Breaks:

1. Place the insertion point where you would

like to add the break.

2. Click the Page Layout tab.

3. Click the Breaks command in the Page Setup
group. A drop-down menu will appear.

4. Select Column from the list of break types.
Adding a column break

5. The text will shift to reflect the column

break.

Qrientation 5

Page Setup

ize Columns

.

Insert Page Layout References Mailings Review View
Ijbuu I f | = = |4 watermark ~  Indent
j Page Breaks

Page
Mark the point at which one page ends
and the next page begins.

o
The studer =
Ceremony, ==
awarded§

Column
Indicate that the text following the column
Ibbrealc will begin in the next column.

PTA Be

arernd

TEAT
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

annua
from 10 a
Festival.

Teacher of the Year

We are pleased to anmounce that the 2010
Cityville High teacher of the year is Ms. Mary
Jenkins. Ms. Jenkins has worked as a high school
math teacher for 16 vears and has been with
Cityville FHigh for 12 years. In that time she has
shown immense dedication to her students and
the school. She is single-handedly responsible for
organizing the corporate spelling bee and
Mathematics Quiz Bowl, which challenges local
companies to complete against Citywville High
students in two fundraising events. Additionally,
she served as Math Department head for the last
three years. Thank you to Ms. Jenkins for her
dedication and congratulations for an award well
earned!

Cityville Students Win Award

Susan Thompson and John Smith, two Cityville
sophomaores, have won the Town County Make
the World a Better place award. The two 10th
graders organized a recycling project that affects
the entire school system. All schools and
administrative buildings are now equipped with
recycling containers that the students
distributed. In addition, they arranged for a free
collection program of the recycled items that will
not defer any of the costs to the school system.
The students were recognized in a Jarmary
ceremony, presented with 2 plaque, and
awarded 51,000 each

PTA Bake Sale

The Parent Teacher Associationis holding its
anmmalbake sale on Saturday, February 16th
from 10 a.m. to 4 p.m. at the Cityville Town
Festival. If vou're interested in participating, we
still need people to worl: various shifts
throughout the day and are always looking for
more donations of baked goods. To ensure the
freshmess of all foods we sell, we're asking that
&ll donations be delivered on Friday, February
15thfrom 8 am. to5 p.m. inFoom 555. Contact

Valentine’s Day Fundraiser
The rose sale is well underway, but the PTA has
not vetreached its fundraising goal of §3,000.
Please continue to sell the roses and try to help
the PTA reach their goal Femind potential
buyers that 525 a dozenis an excellent rate for
roses this time of vear and that delivery is only
535. All profits go to support the Cityville High
PTA in its efforts to fund school programs such
&5 the drama club, envivonmental club, athletics,
and more.

Tutoring Available
The tutoring center has availability for students
thatneed help in any subject. The center is open

during lunch break, and after school from 3 p.m.

t04:30 p.m. All tutoring is free of charge.

Insertion point

on break and start the new
e next page.

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new

Columns after adding a column break
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Lesson 13: Working with Hyperlinks

K Text to display: |d_weston @gcflearnfreg
Introduction
E-mail address:

mailto:d_weston@gcflearnfres.org|

Subject:

Whenever you use the Web, you are using hyperlinks to navigate from
one web page to another. Sometimes, a hyperlink will link to a different
section of the same page. If you want to include a web address or email
address in your Word document, you can format it as a hyperlink for a

person to click on Recently used e-mail addresses:

In this lesson, you will learn the basics of working with hyperlinks,
including how to insert and remove them in your Word document.

About Hyperlinks

Hyperlinks have two basic parts: the address of the web page, email address, or other location that they are
linking to, and the display text (or image). For example, the address could be http://blog.gcflearnfree.org, and
the display text could be "blog". In some cases, the display text might be the same as the address. When you're
creating a hyperlink in Word, you'll be able to choose both the address and the display text or image.

To follow a hyperlink in Word, hold down the Control key and click on the hyperlink.
To Insert a Hyperlink:
1. Select the text or image you would like to make a hyperlink.

2. Right-click the selected text or image and click Hyperlink. Or, if you would prefer, you can right-click in a
blank area of the document and click Hyperlink.

3. The Insert Hyperlink dialog box will open. You can also get to this dialog box from the Insert tab by
clicking Hyperlink.

4. If you selected text, the words will appear in the Text to display: field at the top. You can change this
text if you want.

5. Type the address you would like to link to in the Address: field.

F B
Insert Hyperlink M

Link: to: Text to display: |blog ScreenTip...
Look in: | Letters Izl

Existing File or
Web Page Bookmark. ..
Current —
Folder Target Frame. ..
Place in This
Document Browsed
Pages
Create New Recent
Document Files
Address: http:f/blog.gcfiearnfree.org)| |z|

E-mail Address

l oK I[ Cancel ]

The Insert Hyperlink

dialog box

6. Click OK. The text or image you selected will now be a hyperlink.
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More on our blog. |

The finished hyperlink

You can also insert a hyperlink that links to another portion of the same document by selecting Place in This
Document from the Insert Hyperlink dialog box.

To Make an Email Address a Hyperlink:
1. Right-click the selected text or image and click Hyperlink.
2. The Insert Hyperlink dialog box will open.

3. On the left side of the dialog box, click Email Address.

-
Insert Hyperlink &‘g

Link to: Text to display:

Existing File or
Web Page

E-mail address:
Subject:

Place in This | Recently used e-mail addresses:
Document

Create New
Document

E-mail Address
. Ok Cancel

Creating an email

hyperlink

4. Type the email address you want to connect to in the Email Address box and click OK.

-
Insert Hyperlink &lﬂ
Link to: Text to display: |d_weston@gcflearniree.org ScreenTip...

E-mail address:

Existing File or | | mailto:d_weston@gcflearnfree.org|
Web Page

T SUBJECT:
Place in This Recently used e-mail addresses:
Document "
Create New
Document

E-mail Address

ok || canca |

Typing the email

address and display text

Word often recognizes email and web addresses as you type and will format them as hyperlinks automatically
after you press the Enter key or spacebar.

MS Word 2010- Dr. Niraj Kumar Chaturvedi-42



To Remove a Hyperlink:
1. Right-click the hyperlink.

2. Click Remove Hyperlink.

More on Durm[g.
o
Sa
[ Paste Options:

A

& Edit Hyperlink...
Select Hyperlink
Dpen Hyperlink
Copy Hyperlink

E"R ﬂegmue Hyperlink
A Fon

Removing a hyperlink

After you create a hyperlink, you should test it. If you have linked to a web site, your web browser should
automatically open and display the site. If it doesn't work, check the hyperlink address for misspellings.
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Lesson 14: Working with Shapes

Introduction

You can add a variety of shapes to your document including arrows,
callouts, squares, stars, flowchart shapes and more. Want to set your
name and address apart from the rest of your resume? Use a line. Need
to create a diagram showing a timeline or process? Use the flowchart
shapes.

In this lesson you will learn how to insert a shape and format it by
changing its fill color, outline color, shape style, and shadow effects.
Additionally, you will learn how to apply 3-D effects to shapes.

To Insert a Shape:

1.

Select the Insert tab.

2. Click the Shapes command.

References Mailings Review

p="

Shapes|Smartart Chart 5Screenshot

- -

]

-
1 i
1
[

Insert Page Layout
= [ e

Ek]
‘able Picture Clip
- Art
ables |

3

Recently Used Shapes
CESNNOOOALL Y
% ™IS

Lines
SNSNTLTLTL T RRNNG G
Rectangles

(N O I L ) B B

Basic Shapes
EOoAMNIASCTOGLOOO®
@tooOr Lo
E@@ﬁmevﬂﬁﬁﬂﬁ
ST IR -

Block Arrows

AT HFLLRI I

3. Select a shape from the drop-down menu.

View

i % Hyperlink
A Bookmark
[ Cross-referemn

Links

—_—

' 3

-

4. Click and drag the mouse until the shape is the desired size.

Add Text
Edit Points

Bring to Front

Send to Back

The Shape command
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Creating a new shape
5. Release the mouse button.
To Resize a Shape:
1. Click on the shape to select it.

2. Click and drag one of the sizing handles on the corners and sides of the shape until it is the desired size.

Resizing the shape

3. To rotate the shape, drag the green handle.

Rotating the shape

4. Some shapes also have one or more yellow handles that can be used to modify the shape. For example,
with star shapes, you can adjust the length of the points.
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Modifying the shape

If you drag the sizing handles on any of the four corners, you will be able to change the height and width at the
same time. The sizing handles on the top or bottom of the shape will only allow you to resize vertically, while
the handles on the left and right sides will resize the shape horizontally.

To Change the Order of Shapes:

If one shape overlaps another, you may need to change the ordering so that the correct shape appears in front.
You can bring a shape to the front or send it to the back. If you have multiple images, you can use Bring
Forward or Send Backward to fine-tune the ordering. You can also move a shape in front of or behind text.

1. Right-click the shape you wish to move.

CalibriE~ 11 = A 47 = 2= [ [h
B IESEZEA-L-Z-JF
Cut
By Copy
[, Paste Options
Add Text
I'< Edit Points
E Group F
£}, Bring to Front | »
@1 sendto Back | »
% Hyperlink... . .
Right-clicking the shape

2. Inthe menu that appears, hover over Bring to Front or Send to Back. Several ordering options will
appear.
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Cut

Copy
Paste Options:

Add Text

B 7 o<

Edit Points

Group k

Bring to Front * | &f Bringto Front
Send to Back | » |y Bring Forward

3

Hyperlink... El Bring in Front of Text

[ @ o &[5 1 [

Insert Caption...

X

Wrap Text L4

Set as Default Shape Selecting an ordering option

3. Select the desired ordering option. The shapes will reorder themselves.

The reordered shapes

In some cases, the ordering option you select will not affect the ordering of the shapes. If that happens, select
the same option again or try a different option.

Changing a Shape's Appearance
To Change to a Different Shape:

1. Select the shape. A new Format tab appears with Drawing Tools.

CrosSoOTt VWorc
LI VLIS

Page Layout References Mailings Review View | Format ]
' »| $*shapeFill - & A= [} Text Direction -
Abc LSl | - | L7 Shape Outline ~ et & (=] Align Text ~
=l Juick
7 | ¥ & Shape Effects ~ Styles - {8~ 22 Create Link
Shape Styles = | WordArt Styles - | Text

— The Format tab

2. Click on the Format tab.

3. Click the Edit Shape command.
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| Home Insert

Page Layout

References [

~NOO
L= &
EEAVE

Insert Shapes

L1l

M % Change Shape 4 E
r'= Edit Points -

inp Reroute Connectors

4

L]l

pe Styles
Aaiinlinis. S

e

4. Click Change Shape to

[_] — __;] & shape Fill =

Change Shape

Edit Points

Reroute Connectors

display a drop-down list.

Ay

A

The Edit Shape command

Rectangles
T )
Basic Shapes

AOADNDOLOGDOO®@®E

GoO0OrLbryoaogaa
@@ﬁﬂg@%ﬁiﬁﬁﬁ

0147

Block Arrows
PR RTFELPR IS
€ duwnp DLl alfh
G A

Equation Shapes

FoR-=5E

Flowchart
O0<000LFc0cay

ODOARNRE X ¢ AVED

5. Select the desired shape from the list.

The new shape

[+]

Choosing a new shape
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To Change the Shape Style:

1. Select the shape. The Format tab appears.

Page Layout References Mailings Review View
& Shape Fill = é!'\ A -
. . L_/ Shape Outline ~ &
Quick
=" Shape Effects ~ Styles - {8~
Shape Styles WordArt Styles

Format

51 Test Direction -

(=] Align Text ~
&2 Create Link
| Text

The Format tab

2. Click the More drop-down arrow in the Shape Styles group to display more style options.

Page Layout References Mailings Review View Format l
<] Q Shape Fill ~ A/ A - u Text Dire
M il e oo k (S ign e
= Quic
= Styles é}.' &2 Create Li

Shape Styles

7[§3 Shape Effects ~

X 1
)

& | WordArt Styles

: | Text

More

Choose a visual style for the shape
or line,

The More drop-down arrow

3. Move your cursor over the styles to see a live preview of the style in your document.

Page Layout References

Mailings Review

View Format

Abc

olc

) ) L]

“ﬁ Text Direction
(5] Align Text ~

]

IO
ks
|

|l

[l

Position Wrap

&2 Create Link v Textw o
Text | An

X0IE - TOIEDEN0IE FRDICHENOIE DIEHEDIE BRDICHENNIE
[ [ [ [ L

| ﬂ
ﬂ
SEHE0E
| Moderate Effect - Olive Green, Accent 3
|

Other Theme Fills

IAPCI

Previewing shape styles

4. Select the desired style.
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To Change the Shape Fill Color:
1. Select the shape. The Format tab appears.
2. Select the Format tab.

3. Click the Shape Fill command to display a drop-down list.

I
Mailings Review View Format

|| &x/shape Fill = A |li} Text Direction
Theme Colors 2 [ Align Text

< &= Create Link

=
-

-
=
H [3] Text

IIIIIIIIII

Standard Colors

L § | !* EEEENE
No Fift
18 More GTOrs. ..

-
& Picture... J i
@ Gradient 3 /"
s ;/
Texture L o

[ 7™\

| - S

17 N

Choosing a fill color

4. Select the desired color from the list, choose No Fill, or choose More Fill Colors to choose a custom
color.

To Change the Shape Outline:
1. Select the shape. The Format tab appears.
2. Click the Format tab.

3. Click the Shape Outline command to display a drop-down menu.

[
Mailings Review View Format

<] & shapeFill - ||} Text Direction

Ay’ :
27 shape Outline ~ “f"/ & 23 mlign Text ~

= || Theme Colors e ~ & Create Link

4

H BEEENENEN;:. Text
— R SR
ol | I il
Standard Colors Aqua, Accent 5, Darker 25%
[ J | EEEER
Mo Cutline

) More Qutline Colors...
= Weight k
=z Dashes 3

e .
= | Arrows I

Choosing an outline color

4. From the drop-down menu, you can change the outline color, weight (thickness), and whether or not it
is a dashed line.

MS Word 2010- Dr. Niraj Kumar Chaturvedi-50



To Change Shadow Effects:

1. Select the Format tab.

A thicker outline

2. Click the Shape Effects command. A drop-down menu will appear.

3. Hover the mouse over Shadow. You will see a list of shadow presets.

4. Move your mouse over the menu options to see a live preview of the shadow effect in your document.

Mailings Review

View ]

&» Shape Fill ~
~ | [Z Shape Outline ~

- ooy
Quick

Format l

|If} Text Direction

[ Align Text ~

3 Bring Forward ~
54 send Backward ~

a5

(1= ) Position Wrap
v [-A Shape Effects '] Styles - &8~ &2 Create Link o Text~ SI}Selection Pane
2l - g dArt Styles 1% Text Arrange
= ’ | Preset »
o I I R SR B 6+ AWEeg
" " [l [l [l [l l
oy ‘::
Shadow » =il
|| Refecon »
Do =
Soft Edges
(= =
- - W
I| Bevel >
I ' 3-D Rotation » l : | =
e Offset Top ‘ .
\ Choosing a

shadow type

5. Click the desired shadow effect to add it to your shape.

You can select Shadow Options from the drop-down menu and click the Color button to select a different

shadow color for your shape.
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3-D Effects

There are two kinds of effects that you can apply to your shapes to give them a 3-D appearance: 3-D Rotation

and Bevel. 3-D Rotation gives the appearance tha

t you are viewing the object from a different angle, and it can

be applied to any shape. Bevel adds thickness and a rounded edge to shapes, but it doesn't work with every

type of shape.
To Use 3-D Rotation:
1. Select the shape.
2. Click on the Format tab.

3. Click Shape Effects from the Shape Styles

group.

4. Hover the mouse over 3-D Rotation. A drop-down menu will appear.

5. Select the desired rotation preset from the drop-down menu. You can also click 3-D Rotation Options if
you would prefer to type in custom values.

Mailings Review View Format
¥ Shape Fill = A, A |If} Text Direction
+ [Z Shape Outline ~ L 4’. -J; L%Nign Text v
(T et L S T et JUICh
Ml Shape Effects '} Styles ~ £\~ &= Create Link

hdArt Styles Text

L}] Bring Forward
i:\}] Send Backward
@[} Selection Pane

Arrange

e

Position Wrap
v Text ~

‘ Preset >
\ R P G Gy I G Gy S G Gy I G

‘ [ Reflection » -
No Rotation

L

y | Paraliel

e | QC

<

To Use Bevel:
1. Select the shape.

2. Click on the Format tab.

‘r ~| 3-D Rotation » | 1 r l\— ‘[k

Off Axis 2 Left

Choosing a 3-D rotation preset

Click Shape Effects from the Shape Styles group.

Hover the mouse over Bevel. A drop-down menu will appear.
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Mailings Review View Format [
&y shape Fill ~ A, A |If} Text Direction
4L &’ A r
~ | I Shape Outline ~ & [=] Align Text ~
¥ | Shape Effects ~ A\ 5 &2 Create Link
dArt Styles Text

@

Position Wrap

|

N
24 Send Backward
% Selection Pane
Arrange

Text~

34 Bring Forward ~

=
3| Preset >
! J O I, R I

R R

./\...

|:J Shadow >

|:l Reflection >

Do

Soft Edges  »

] No Bevel
Bevel >
| ' 3-DRotation » || N |
| Bevel

P s o=
)

@ 3-D Options...

Choosing a bevel preset

5. Select the desired bevel preset from the drop-down menu. You can also click 3-D Options if you would
prefer to type in custom values.

If you click on 3-D Options, you'll also be able to change the shape's material to give it a metal, plastic, or
translucent appearance, and you can choose the lighting type to change how the shape is illuminated.

-

||

Format Shape
[ ]
Fil 3-D Format
Line Color Bevel
Line Style Top: Width:  |0pt =
Shadow B ] Height:  [0pt Iil
Width: Opt =
N Height: |0 pt 0
Glow and Soft Edges < a IEI
Depth
3D Rotation Color: Depth:  [Opt =
Picture Corrections Contour
Picture Color Calor: Size: Opt =
Artistic Effects Surface
Crop ) o
Material: g * | Lighting: H -
Text Box
Alt Text Angle:  |O® =

Reset

Viewing the 3-D Options
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Lesson 15: Text Boxes and WordArt

Introduction

You may want to insert a text box into your document to draw attention
to specific text or to have the ability to easily move text around within a
document. Text boxes are basically treated the same as shapes, so you
can add the same types of effects to them, and you can even change
their shape.

In this lesson, you will learn how to insert a text box and format it in
various ways including resizing and moving it, and changing the text box
shape, color, and outline. You will also learn how to create and format
WordArt.

To Insert a Text box:

1. Select the Insert tab on the Ribbon.

S —
[Ce——————————
New Clients

A Learning Style
[national chain)
Builderman & Builderman
‘Hart & Sons
Write image
TGK
ThisBlissful Day — Weddinss &
Events

B —

2. Click the Text Box command in the Text group. A drop-down menu will appear.

3. Select Draw Text Box.

] [== A A [ signature Line - JT Eguation ~
=

(53 Date & Time £2 symbal -
[ Text Cuick WordArt Drop i .
er~ || Box~ | Parts = - Cap '$d Object ~
Built-In ||
- — i
==
=

Simple Text Box Alphabet Quote Alphabet Sidebar

Annual Quote Annual Sidebar Austere Quote

Austere Sidebar Austin Pull Quote Austin Sidebar -
52y More Text Boxes from Office.com 3
Diraw Text Box
::_} 5a Di‘. T s
Diraw Text Box

Insert a text box into the -

document, or add text to the

selected shape. = .

- @ Creating a blank text box
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4. Click and drag on the document to create the text box.

5. You can now start typing to create text inside the text box.

Drawing the text box

From the drop-down menu, you can also select one of the built-in text boxes that have pre-defined colors, fonts,
positions and sizes. If you choose this option, the text box will appear automatically, so you will not need to click

and drag to draw it.

A Learning Style
(n=ticnal chain)
Builderman & Builderman
Hart & Sons
Write Imase
TGK
ThisBlissful Day — Weddingss &
Events
Schmidt, Pearson, and Psul
Atrtorneys st Law
Home Services Real Estate
A Beaded Room
A KidsPlace
Child to Child Consignment
Possibilities
Qusick Print Copy Place
Builder Supply Depot

To Move a Text Box:

1. Click on the text box.

A built-in text box

2. Hover the mouse over one of the edges of the text box. The mouse pointer becomes a cross with

T
arrows on each end .

3. Click and drag the text box to the desired location on the page.

(=]

= {} 8

New Clients

4
ﬁi-éa Learning Style
[national chain)
Builderman & Builderman
Hart & Sons
Write Image
TGK
This Blissful Day — Weddings &
Events
Schmidt, Pearson, and Paul
Attorneysat Law
Home Services Real Estate
A Beaded Room
A KidsPlace
Child te Child Consignment
Poszibilities
Quick Print Copy Place
Builder Supply Depot

Moving a text box
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To Resize a Text Box:
1. Click the text box.

2. Click and drag one of the sizing handles on the corners or
sides of the text box until it is the desired size.

Resizing a text box

If you drag the sizing handles on any of the four corners, you will be
able to change the height and width at the same time. The sizing
handles on the top or bottom of the text box will only allow you to
resize vertically, while the handles on the left and right sides will
resize the text box horizontally.

Changing a Text Box's Appearance
To Change the Text Box Shape:

1. Select the text box. A new Format tab appears with Drawing
Tools.

2. Go tothe Format tab.

3. Click the Edit Shape command

A Learning Style
[national chainj
Builderman & Builderman
Hart & Sons
Write Image
TGK
Thiz=sBlissful Day —Weddings 8
3 Events
Schmidt, Pearson, and Paul
Atrtorneysat Law
Home Services Real Estate
A Beaded Room
A KidsPlace
Child to Child Consignment
Pos=sibilities
Quick Print Copy Flace
Builder Supply Depot

C - S,
Home Insert Page Layout References
SO '
SN (T
sert Shapes Shape Styles
Edit Shape

Change the shape of this drawing,
convert it to a freeform shape, or
edit the wrap points to determine

The Edit Shape command how text wraps around the
drawing.
4. Click Change Shape to display a drop-down list. ’
Insert Page Layout References Mailings Review View . Format
= &% Shape Fill - Ay & e
~ |y change Shape * | Rectangles R LU
Tz edit points D[%%DDDDDDD r & Cn
Easi P
b i‘? S @) 4 Rounded Rectangle O@@ e
GOHOOr ko0
O@®AaNEeYua (<™ ()
o147
Block Arrows
DEPT QT LRI I
g 3 -z-,_;»m¢>>:(>|:> > [RLIalf
GrR Choosing a different shape for the text box

5. Select the desired shape from the list.

To Choose a Shape Style:

Choosing a Shape Style allows you to apply a preset fill and outline color, and in some cases, other effects such
as beveling and shadow. You don't have to pick a style for your text box, but it can help you save time or

experiment with different appearances.
1. Select the text box. The Format tab appears.

2. Select the Format tab.

3. Click the More drop-down arrow in the Shape Styles group to display more style options.
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Page Layout References Mailings Review View ] Format

Abc [Abc] IAbc’ = [Z Shape Outline ~

Quick

Shape Styles % | WordArt Styles o |

1 Shape Fill & _l_\_ w llﬁ Te;
& - | [EHaia

'b;) Shape Effects v Styles ~ 48~ &2 Crea

1

N | More DR IDE]
Choose a visual style for the shape
or line, ..
Viewing the Shape Styles

4. Hover the mouse over the styles to see a live preview.

5. Select the desired style.

ferences Mailings Review View |

To Change Shape Fill:

1. Select the text box. The Format tab appears. Shape Styles

2. Click the Format tab.

Changing the fill color

E]

] §

b|shape Fill = & 4

= || Theme Colors
= ENEEENENENR

I I Tan, Background 2, Lighter 40%
Stamﬂl'l! TOTOTS

Format L

é - “ﬁ' Tex

AN P
I, - &3 Cre

yles

4

Recent Colors
3. Click the Shape Fill command to display a drop-down New Cli g g
menu. A Learnir] Mo Fill
Buiﬁ::; 28 More Fill Colors...
4. From the drop-down menu, you can select a color from Hart & So Picture...
o . . Write | -
the list, choose No Fill, or select More Fill Colors to use a 1ok | [ Gradient ,
color that's not on the list. TSI B Texture y
To Change the Shape Outline:
1. Select the text box. The Format tab appears.
2. Click the Shape Outline command to display a drop-down list.
ferences Mailings Review View | Format L
. A
% Shape Fill - A - |[fiText
- |[Zlshape outiine ~| " 2 - [Huig
T || Theme Colors sy ~ &3 Crei
Shape Styles | HEN EEN yles o
:@ Y R
TH TR
f'_ Standard Colors Gold, Accent 3, Darker 25%
e EETY NEEEER
ew Recent Colors
A Learnin | fEAEEnR
[natio Mo Outline
Builderm
Hart & 5o 23y More Outline Colors...
Write Imi __
TGE = Weight 3
ThisBlissh —  p3cpas »
& Ever
Schmidt, E ATrows I
Attornevsarcaw ¥ Changing the outline color
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3. Select a color from the list, choose No Outline, or select More Outline Colors to use a color that's not
on the list.

4. From the drop-down menu, you can change the outline color, weight (thickness), and whether or not it
is a dashed line.

To Change Shadow Effects:

1. Select the text bOX. The Format tab appears. ‘erences Mailings Review View [ Format =
& Shape Fill L, A - || Text Direction -
2. Select the Format tab. e | |-| @ shapeoutine - | ¥ 2« | [ aiign Text -
7. \7.7£pe Effects +| gtyL:le(s v & &3 Create Link
H shape Styles — FdArt Styles Text
3. Click the Shape Effects command. e )y ———
4. Click Shadow. ‘:J shadow s | NosShadow -
|
5. Move your mouse over the menu options to see a live | ) \:! Reflection > |
preview in your document. e () Sty
(natiof | Glow ’ J L_
. Builder r— \ -
Adding a shadow Hart8 %9
Write Im{ Soft Edges >
TGK B
6. Click the desired option to select the shadow effect. Bl *J e , ) | Y l
Schmidt,| \emed — Offset Center|
Attorn <
To choose a different shadow color for your shape, select Shadow Fams e ”] 3-D Rotation j ‘ f— =
Options from the drop-down menu and click the Color button. AR
3-D Effects

Just like other types of shapes, text boxes can have 3-D Effects. There are two kinds of effects that you can apply
to your shapes to give them a 3-D appearance: 3-D Rotation and Bevel. 3-D Rotation gives the appearance that
you are viewing the object from a different angle, and it can be applied to any shape. Bevel adds thickness and a
rounded edge to shapes, however it doesn't work with every type of shape.

To Use 3-D Rotation:
1. Select the text box.
2. Click on the Format tab.
3. Click Shape Effects from the Shape Styles group.

4. Hover the mouse over 3-D Rotation. A drop-down menu will appear.

ferences rMaitings Review View Format

<>» shape Fill ~ s T 11{ Text Direction ~ =
Abc ~ | [ZZ Shape Outline ~ £z ~ =4 Atign Text ~
] — Quick ] Position
~ |—<# Shape Effects ~| Styles ~ Z85 ~ == Create Link -
Shape Styles V’ — T o “haare Styles = Text
= | Preset - oo
‘ I Shadow > __No Rotation -
@) sseecsan > ’ [ \ |
]—] Paraliel
Slow
] [\i r < ——— —y
Soft Edges s
m— . —
| Bever L r LS ] [ ]
J >0 rotaton g _—
Perspective
J r - —
E )
—
) (I ¥ |
— — -—
f | B ‘
—{ Perspective Contrasting Rignt |
o
COCII( )

82, 3-D Rotation Options...

Applying 3-D Rotation to a text box
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5. Select the desired rotation preset from the drop-
down menu. You can also click 3-D Rotation
Options if you would prefer to type in custom
values.

Format Shape

Fil 3-D Rotation
Line Color

Line Style

Presets:

Shadow Rotation

Reflection %

3-D Rotation Options

Glow and Soft Edges ¥

3-D Format Z:

To Use Bevel:

3D Rotation

Perspective:

Picture Carrections

Text
[ Keep text flat

1. Select the text box.

Picture Color
Artistic Effects Object position

2. Click on the Format tab.

Crop Distance from ground:

Opt
Text Box

3. Click Shape Effects from the Shape Styles group.

Alt Text

4. Hover the mouse over Bevel. A drop-down menu

S _ — N
ferences Mailings Review View Format
% shape Fill ~ A{ A - 11{} Text Direction ~ =
Abc ~  [ZZ shape Outline ~ L7 ~ =] Atign Text ~
o T — Quick Position
= |~<# shape Effects ~| Styles ~ 8\~ == Create Link =
Shape Styles — T paArt Styles = Text
b e s | ereset RO - e
. e
| l Shadow >
[ | Refiection >
| ] Glow >
Soft Edges >
— No Bevel =
Bevet A
' 3-D Rotation *» | ‘= ‘

| Bewel

-
-

32, 3-D Options...

FREE

L] ~ |

(=
|

LOL

J

T

Adding bevel to a text box

5. Select the desired bevel preset from the drop-down menu. You can also click 3-D Options if you would
prefer to type in custom values.

If you click on 3-D Options, you'll also be able to change the shape's Material to give it a metal, plastic, or
translucent appearance, and you can choose the Lighting type to change how the shape is illuminated.

I Format Shape Iilgljl

il - Forrmat
Lime Color Eewel
Line Style N :] Wicd b o pE =
Shadowe Heighit: (el =~ = =
Slowve and Soft Edages Height: o Pt =

[ SO Format ] D=t
=D Rotation Color: Depth: o pt =
Picture Correctons S
FPicture Color Color: Size: o Pt =
Ardstc Effects Sur face
Text Box *
Alt Text Poletal rale: o= =

Close

3-D Format Options
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Creating WordArt

In addition to adding effects to a text box, you can also add effects to the text inside the text box, which is
known as WordArt. For the most part, the types of affects you can add are the same as the ones you can add to
shapes or text boxes (shadow, bevel, etc.). However, you can also Transform the text to give it a wavy, slanted,
or inflated look.

To Apply a Quick Style to Text: g oo 1 e 1 — =

A Quick Style will automatically apply several effects to 2
your text at once. You can then refine the look of your text T
by adding or modifying text effects.

1. Select the text box, or select some text inside of

the text box. The Format tab will appear. A A A A A
2. Click the Format tab. A A A A A
3. Click the Quick Styles command in the WordArt F I{E E "lTU A A
Styles group. A drop-down menu will appear. A A A
Selecting a Quick Style
4. Select the desired style preset to apply the style to your
text. >
Al ! A 2B Sigrature Line =TT Equation
==y R “ “ﬁm - 5 Oate & Time £2 symbet -
After you have applied a Quick Style, you can still modify the font  so.- mee | = cape ' Object -
or font color from the Home tab if desired. A/ A A

To Convert Regular Text into WordArt:

For text to be formatted as WordArt, it needs to be inside a text
box. However, there is a shortcut that allows you to convert text /A\ A A
into WordArt even if it's not in a text box.

1. Select the text you wish to convert.
2. Click the Insert tab.

3. Click the WordArt command. The Quick Styles drop- =i e, Accent 2. Matte Sevel
down menu will appear. )

Converting text to WordArt
4. Select the desired Quick Style.

5. Word will automatically create a text box for your text and apply the style to the text.

o]
I

f\. .II
Cityville H

gh.

O—4—0

o——-0

After converting to WordArt

Some effects, such as shadows, can be added from the Text Effects menu in the Home tab. When you add
effects in this way, it will not place the text in a text box.
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To Add or Modify Text Effects: View | Format |

1. Select the text box, or select some text inside of the text M A - |lfi Text Direction - o
box. The Format tab will appear. v [_%] Align Text ~
Quick |3 o Gkl ik Paosition
2. Click the Format tab. Styles ™ |& il s ct
WordArt S ¥ Text

3. Click the Text Effects command in the WordArt Styles TR
group. A drop-down menu will appear showing the '
different effect categories.

Apply a visual effect to the text, i
such as shadow, glow, reflection,
or 3-D rotation,

The Text Effects command

4. Hover over an effect category. A drop-down menu will appear. You can hover the mouse over the
different presets to see a live preview.

gs Review View ' Format |
Shape Fill ~ M A - |lfi Textpirection~ @ >¢| G Bring Forward ~ |
Shape Outline v g b L%J Align Text = - (% send Backward ~ %
Quick (¢ s Position Wrap 5
Shape Effects ~ Styles v ({84 ™ &2 Create Link v Text v % Selection Pane Sk
T~ | WordArt § .' | Arrange
A\ R
v,;§hadow R EEEEY -
T v T 7
'\ Reflection 4
\ Glow v [P

abcde abcde abcde 3bcde
I\ Bevel »
A

abcde abcde 2433 £33
J{t_\ 3-D Rotation »

AN Tenstom | % B {h b
abcde abede abcde abede
= ﬁ W ‘ bc cd
) )
~ ~ME 10
ee u abcde abcde abcde abede

abgde abede abcde abcde

aheda  abede Adding an effect

5. Select the desired effect preset. The effect will be applied to your text. If you want, you can combine
several different effects.

Free
ityville ]

The finished WordArt
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Lesson 16: Inserting Clip Art and Pictures

Introduction

Images are a great way to liven up a document, and Word offers a couple
of ways of inserting images. There are built-in Clip Art images for just
about every topic, so you may be able to find a perfect Clip Art image for
your document. If you have a more specific image in mind, you can insert
a picture from a file.

In this lesson, you will learn how to search for and insert Clip Art, how to
insert an image from a file, and how to change the text wrapping
settings for your images.

To Locate Clip Art:

Insert Page Layout Refer

= [ B D 2

Table Picture Clip Shapes Sma
- Art -
Tables Nustrati

Insert Picture from File

Insert a picture from a file.

| 0 Press F1 for more help.

Insert Page Layout References kailings
1. Select the Insert tab. i - g
g B 2ol e
2. Click the Clip Art command in the Illustrations o DLEJ? = i (a-+
group. Table Picture | Clip~ Shapes SmartArt Chart Screenshot
- Art - -
The Clip Art command Tables TNustrations
3. The Clip Art options appear in the task pane to £ cip art —
the right of the document. Insert Clip &rt into the document,
including drawings, movies,
4. Enter keywords in the Search for: field that are gouianssiasknhatoni ingle
) ) ) illustrate a specific concept.
related to the image you wish to insert.
5. Click the drop-down arrow in the Results should be: field.

6. Deselect any types of media you do not wish to see.
Choosing which media types to display

7. If you would like to also search for Clip Art on Office.com, place a
checkmark next to Include Office.com content. Otherwise, it will

just search for Clip Art on your computer.

-

=]

Clip Art

Search for:

dity

Results should be:

Selected media file types
%ndude Office.com content

x

Including Office.com content
8. Click Go.

To Insert Clip Art:
1. Review the results from a clip art search.

2.

3. Click an image in the Clip Art pane. It will appear in the document.

Clip Art -
Search for:
a

Results should be:
Selected media file types

=-00 All media types
b Tlustrations

‘ Photographs
o Videos

Place your insertion point in the document where you wish to insert the clip art.
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Selecting a Clip Art image

You can also click the drop-down arrow next to the image in the Clip Art
pane to view more options.

To Insert a Picture From a File:
1. Place your insertion point where you want the image to appear.
2. Select the Insert tab.

3. Click the Picture command in the lllustrations group. The Insert
Picture dialog box appears.

Insert Page Layout References Mailings
DR D™l
[ = Il @+
Table Picture | Clip Shapes SmartArt Chart Screenshot
- Art - -
Tables Ilustrations
Insert Picture from File L S

Insert a picture from a file,

I e Press F1 for more help.

Thp An - X :
Search tor: |
|Gy | Lse

Rty shwoskd bz
| Selected meda e types

| Inclete Office. com condamt

I
B din

Austiaiis, Aus!ralja-:-\‘._. bulkdings.. T
Provided By: Microzoft
1280 (w) x1024 (h) pocls | 200 DRI 427 KE | J!’(.il

Inserting a picture from a file

4. Select the desired image file and click Insert to add it to your document.

(18 e s e
i (k) (5 % My Farems o Capice Tomven ooy ' e
i Po— [T s -0

W Mot e Picturés library .

£ Pmertes }

i o | — _"_"___l

B ven

o Fereyee

L Tl M Pt -
Ty me el Comn
A Selecting an image file

To resize an image, click and drag one of the corner sizing handles. The image will change size while keeping the
same proportions. If you want to stretch it horizontally or vertically, you can use the side sizing handles.

Changing the Text Wrapping Settings

When you insert Clip Art or a picture from a file, you may notice that it's difficult to move it exactly where you

want. That's because the text wrapping for that image is , Format }

set to In Line with Text. You'll need to change the text

wrapping setting if you want to move the image freely, or
if you just want the text to wrap around the image in a v
more natural way.

By

! & Picture Border ~
‘ v | Picture Effects v

% Picture Layout ~ v

43 Bring Forward

[ERg
=

2 =

<43 Send Backward _Ia].
Position | Wrap

Text~ | Hly Selection Pane  Sh~
x ] 1n Line with Text L
i 3 = B
————F—bg square B
\@ Tight |59}

& Through

Top and Bottom
Behind Text
In Front of Text
[(E] More Layout Options... |
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To Wrap Text Around an Image:

1. Select the image. The Format tab will appear.

2. Click the Format tab.

3. Click the Wrap Text command in the Arrange group.

4. Select the desired menu option. The text will adjust based on the option you have selected.
Choosing a text wrapping setting

5. Move the image around to see how the text wraps for each setting.

If you can’t get your text to wrap the way you wish, click the Wrap Text command and select More Layout
Options from the menu. You can make more precise changes in the Advanced Layout dialog box that appears.

To Use a Pre-Defined Text Wrapping Setting:

1. Click the Position command, to the left of the Wrap Text command. A drop-down menu will appear.

2. From the drop-down menu, select the desired image position.

[ Format ]
— & Picture Border ~ | \El @ &1 Bring Forward = |2~ ‘:T‘]—_ﬁ' i
il - < Picure Effects ~ = %5 Send Backward - 1f]
v i‘;‘.zpicture Layout ~ Position -}’:;:‘3 %{}Selection Pane A Cr:)p v
* || In Line with Text Al 3

With Text Wrapping

FENE-ENEr

——\ Position in Middle Left with Square Text Wrapping

FERTENET

(& More Layout Options...
- ) Choosing an image position

3. Theimage will move to the position that you have selected, and it will automatically have text wrapping
applied to it.
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Lesson 17: Formatting Pictures

Introduction

Once you've added pictures to your documents, you can format them
in various ways. The picture tools in Word 2010 make it easy to
incorporate images into your documents and modify those images in
interesting ways.

- 3-D Rotatio
- ation
-

In this lesson, you will learn how to change the picture style and
shape, add a border, crop and compress pictures, add artistic effects, . ' iy her
and more.

To Crop an Image:
1. Select an image. The Format tab will appear.
2. Select the Format tab.
3. Click the Crop command. The black cropping handles appear.

4. Click and drag a
handle to crop

single-handedly responsible for org

an image.

Click the Crop
command to
deselect the
crop tool.

the corporate spelling bee and
Mathematics Quiz Bowl, which chall
local companies to complete against
Cityville High students in two fundrai
events. Additionally, she served asM

artment head for the last three ye
ou to Ms. Jenkins for her

Corner handles will allow
you to simultaneously
crop the image
horizontally and
vertically.

dedicati
award w

Drag black handies
to crop image

To Crop an Image to a
Shape:

1. Select the image. The Format tab will appear.
2. Select the Format tab.

3. Click the Crop drop-down arrow (below the Crop command). A drop-down menu will appear.

i & |_b[ [ Bring Forward - |.=-~r | 5 19 —
Post Drop-down arrow —* Crop |22 191 :
A o
[ Rectangles - @ Crop to Shape »
_|:| (&) (G (&) (& (=] (=] (&) Aspect Ratio b
m- i .
Rounded Rectangle } ) (7) (&) (1) (&) 53 Fill
COOOFLroonon B
0OADOY & B0

The Crop drop-down arrow and menu
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4. Select a shape from the drop-down menu.

5. The image will take the shape that you have selected.

Mary Jenkins Named Teacher of the Year

We are pleased to announce that organizing the corporate spelling bee

the 2010 Cityville High teacher of and Mathematics Quiz Bowl, which
the year is Ms. Mary Jenkins. Ms. challenges local companies to

Jenkins has worked as a high complete against Cityville High
school math teacher for 16 years students in two fundraising events.
and has been with Cityville High Additionally, she served as Math

for 12 years. In that time she has Department head for the last three
shown immense dedication to her years. Thank you to Ms. Jenkins for
students and the school. She is her dedication and congratulations for
single-handedly responsible for an award well earned!

After cropping to
shape
J Format |
You may want to crop the image to the desired size before cropping it to a  ye - =& Picture Border | [[@] |-
shape. will - Theme Colors by
= EEEEnnnf
To Add a Border to a Picture: p—

ST

A
1. Select the picture. M/I IIIIIIII

Standard Colors

2. Select the Format tab. INEWS ENY NEEEEE
Recent Colors
. . . Hn
3. Click the Picture Border command. A drop-down menu will [ ] nooutine
appear.

;‘5] More Outline Colors...

Changing the Picture Border

4. From the drop-down menu, you can select a color, weight
(thickness), and whether or not the line is dashed.

A picture with a blue border

Image Adjustments
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To Make Image Corrections:
1. Select the image. The Format tab will appear.

2. Click the Format tab.

3. Click the Corrections command. A drop-down menu will appear.

ﬁone Insert Pnge tayout ‘References Mashings Review View | Format |
= c L5 ;‘ T === somen WL Picture B¢
WWSWH d « o Picture £f
- - -,. - i
RO ROy, (- T

Bngmness and Contrast

-.-! Name
Illmm
HRRE

Teacl

PTA Bake Sale

Gt S The Parent Teacher Associalrp o pictyre Corrections menu

! \g, Picture Corrections Options

4. To sharpen or soften the image, hover over the Sharpen and Soften presets. You'll see a live preview of

the preset in the document.
5. When you've found a preset you like, click on it to select it.

6. Click the Corrections command again.

7. Hover over the Brightness and Contrast presets to see a live preview.

8. When you've found one you like, click on it to select it.

You can also select Picture Corrections Options from the drop-down menu to refine the settings.
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To Adjust the Color in an Image:
1. Select the image. The Format tab will appear.
2. Click the Format tab.

3. Click the Color command. A drop-down menu will appear.

Home Insert Page Layout Rderences Mmrmgs Review View : Format

l
& Corrections~ 1 Z Picture B/

{%c g "iA % d " ' 1 « | & Picture Ef
ation

Color ~£ Picture L&
= J— —“[

1 ig - - - .
Color Tone
24V _—
.- - - .

‘WEER B
MBRRERGAR

.r' ) T

‘eac
N

— e |
| 19 More Variations > Dﬂle
& Set Transparent Color er Associal
8Y  Picture Color Options... rv 16th fron .
E2cd NS R er———— ieeisa i s wes inbnenctad The Picture Color menu

4. From the drop-down menu, you can choose a preset from each of the three categories:
o Color Saturation: Controls how vivid the colors are in the image.
o Color Tone: Controls the "temperature" of the color, from cool to warm.

o Recolor: Controls the overall color of the image. Use this option to make the image black and
white, grayscale, or to colorize it with a different color.

You can also select Picture Color Options from the drop-down menu to refine the settings.
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Artistic Effects and Styles

To Apply an Artistic Effect:
1. Select the picture. The Format tab will appear.
2. Click the Format tab.

3. Click the Artistic Effects command. A drop-down menu will appear.

7 picture Border ~
v | o Picture Effects +

& Corrections ~ ;i | (e ]
Gy Color + B el el el

(48] Artistic Effects | g -

ET- .

<

fé Picture Layout ~

Wy Adistic Effects Options...

Effects menu
4. Hover over the different presets to see a Live Preview of each one.
5. When you've found a preset you like, click on it to select it.
6. To adjust the settings for the effect, click Artistic Effects again and select Artistic Effect Options.

Many Clip Art images do not allow you apply artistic effects. Generally speaking, the ones that look hand-drawn
or painted do not work, while photographs do.
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To Apply a Picture Style:
1. Select the picture. The Format tab will appear.
2. Select the Format tab.

3. Click the More drop-down arrow to display all the picture styles.

yout References kailings Review View | Format |
L pi =
I = E E o L Picture Border 7| Kﬁ
malll (==l | ul d d ~ | &b Picture Effects =

Position Wrag

- %P‘icture Layout = - Tet -
Picture Styles I

Choose an overall visual style for
the picture. L.
- = - - - - == = =———= Viewing the

Picture Styles

4. Hover over a picture style to display a live preview of the style in the document.

5. Select the desired style.

After adding a Picture Style

6. To refine the picture style, click the Picture Effects command to see the Effects drop-down menu. You
may remember that we talked about the Effects menu in the Working with Shapes lesson; you can
review that lesson if you'd like more information.

e Aws T |
e ey | aPelarSain-
| I |
B LR

ruorme, rocem x| é 2
Named T -

(3 .
3 T s 1

The Picture Effects menu

MS Word 2010- Dr. Niraj Kumar Chaturvedi-70


http://www.gcflearnfree.org/word2010/14

Compressing Pictures

You'll need to monitor the file size of your documents that include pictures, especially if you send them via
email. Large, high-resolution pictures can quickly cause your document to become too large, which may make it
difficult or impossible to attach to an email. In addition, cropped areas of pictures are saved with the document
by default, which can add to the file size. Word can reduce the file size by compressing pictures, lowering their
resolution, and deleting cropped areas.

To Compress a Picture:
1. Select the picture. The Format tab will appear.
2. Select the Format tab.

3. Click the Compress Pictures command in the Adjust group. A dialog box appears.

lome Insert Page Layout References Mailings

F B

ik Corrections =

%Culorv % "‘_ ‘;‘ ; ;

8] Artistic Effects ~ g~
Adjust Pict

(]

|I Compress Pictures

Compress pictures in the document
to reduce its size.

The Compress Pictures command

4. Place a checkmark next to Delete cropped areas of pictures. You can also choose whether to apply the
settings to this picture only or to all pictures in the document.

5. Choose a Target output. If you are emailing your document, you may want to select Email, which
produces the smallest file size.

F' B
Compress Pictures m

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

Target output:

@ Print (220 ppi): excellent quality on most printers and screens
(71 Screen (150 ppi): good for Web pages and projectors |
P

1 E-mail (96 ppi): minimize document size for sharing

() Use document resolution

QK ] [ Cancel

s e iThe Compress Pictures dialog box

6. Click OK.
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About Background Removal

With Background Removal, Word uses special algorithms to determine which parts
of the image are the background and then removes those areas from the image.

Before

L &% Corrections = Jd
%y Color ~ Es
After Baﬁ;?:nd 8] Artistic Effects ~ g~
Adjust

[ Remowve Background :

To Remove the Background From an Image: Automatically remove unwanted .

. . . portions of the picture.
1. Click on the image. The Format tab will appear.
If needed, use marks to indicate

2. Click the Format tab. areas to keep or remove from the
picture,

3. Click the Remove Background command.

6 Press F1 for more help.

The Remove Background command

4. Word will try to guess which part of the image is the background, and it will mark that area with a
magenta fill. It will also place a box around the image with selection handles.

Background areas are marked with magenta

5. Drag the selection handles until all of the foreground is inside the box. After you do this, Word may re-
adjust the background.

6. At this point, you may need to help Word decide which parts of the image are foreground and which
parts are background. You can do this by using the Mark Areas to Keep and Mark Areas to Remove
commands:

o If Word has marked part of the foreground magenta, click Mark Areas to Keep and draw a line
in that region of the image.

o If part of the background has not been marked with magenta, click Mark Areas to Remove and
draw a line in that region of the image.
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0 =T ) L aae s chrrabad
- cigieune Samane Vew Favest
e Docad Ml Keep
Cranger. Changes
Chase

Mtk Acns
ey

Chew ana drag to mark

wean of the image

Marking areas to remove

7. After you add your marks, Word will readjust the image.

o -~ ~

After adding markings

8. When you're satisfied with the image, click Keep Changes. All of the magenta areas will be removed
from the image.

JThe finished image
9. You can adjust the image at any time by clicking the Remove Background command again.

As with artistic effects, Background Removal will not work with some Clip Art images.
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Lesson 18: Styles and Themes Qe | [] Diemn- S

Introduction ] ). | Mo L:-:! i :.rr:.;m:n
1 Buiit-in

Styles and themes are powerful tools in Word that can help you easily create “’A‘a‘ —Aa l ]

professional looking documents. A style is a predefined combination of font | leccssc ll | covee |} lavnnia |l | o

style, color, and size of text that can be applied to selected text. A theme is GHies: _AGRangr:  Aagies Apt

a set of formatting choices that can be applied to an entire document and »\o 1'] Aa "q Aa n “\.1

includes theme colors, fonts, and effects. ';}';;c:m '::; o :.u.n-n S ]

In this lesson you will learn how to apply, modify and create a style, use \1 Aa Aa ] J

LR | R LI I

style sets, apply a document theme, and create a custom theme. — gt =

To Select a Style:

1. Select the text that you want to format.

AdwWorks, Inc.
Sales Team Monthly Report

January 2010
Selecting text

tite

Concourse

2. Inthe Style group on the Home tab, hover over each style to see a live preview in the document. Click

the More drop-down arrow to see additional styles.

-@

% 33 Find -
AaBbCcDc | AaBbCcDe AaBbCi AaBbCc ||

aac Replace
TMormal |7 Mo Spaci.. Headingl Heading2 |— Change
Styles ~ g Select -
Styles Fa Editing

4+ 1t 5 1 B More

Format titles, quotes, and other
text using this gallery of styles.
= —|Viewing the Text Styles

3. Select the style you desire. Now the selected text appears formatted in the style.

FY
AaBbCcDe | AaBbCcDe AaBbCi AaBbCc
T Normal T Mo Spaci... Headingl Heading 2

4
e
11
4
o
1
4

A A Aa- | E iz

x, ' | A-®-A-[El===

ont 5 Paragraph 5| aaBbCel 4aBbccn AQAD | 4aBbec
_R"""'l"""'l"""3"""'Hd'3Hd'4 Titl Subtitl

- : : : = : : eading eading i e ubtitle

AaBbCcDi AgBbCcDt AaBbCcDi AaBbCcDe
Subtle Em... Emphasis Intense E... Strong

AaBbCcDi AaBbCcDt AABECCDC AABBCCDL

AdWO rkS IHC Quote Intense Q... Subtle Ref.. Intense R.
’ .

AABBCCDL AaBbCcDc AaBbCcDdE:

Sales Team Monthly Report Book Title T list Para... T Caption A

Selecting a Style
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To Apply a Style Set:

Style Sets include a combination of title, heading, and paragraph styles. Style sets allow you to format all the

elements of your document at once, rather than formatting your title and headings separately.
1. Click the Change Styles command on the Ribbon. A drop-down menu will appear.

2. From the drop-down menu, select Style Set.

% 34 Find -
AaBbCcDe AaBbCeDe | AaBbCi | AaBbhCc b Repiace
TMormal T Mo Spaci.. | Headingl | Heading2 |_|[Change
T ||Styles = || Wi Select~
Default [Black and White) A Style Set 211
' 4 '
- Distinctive B colors |
Elegant Fonts A
F E_a.r Paragraph Spacing *
ancy :
Formal Set as Default

Manuscript

Modern .
Selecting a Style Set

3. Select the Style Set you desire and the change will be reflected in the entire document.

ADWORKS, INC.

SaLEs Team MONTHLY REPORT

EXECUTIVE SUMMARY

January 2010 has been a profitable month and the company has shown growth in many
arenas. Ad sales are up by 23% and capital expenditures have decreased since 4%
guarter in the Sales Department. The sales team hired a new design specialist, the role
Elegant Style Set
ADWORKS, INC.
SALES TEAM MONTHLY REFPORT
JAKUARY 2010
EXECUTIVE SUMMARY
January 2010 has been a profitable month and the company has shown growth in many arenas. Ad
sales areup by 239 and capital expenditures have decreased since 4% quarter in the Sales
Department. The sales team hired a new design specialist, the role of VP of szles was filled, anew
Formal Style Set
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To Madify a Style:
1. Locate the style you wish to change in the Styles group.
2. Right-click the style. A drop-down menu will appear.

3. Click Modify and the Modify Style dialog box appears.

#4 Find ~

3. Replace

aaBbCcDdi AaBbceDdl | AABRB(C| AABBC

THormal T Mo Spaci.. | Hea Update Heading 1 to Match Selection
style %4 Modify..
ARSI EEEIGECE 5E|bﬁ|l:[NUDEtE]
Rename...

Femove from Quick 5tyle Gallery

Add Gallery to Quick Access Toolbar

Modifying a Style

4. Make the desired changes to the formatting. If you want, you can also change the name of the style.

[ Modify Style [ER5)

Properties
MName: |Sales Report Main Heading |
Style type: |Linked {paragraph and character) - |
Style based on; | T Normal

L[]

Style for following paragraph: | T Mormal

Formatting

|cambria Greadngslz] 16 [o]| B 7 U || E—~]
B ==z ® ¢

[N
wia
U]
i
U]

EXECUTIVE SUMMARY

Font: (Default) +Headings (Cambria), 16 pt, Font color: Text 2, Small caps, Expanded by 1pt o
Line spadng: single, Space D
Before: 20 pt
After: 3 pt, Don't add space between paragraphs of the same style, Level 1, Style: Linked, v

Add to Quick Style list ] Automatically update
@ Only in this document  (7) New documents based on this template

Format ~ I oK Il Cancel ]

5. Click OK to apply the modifications to the style.

The Formatting options for the Style
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To Create a New Style:

1. Click the arrow in the bottom-right corner of the Styles group. This opens the Styles task pane.

34 Find ~

2. Replace

AABEC AsBsC | A

Headingl Heading2 |_| Change
9 9 ~ | styles~ k Select =

Styles [ Editing
= =
A7 styes ﬁ’“ > x |
FY
-
Click to open the ¥ | ]
Styles task pane -
= a
Heading 3 Ta
Heading 4 a
Title Ta =
Subtitle 1 |=
many Subtle Emphasis a
Emphasis a
role Intense Emphasis a
Strong a
= Quote Ta |
e Intense Quote Ta
Subtle Reference al
£ Iocal
ught Intey
Bool New Style
command
sare
sof
Options...
The Styles task pane

2. Select the New Style button at the bottom. A dialog box will appear.

3. Enter a name for the style, and set the text formatting the way you want.

-
Create New Style from Formatting M

britot) [0l B 7 | —]

. — — LI =
| = = = | = 4£| i=

Properties
Mame: |Sales Report Title| |
Style type: |Paragraph IZ|
Style based on: | T Mormal |Z|
Style for following paragraph: | |Z|
'Formath'ng

January 2010 has been a profitable month and the company has shown growth in many
arenas. Ad sabes are up by 23% and capital expenditures have decreased since 4th
guarterin the Sales Department. The sales team hired 2 new design specialist, the role
of v

Style: Quick Style

Based on: Normal

Add to Quick Style list Automatically update
@ Only in this document  (7) New documents based on this template

— —

]

Formatting options for the new Style

4. Click OK, and the new style will appear in the task pane.

MS Word 2010- Dr. Niraj Kumar Chaturvedi-77



What is a Theme? a7 . [EF]

All documents in Word 2010 use a theme. You've already been using

(i
i
(I
IIJI
ler

a theme, even if you didn't know it: the default Office theme. Every o

theme, including the Office theme, has its own theme elements:
e Theme Colors (available from every Color menu)
Theme Colors

e Theme Fonts (available from the Font menu)

‘f'° Calibri Hm - A A Al | B s
= Theme Fonts 7S =
l?ﬁ Cambria (Headings) | _ -
Calibri (Body) %
Recently Used Fonts
{} Franklin Gothic Demi
O Imprint BT Shadow
{} Franklin Gothic Demi Cond Theme Fonts
e Shape Styles (available in the Format tab when you click on a shape)
< F Shape Fill ¥
Shape Outline ~
Shape Effects ~
Shape Styles G
FRAR NS R 2 T
& ; :
I Shape Styles

Why Should You Use Theme Elements?

B iutomatic

Theme Colors
HE EEEEEEN]

-

Standard Colors

HE EEEEN
Recent Colors

HE

+8) More Colors...
[ Gradient 3

If you're using theme elements, you'll probably find that your document looks pretty good and all of the colors
work well together, which means you don't have to spend as much time tweaking the document. But there's

another great reason to use theme elements: When you switch to a different theme, all of those elements will
update to reflect the new theme. You can drastically change the look of the document in a couple of clicks, and

it will usually still look good.

ADWORKS, INC.

Oriel Theme

v

ADWORKS, INC.

SaLEs TeAam MONTHLY REPORT

JANUARY 2010

Tradeshow Theme
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Remember, the colors and fonts will only update if you're using Theme Fonts or Theme Colors. If you choose
one of the Standard Colors or any of the Fonts that are not Theme Fonts, then your text will not change when
you change the theme. That can be useful if you're creating a logo or title that always needs to look the same.

Cj“b::u T ""‘—’Bjs - .AT ﬁv Aﬂ-v ﬁib EE - EE T 1ET E'E *;'E %\Ir “ 1.
) | o) pe— _= = So - D
¢ Gungsuh j====12 = |

1€ GungsuhChe Paragraph 2

¢} Haettenschvieiler R
() Sfariow Kolid Walic

) Harnington

[ High ower | ext ﬁdwor’kg, lne-
¢ Impact

=L

Selecting a non-theme font

If you're using built-in styles, you may notice that the fonts for those styles change when you select a different
theme. That's because all of the built-in styles are based on the Theme Fonts. If you don't want the styles to
change, you'll need to create custom styles.

To Change the Theme:
1. Select the Page Layout tab.

2. Click the Themes command. A drop-down menu will appear.

“_ Home Insert Page Layout Referer

|] (35 Orientation = ¥= Breaks ~

13 size - 3 Line Number
Margins __
b -~  EE Columns ~  b& Hyphenation
- 9
Aa Aa Aa ’
L | - EEEEEE L]
Adjacency Angles Apex =
Aa A I Aa
EEEEEs k. L | -
Apothecary Aspect Elack Tie

Selecting a Theme
3. Hover the mouse over a theme to see a live preview of it.
4. Select the desired theme.

Customizing a Theme

Suppose you really like the fonts from one theme, but you'd like to experiment with different color schemes.
That's not a problem: you can mix and match the colors, fonts, and effects from different themes to create a
unique look for your document. If it still doesn't look exactly right, you can customize the Theme Colors and
Theme Fonts.
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To Change the Theme Colors:

1. From the Page Layout tab, click the Theme Colors command. A drop-down menu will appear.

e EESEE—
|1 s Orientation — H—e0m Bre
-

EBwilt-Im

Orrice .

i

I 1 " [ I I Srayscale
[N [ [ [ [ I I Suodjace oy
| el | | | [=] | ngles

I [ [ ) N N N =
Apothecany
Aspaect
Aaustin
Black Tie

Ciwic
Clarity
ENC NI $ composits
| ol | [ | | | | Concourss
I [ N N [ N Cowuture

| ol | [ | | | | Elemental
| uml | | | [ ] | E ity

N [ N Y N (N N Esserntial

| el | [ | [ ] | Executive

| el | [ | [ o] Flawnr

| o] ] o | | | i | | Fowurndrs
ENEEI I @cria -

Create MNeww Theme Colors...

e s s

Changing the Theme Colors

2. Hover the mouse over the different sets of Theme Colors to see a live preview.

3. Select the set of Theme Colors you desire, or select Create New Theme Colors to customize each color
individually.

When setting Theme Colors, try to find a part of your document that uses several colors, so that you get the
best idea of what the color scheme looks like.

To Change the Theme Fonts:

1. From the Page Layout tab, click the Theme Fonts command. A drop-down menu will appear.

[y Orientation ~ H= Breaks -
13 size ~ £RA Line Mu

Oriel - p
Century Bchooll . N
Clentury Schoolboolk |

Origin i
Eooltman —ld ...
Sill Sans BT

gtantia

Constanta

Perspective
Arial
Arial

Pushpin
Constantia
Framklin Gothic Boolk

Slipstream
Trebuchet /S
Trebuchet AL

Soalstice

= A Sill Sans MT
Sill Sans MT

Techmic
Franklin Gothic Bo. ..
Arial

3
[a{ajaafala)

{

Thatch

Create Mew Theme Fonts...

- Changing the Theme Fonts

2. Hover the mouse over the different sets of Theme Fonts to see a live preview.

3. Select the set of Theme Fonts you desire, or select Create New Theme Fonts to customize each font
individually.
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To Change the Theme Effects:

1. From the Page Layout tab, click the Theme Effects command. A drop-down menu will appear.

Home

-

The:nes @ Marvgins

— :
Insert Page Layout

References

[ Orientation ~ %= Breaks ~

I3 size ~

£E Columns v

¥ Line Numbers ~

b Hyphenation ~ | |

A
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@

g
2

Executive

Foundry

Grid

;@
&
2

&

Hardcover Horizon Median Metro
Module Newsprint Opulent Oriel

a

&
&

@

Origin

Paper

Perspective

Pushpin

| |

I

Changing the Theme Effects

2. Hover the mouse over the different sets of Theme Effects to see a live preview.

3. Select the set of Theme Effects you desire.

Some themes can add a Picture Fill to shapes, depending on which Shape Styles are used. For example, the
Paper theme can add a paper-like texture to shapes. Try exploring some of the different Shape Styles after
changing the theme.

To Save Your Theme:

Once you've found settings that you like, you may want to save the theme so that you can use it in other

documents.

1. From the Page Layout tab, click the Themes command. A drop-down menu will appear.

E- @ [ Orientation = ¥=) Breaks ~
13 size -

§|51 Line Number

v
eS| 5]

Margins

£E Columns ~

Page Layout

Referer

b~ Hyphenation

Built-In

—m

As 2]

ra ]

Erowse for Themes...

@ Save CuSnt Theme...

Reset to Theme from Template

Office Ldjacency  Angles Apex =
Aa BB Aa EH‘ Aom Aa 1
Apothecary  Aspect Austin Black Tie
Aa ) AaT Aa"]AaU
Civic Clarity  Composite Concourse
Aa “m Aa“] A “H Aaj
Couture  Elemental Equity -gs:::tl-al
Aaj Aa 1 Ba 1 Aa 1
— 11—
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Saving the current Theme
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2. Select Save Current Theme.

Save Current Theme
O-CJ ' 1) « Templates » Document Themes » v | ‘,I I Search Document Themes ,Ol
Organize v New folder =~ @
&
[= Documents *  Name Date modified Tl
Js Music
i 1. Theme Colors 2/18/201010:36 AM  F|
&= Pictures ;
¥ 1. Theme Effects 2/18/201010:36 AM  F
B videos
2/18/201010:36 AM  F

1. Theme Fonts

+& Homegroup

1% Computer
&, Local Disk (C3)
¥ stephen on '.psf' (W:)

> <

m

L8 ctaff on ".nsf' (X

File name:  Sales Report Theme|

Save as type: | Office Theme

3. Type a file name for your theme and the click Save.

The Save dialog box
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Lesson 19: Working with Headers and Footers
Introduction

Insert Pa

L 4
L

Home

You can make your document look professional and polished by utilizing the
header and footer sections. The header is a section of the document that

appears in the top margin, while the footer is a section of the document bieacer; Tooter N::zgzr . &D%':e Fl
that appears in the bottom margin. Headers and footers generally contain Veadir 5 Footer 1
information such as the page number, date, and document name.

In this lesson, you will learn how to insert and edit headers and footers. I_l ‘_

To Insert a Header or Footer:
1. Select the Insert tab.
2. Click either the Header or Footer command. A drop-down menu will appear.

3. From the drop-down menu, select Blank to insert a blank header or footer, or choose one of the built-in

options.
=2 A A= [& signature Lin
== — [} Date & Time
Header| Footer  Page Text Quick WaordArt Drop " .
= *  MNumber~ | Box~ Paris~ - Cap "4 Object ~
| N
Stacks
[Type the document title]
1
Tiles
Transcend =
Title and date inside colored tiles

Transcend (Odd Page)

hd

More Headers from Office.com

-

Edit Header

Remove Header

PaEd

Save Selection to Header Gallery...

linserting a header

4. The Design tab will appear on the Ribbon, and the header or footer will appear in the document.

5. Type the desired information into the header or footer.

Typing text into a header
6. When you're finished, click Close Header and Footer in the Design tab, or hit the Esc key.
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After you close the header or footer, it will still be visible, but it will be locked. To edit it again, just double-click

anywhere on the header or footer, and it will become unlocked

To Insert the Date or Time into a Header or Footer:

1. Double-click anywhere on the header or footer to unlock it. The Design tab will appear.

2. From the Design tab, click the Date & Time command.

et Page Layout References !

R o= I | EE
Ly | =] 2] HE
Date Quick Picture Clip Go to
& Time | Parts - Art Heade

Insert

Insert Date and Time

Insert the current date or time into
the current document. .
The Date & Time command

3. Select a date format in the dialog box that appears.

F Bl
Date and Time M

Available formats: Language:

2/a/2010 English (U.5.) [~]

Thursday, February 04, 2010
2/a/10 g

2010-02-04

4-Feb-10

2.4.2010

Feb. 4, 10

»

4 February 2010
February 10

Feb-10

2/4/2010 9:20 AM
2/4/2010 9:20:54 AM
9:20 AM

9:20:54 AM

059:20

09:20:54

= | [[] Update automatically

o) Cama)

L electing a date format

4. Place a checkmark in the Update Automatically box if you would like it to always reflect the current
date. Otherwise, it will not change when the document is opened at a later date.

5. Click OK. The date/time now appears in the document.

To Remove Content Controls:

By default, some of the built-in headers and footers have snippets of text that are called Content Controls.
Content Controls can contain information such as the document title or company name, and they allow you to

enter that information into a form field.

: Company | _
[Type the company name] | 1
=== [Type the document title]

Form fields

Form fields
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However, you'll often just want to type a "normal" header, without any Calibri (Body) ~ 11 ~ A" A° iF iE
Content Controls. To do this, you'll need to remove any Content Control BI=%w-A-&-=
fields from the header or footer. [ch | iTh
. . o . [Ty & cut
1. With the header or footer section active, right-click the Content By Copy
Control field you wish to remove. A drop-down menu will [ PasteOptions:
appear. A
2. Click Remove Content Control. The Content Control field will RESWE Content Control
disappear. Insert »
Delete Cells...

Removing Content Control

Other Header and Footer Options

There are many other header and footer options that you can use to design these sections of your document.
You can review the Header and Footer Tools Design tab, to view and explore the design options.

Do

!

- DOCUMENLERIeIaIOIt RO cades & Footes Tools. :

Mome Insent Page Layout References Mailings Review View Design o0

= ] Y J 3 ;':'; e .[ ' Prevous | Dferent Fust Page E]s Meader trom Top: 0.8 s a
| - - ¥ | A6

- F3 - | | - o' | .
= - D 1= = 8 < j', Next Didterent Odd & Even Pages I Footer from Bottom: 0.5 .
Header Footer  Page Date Quick Picture Clp t Goto o Close Meader
- Number~ &Time Parls~ At cader Footer = ' W Show Document Text 1) Insert Alignment Tab and Footer

Header & Footer Intent Navgation Options Postion Close

The Design Tab

Adding Page Numbers

Word can automatically label each page with a page number and place it in a header, a footer or in the side
margin. You can add page numbers to an existing header or footer, or you can insert page numbers into a new
header or footer.

To Add Page Numbers to an Existing Header or Footer:
1. Select the header or footer. The Design tab will appear.

2. Place the insertion point where you want the page number to be. You can place it anywhere except
inside a Content Control field.

R RN W A

[ » &

REPDRTT-"‘*h

The Insertion point
3. From the Design tab, select the Page Number command.

4. Click Current Position and select the desired style. The page number will appear in the document.
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ome Insert Page Layout References Mailings Review WView ‘ Design L
ElE E EPreuious [ Different First Page
C Be =Ty Next |:| Different Odd & Even Pay
Date Quick Picture Clip Goto Goto
F Time Parts = Art Hij.j;_, Footer 22 Link to Previous Show Document Text
" Top of Page » Mavigation Options
0@ Bottom of Page * 1 0 2 E I 4
p::] Page Margins 3
[#]  Current Position » | -
iﬁ' Format Page Numbers... Accent Bar 3
& Remove Page Numbers (Pree 1 1
Accent Bar 3 =
der
Number with "Page” label and
Pg. Num accent bar
[pe 1

Selecting a page number

If you've already typed information into your header or footer, it's important to place the page number at the
Current Position to avoid losing anything. If you select a page number from Top of Page or Bottom of Page, it
will delete anything that you have already added to the header or footer.

To Insert Page Numbers into a New Header or Footer:

1.

From the Insert tab, click Page Number. A drop-down menu will appear.

2. Select the desired page number style, and it will appear in your document.

PRl *h BE ‘
= a+ = = =]
iy A& Bookmark — —
Shapes SmartArt Chart Screenshot Header Footer Text Quick Wordd
- - I'# Cross-reference - - Box~ Parts~
1 Simple < | %] Top of Page

: Plain Number 1 Eottom of Page

Page Margins

Current Position

Plain Number 2 Remove Page Numbers

Plain Number 3

N

Plain Number 3

Page X
Accent Bar 1

Mumber with no formatting or
accents

To Hide the Page Number on the First Page:

4

all

vl

13

13

Format Page Numbers...

Inserting a page number at the top of the page

In some documents, you may not want the first page to show the page number. You can hide the first page

number without affecting the rest of the pages.
1.

2.

Select the header or footer that contains the page number.

From the Design tab, place a checkmark next to Different First Page. The header and footer will

disappear from the first page. If you want, you can type something new in the header or footer, and it

will only affect the first page.
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Hiding the page number on the first page

If you're unable to select Different First Page, it may be because an object
within the header or footer is selected. Click in an empty area within the
header or footer to make sure nothing is selected.

To Format the Page Numbers:

1. Select the header or footer that contains the page number.

2. From the Design tab, select the Page Number command.

3. Click Format Page Numbers.

Clicking Format Page Numbers

4. From the dialog box, Select the desired Number format.

-
Page Number Format

Numbe- format:
Inchite diap b

Chapler star

Mge ravhirng
& Contwe fon pravous section
(. wartgt +

[ ][ conen

‘ Design l
ifferent First Page 4+ Hea
I Different First P Head
[ T"Different Odd & Even Pages | [=h Foot:
Show Document Text ,;;] Inser
Options
| Different First Page i

Specify a unique header and footer
for the first page of the document.

9 Press F1 for more help.

Selecting a number format

e

tieader Footer | Fage Uste Quick Fict
v ~  |Number | Ime Pars~

reader & A ‘g

] M
o)
¥
%

Fescher |

Top of Fage

Jottom of Page Qi S ET T

2age Marging ’ L

Current Position

io&-ﬁ Page Nunbers,,

Dy Wi Cona Miambhac

format Page Number

Change the format of page
numbenng used in the haader o
footar

5. Next to Start at, enter the number that you want the page numbers to start with.

-

Page MNumber Format

A=)

Mumber format: |1, 2, 3, ..

=]

[7] Indude chapter number

Use separator:

Examples:

Fage numbering

Chapter starts with style: |Heading 1 -
- (hyphen) |~

1-1, 1-A

Selecting a starting page number

If you've created a page number in the side margin, it's still considered part of the header or footer. You won't
be able to select the page number unless the header or footer is selected.

An alternative way to modify your page numbering is by using section breaks.
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Lesson 20: Reviewing Documents

f . - W wrall-
Introduction Dear Mr. Powell:

Suppose someone asks you to proofread a report for them. If you have a & the time to meet with me last |

hard copy of the report, you might use a red pen to cross out sentences,  ffth youand touring the facility. I
mark misspellings, or add comments in the margins. However, you could [ the competence of the staff at
also do all of these things in Word using the Track Changes and in such a productive and e
Comments features.

When you've finished reviewing the document, the other person can  of Sales Supervisor, would gre
choose to au'fomatlcally Accept all of your changes, or decide whether to techniquesthat would deiveinc
Accept or Reject each change one-by-one. b

In this lesson, you'll learn how to Track Changes, add Comments, and Compare two versions of a document.
About Track Changes

When you turn on the Track Changes option, every change you make to the document shows up as colored
markups. If you delete some text, it won't disappear, but instead will have a visible strike through it. If you add
text, it will be underlined. This allows another person to see which changes have been made before making the
changes permanent.

Fe-Whemit May CencernDear Mr. Powell:

Thank you for taking the time to meet with me last Thursday about the Sales Associate position. |
enjoyed meeting with you and touring the facility. [ was very impressed with the layout of the
showroom and with the competence of the staff at ewreempansyQuality Furnishings. [ wouldlove
the chance to work in such a productive and ¥es=supportive atmosphere.

ratings at Quality Furnishings.

A document with
tracked changes

The color of the markups will vary depending on who is reviewing the document, so if there are multiple
reviewers, you'll be able to tell at a glance who made each change.

To Turn on Track Changes:
1. Click the Review tab.
2. Click the Track Changes command. It should now be highlighted in gold to show that it is active.

Review View

== ‘f:l Final: Show Markup -

= 2 show Markup -
Track
Changes * J_E Reviewing Pane -

Tracking

Track Changes (Ctrl+Shift+E)

Track all changes made to the
document, including insertions,
deletions, and formatting changes.

0 Press F1 for more help.

The Track Changes command
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3. Any changes you make to the document will be shown as colored markups.

the facility.] was very impressed with the layout of the
ofthe staff at yevreempanyQuality Furnishings. I wouldlove

Tracked changes
4. Click the Track Changes command again to turn it off.
Adding and Deleting Comments
Sometimes, instead of changing something, you may want to make a
comment about part of the document. Comments show up in References Mailings Review
"balloons" in the right margin and can be read by the original author or B b et - = -
g Leiete ==lLeo t [
by any other reviewers. _ - g
¥ Previous | = E
New Track s
To Add a Comment: Comment 2 Next Changes ~ ib]
Comments

1. Highlight some text or place the insertion point where you
want the comment to appear.

2. From the Review tab, click the New Comment command.
The New Comment command

3. Type your comment.

|| Insert Comment

Add a comment about the
selection.

isor, would greatly benefit Quality Furnishings. In that time, I

| s ‘[ Comment [BH1]: How many years?

A comment
To Delete a Comment:

1. Select the balloon containing the comment you wish to delete.

I’[Cll‘llll:nt [BH1]: How many years? ] |

A selected comment

2. From the Review tab, click the Delete command.

References Mailings Review View

] #J Dejete - |-'—2¢ 9% Final: Sho

#] previous 2 show Mark

MNew - Track o
Comment o Mext Changes'.l_ERE’-”EW'”g
Comments Tracking
! | Delete Comment

Delete the selected comment.

Deleting a comment
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To Delete All Comments: 5 Mailings Review View

1. From the Review tab, click the Delete drop-down arrow. N F_'—fty L& Final: Show M

ﬂ Delete
The Delete drop-down arrow

2. Click Delete All Comments in Document. I Delete All Comments in Document

Accepting or Rejecting Changes

Tracked changes are really just "suggested" changes. To ity.I was very impressed with the layout of the
become permanent, they have to be Accepted. On the other at WQM@II would
hand, the original author may disagree with some of the supportive atmosphere.

tracked changes and choose to Reject them.
To Accept or Reject Changes:

1. Select the change you want to accept or reject.
Selecting a change

2. From the Review tab, click the Accept or Reject command.

Review View

p;‘/, f:-l Final: Show Markup - @ @} Previous
) (3 Next

= |2 show Markup ~
Track Accept Reject

Changes = ﬂE Reviewing Pane ~
= S The Accept and Reject commands

3. If you accepted the change, the markup will disappear, and the text will look "normal."

ity.Il was very impressed with th
T at Quality Furnishings. I would.

+atmosphere. After accepting a change

For some tracked changes, you can "reject" the changes by simply deleting them as if they were normal text. For
example, if a reviewer adds a word to a sentence, you can just delete the word.

To Accept All Changes:

1. From the Review tab, click the Accept drop-down arrow. A drop-down menu will appear.
@ A} Previous j
#3 Next
Reject Compare

_ {(} Accept and Move to Mext L

o

Accep[:c\;ll Changes in Document
Accepting all changes

2. Select Accept All Changes in Document.
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e

To Reject All Changes: [ Bo | [\ De | ¥ Previous
i*{% | @21" ’ '

1. From the Review tab,‘cllck the Reject drop-down arrow. Accept |Reject | Compaie Blod]
A drop-down menu will appear. v [

‘ -

| 82 Reject and Move to Next i

.
e

Rejecting all changes

2. Select Reject All Changes in Document.
Accepting or Rejecting all changes does not affect comments, so Reject All Changes iq Document

if you want to delete them, you'll have to do it separately.
Changing How Markups Appear

If there are a lot of tracked changes in a document, they may become distracting if you're trying to read through
the document. There are a couple of settings that you can use to hide the markups or change how they appear.

To Hide Tracked Changes:

1. From the Review tab, click the Display for Review command. The Display for Review command is
located to the right of the Track Changes command, and it may not be labeled. It will probably say
Final:Show Markup.

Review View
f_‘ Final: Show Markup - g,
=] Show Markup ~ 1%
ChTar:;i;S - E Reviewing Pane ~ Accfpt

Tracking The Display for Review Command
2. Inthe drop-down menu, there are four options:
o Final: Show Markup: Shows the final version along with the markup.
o Final: Shows the final version and hides all markups.
o Original: Show Markup: Shows the original version along with the markup.
o Original: Shows the original version and hides all markups.

3. Choose Final or Original from the drop-down menu to hide the markups.

Dear Mr. Powell:

Thank you for taking the time to meetwith me last Thursday about the Sales Associate position. I
enjoyed meeting with youand touring the facility.I was very impressed with the layout of the
showroom and with the competence of the staff at Quality Furnishings. I wouldlove the chance to
workin such a productive and supportive atmosphere.

As wetalked about in our meeting, my many years of sales experience, both in commissioned floor
sales and in the role of Sales Supervisor, would greatly benefit Quality Furnishings. In that time, I
hawe learned many techniques that would increase sales and drive customer satisfaction ratings at
Quality Furnishings.

Displaying the Final
version (markups hidden)

Setting Display for Review to Final is not the same as accepting all changes. You will still need to Accept or
Reject the changes before sending out the final version of your document.
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To Show Revisions in Balloons:

By default, most revisions show
up inline, meaning the text itself
is marked. You can choose to
show the revisions in balloons,
which moves many of the
revisions (such as deletions) to
balloons in the right margin. This
may make the document easier
to read, as there are fewer inline
markups. The balloons also give
you more detailed information
about some markups.

1. From the Review tab, click Show Markup =
Balloons = Show Revisions in Balloons.

Showing revisions in balloons

2. Some of the revisions will move to the right margin.

Revisions in the right margin

To go back to inline markups, you can select either Show
All Revisions Inline or Show Only Comments and

Formatting in Balloons.

Comparing Two Documents

—
Review View
Q) 2 Final: Show Markup v @ @ 4} Previous _'ja |E
Show Markup - | == = P Next
Track Accept Reject Compare 0 Restrict
Changes ~ \f Comments - - - tuthors = Editing
V| Ink Changes Compare Protect
v | Insertions and Deletions :?H\? |
v | Formatting
v | Markup Area Highlight
B Balloons g Show Revisions in Balloons
Beviewers g Show%l Revisions Inline
v | Highlight Updates v | Show Only Comments and Formatting in Balloons
_____________________ -"[Dcleted:Tu'\‘t'humitMa}'Cunca:n ]
ciate position. [
ayout of the
wve the chance to
_____________________ a-‘[Deleted:vary ]
__r_I}i_s_s_i_o_r_ls_egl_fl_qc_:g__*_ e { Comment [BH1]: How many years? ]
s. In that time, [ ‘“{Formatted:LeFt ]
f_a_C_t_ll_)_n_ r?lnr_lg_s_g!:_ __..---1 Comment [BH2]: Giving zn example of these
1 techniqueswould make this 2 stronger statement.
‘{Deleted:d.rlve ]
rom the Superior
eredin the
nt them at Quality
sefeelfreeto - { Deleted: this ]
forward to _1}??_1"_1!1& { Deleted: amlooking ]

If you edit a document without tracking changes, it's still possible to use reviewing features such as Accept and
Reject. You can do this by comparing two versions of the document. All you need is the original document and
the revised document, and they need to have different file names.

To Compare Two Documents:

1. From the Review tab, click the Compare command. A drop-down menu will appear.

2. From the drop-down menu, click Compare.

4} Previous ?
2d Mext
Bloc Restrict
Aduthors = Editing
jes | Compare...
| B | g pare two versions of a
! dol%ment [legal blackline).
<= Combine...
= ﬁj Combine revisions from multiple
authors into a single document.

The Compare command

3. Adialog box will appear. Choose your Original document by clicking on the drop-down arrow and
selecting the document from the list. If your document is not on the list, click the Browse button to

browse for the file.
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-
Compare Documents m

Revised document

Original document

-] &

Click to browse if
document is not in list

L PRTI—

Browse...

The Field Bazaar - Two Columns

Choosing the Original document

4. Choose the Revised document the same way you chose the Original document and click OK.

i B
Compare Documents m

Revised document

- |

Original document
Thank You letter

=] &

Label changes with | | Browse. ..

Sales Team Report
Thank You letter

The Fi!gﬁazaar -Twao Columns :‘ ]

1l

Maore ==

b

Choosing the Revised
document

At this point, Word compares the two documents to determine which changes were made, and it creates a new
document that you can save if you want. The changes show up as colored markups, just like the ones that
appear when using Track Changes. You can then use the Accept and Reject commands to finalize the document.

Summary: 17 revisions o AX | [ Compared Document X || Original Docurnent (Thank You letter - Bl Hanse X
Insertions: 9 Deletions: 7 Moves:0 June 22,2009 51| June 22,2009 &
Formatting: 1 Comments: 0 = | ‘
|| Roger Powell Roger Powell |
Sales Manager Sales Manager el
Quality Furnishings Quality Furnishings
Deleted Bill Hansen 125 West Hannover Street 125 West Hannover Street
To Whom it May Concern: Raleigh, North Carolina 27601 Raleigh, North Carolina 27601
Inserted Bill Hansen |
Dear Mr. Powell: Fo-Whom-it-Hay-Concorn: To Whom it May Concern:
Inserted Bill Hansen || || Dear Mr, Powell Thank you for taking the time to meet
with the & voufortaktng skl 4E me bt Ehvarsdarcbost [N with me Jast Thursday about the Sales
Thank you for tal ¢ time to meet with me last Thu about ] - o
Deleted Bill Hansen | mew: s i 1 enjoyed R m:y P Ienjoyed gwith «
your company. ¥, baacia ) you you and touring the facility. 1 was very ©
* touring the facility. | was very impressed with the layout of the o ®
|_impressed with the layout of the *
[Inserted Bl Hansen 1 and with the competence of the staff at your P e
Quality Furnishings. eompany-Quality Furnishings, I would love the chance to work in } SObick Youlctisr by =,
Deleted Bill Hansen such a productive and-very supportive atmosphere, June 22,2009 ‘:
very ——
i Aswe talked aboutin ourmesting, my manyfourteen years of sales Roger Powell
et Lo P bothin d floor sales and in the role of Sales Manager E
in our meeting | Sales Supervisor, would greatly benefit Quality Furnishings. In that Quality Furnishings
Deleted Bl Hansen | time, I have learned many techniques that would drivejncreass 125 West Hannover Street
many sales and drive customer satisfaction ratings at Quality Furnishings. Raleigh, North Carolina 27601
T ad Lo | Inaddition, I wanted to let you know that | have recently received
S | my certificate from the Superior Sales Training program at the
Deleted Bl Hansen National Buel 1 Several covered inthe Dear Mr. Powell:
drive program are sure to bolster sales. I look forward to having the Thank you for taking the time to meet
Inserted Bill Hansen chance to implement them at Quality Furnishings, .
! | Wwith me last Thursday about the Sales v Compar’ng tWO
documents

To the right of the new document, there is a pane that displays the Original and Revised documents that you can
use for reference (although you can't edit them). If you don't see the pane on the right, click Compare =+ Show
Source Documents —+ Show Both.

Using the Reviewing Features Safely

If there are any comments or tracked changes in your document, you should remove them before sending it
out to anyone you're not collaborating with. Comments and tracked changes can reveal confidential information
that could lead to embarrassment or make you or your company appear unprofessional (or worse).
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Once you've removed all of the comments and tracked changes, it's a good idea to double-check your document
using the Document Inspector. The Document Inspector can tell you if there is any hidden data in your
document that you may need to remove. It looks for data in many different places—not just comments and

tracked changes.
To Use the Document Inspector:
1. Save your document.
2. Click the File tab to go to Backstage view.

3. Select Info on the left side of the page.

Home lr:sert 7Page Layout References Mailings Review View
[ save ) X
B Information about Janet Richardson Resume
ol C:\Users\Stephen\Documents\Janet Richardson Resume.docx
[ Open

4 Close

= Permissions
Ll.gﬁ}] Anyone can open, copy, and change any part of this document.
Protect
Recent Document ~
New
Prepare for Sharing
Print Before sharing this file, be aware that it contains:
v T Comments
eck for
Save & Send T —— Document properties, author's name and related dates
Content that people with disabilities find difficult to read
Help
[:] options = Y Versions
Exit _:g 2] There are no previous versions of this file.
Manage
Versions ~

Selecting Info

4. Click the Check for Issues command. A drop-down menu will appear.

5. Select Inspect Document.

4 Close .
— Permissions
E%F Anyone can open, copy, and change any part of this document.
Protect
Recent Document =
e = ]

MNew

N Prepare for Sharing
Print Before sharing this file, be aware that it contains:

S Comments
eck for .
Save & Send et Document properties, author's name and related dates
Contant that nannlawith dicahilities find difficult to read
Help é Inspect Document
=7/ Checkthe document for hidden properties
|§ Options l}orpersonal information.
[ =y Check Accessibility this file

B et L@ Check the document for content that people

with disabilities might find difficult to read.

Check Compatibility

Check for features not supported by earlier

versions of Word.

6. Click Inspect.

Clicking Inspect Document
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-
Document Inspector

To chedk the document for the selected content, dick Inspect.

[« and Annotations
Inspects the document for comments, versions, revision marks, and ink annotations.

R Y?
i 1S,

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Custom XML Data
Inspects for custom XML data stored with this document.

Headers, Footers, and Watermarks
Inspects the document for information in headers, footers, and watermarks.

Invisible Content

invisible. This does not indude objects that are covered by other objects.

Hidden Text
Inspects the document for text that has been formatted as hidden.

Inspects the document for objects that are not visible because they have been formatted as

| Inspect

tarting the inspection

7. The inspection results will show an exclamation mark for any categories where it found potentially
sensitive data, and it will also have a Remove All button for each of those categories. Click Remove All

to remove the data.

-
Document Inspector

Review the inspection results.

L ts, R s,
The following items were found:
* Comments

and A

Document Properties and Personal Information
The following document information was found:

* Document properties
* Author
*Related dates

Custom XML Data
Mo custom XML data was found.

Headers, Footers, and Watermarks
Mo headers, footers, or watermarks were found,

Invisible Content
Mo invisible objects found.

Hidden Text
Mo hidden text was found.

/A Note: Some changes cannot be undone.

[ Reinspect ] l

Close

Removing possibly sensitive data

8. Close the dialog box when you're done.

9.

From Backstage view, click Save to make the changes permanent.
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Lesson 21: Working with Tables

Introduction

i

ae @ X

A table is a grid of cells arranged in rows and columns. Tables can be

Picture

Clip Shapes Smz
Art

v

customized and are useful for various tasks such as presenting text
information and numerical data.

In this lesson, you will learn how to convert text to a table, apply table
styles, format tables, and create blank tables.

IO

IO
i

To Insert a Blank Table:

I
|
|
|
N[
A1

1. Place your insertion point in the document where you want the table to appear.
2. Select the Insert tab.
Insert Page Layout References Mailings
3. Click the Table command. PEZEEEYE N
HEE P2l e
4. Hover your mouse over the diagram squares to select | !¢ | Ficure Clp Shapes Smartirt Chart Screenshot
the number of columns and rows in the table. 4x3 Table ions
, 0 s oo
Inserting a new table OO0O000] ' ' '
. . 0] I |
5. Click your mouse, and the table appears in the OO 100000
document. ]
]
6. You can now place the insertion point anywhere inthe | [ ]I
table to add text. I O
EE Insert Table...
To Convert Existing Text to a Table: 4 Draw Table
1. Select the text you wish to convert. wd i
E@ Excel Spreadsheet
2. Select the Insert tab. B QuickIables '

3. Click the Table command.

4. Select Convert Text to Table from the menu. A dialog box will appear.

Insert FPage Layout References Plailings Rewviaws Wiewwr
|| EE L I Hyperlink
(e 22 P ™= gl =i T
Table Picture Clip Shapes Smarté&rt Chart Screenshot IZEQC -
- At - - ross-refers
| Imsert Table ions Links
I | ] o - T
1 1 1 1 1 1 ] ] ] o Reveme
C I I I I I I [] jalesperson
I N I | |
N I N I N N O ™=~ web
e
== Insert Table... WL 55,550 513,470 S27,800
=T _Qraw Table }. S58,54F 517,555 58,907
= Conwert Text to Table... 5. 513,578 56,7289 510,239
E Exc preadsheet
EH Quick Tables -

a table

Converting text to
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5. Choose one of the options in the Separate text at: section. This is

-
Convert Text to Table

how Word knows what text to put in each column.
Table size
Separating text at Tabs Number of columns: 4 <
Mumber of rows: 5 =
AutoFit behavior
@ Fixed column width: | Auto =
() AutoFit to contents
() AutoFit to window
Separate text at
(71 Paragraphs  (©) Commas
© other: |-
6. Click OK. The text appears in a table. Lok | [ Cancel
Salesperson Print ™ Web
Jim M. 510,252 525 560 513,745
Beth \W. 55,550 513,470 527,800
Luiz D. 58,547 517,555 58,907
Alice 5. 513,578 56,789 510,239
The converted table

To Add a Row Above an Existing Row:

1. Place the insertion point in a row below the location where you wish to add a row.

Salesperson Print ™ Web
Jim M. 510,252 525,560 513,745
Beth W. 55,550 513,470 527,800
Luiz D. 58,547 F17.555 58,307
Alice 5. 513,578 /‘ 56,789 510,239
-~
Insertion point
2. Right-click the mouse. A menu appeatrs.
3. Select Insert =* Insert Rows Above.
| calibri (Body) = 11~ A A7
B 7 =E¥-A- 5[5
SIS0 [FZFE00
—a—m |
[ # Cut
L4 B
B3 copy
[{, Paste Options:
=
Insert b HH  Insert Columns to the Left
Delete Cells... - nsert Columns to the Right
Select L4 @ Insert KS Above
Bl split Cells... B Insert Hows Below
Bord dshading.. |g= Insert Cells.. .
[ Borders and Shading g _ Addmgarow

Placing the insertion point
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4. A new row appears above the insertion point.

Salesperson Print ™ Web

Jim M. 510,252 525,560 513,745
Beth W. 55,550 513,470 527,800
Luiz D 58,547 517,555 58,907
Alice 5. 513,578 56,783 510,239

You can also add rows below the insertion

point. Follow the same steps, but select Insert

Rows Below

from the menu.

To Add a Column:

1. Place the insertion point in a column
adjacent to the location you wish the
new column to appear.

2. Right-click the mouse. A menu will
appear.

The new row

Adding a column

Calibri (Body] = 11 + A
= h - - L
B I E=E¥-A-{&
™ Web [
§25,560 513,745 !
513,470 527,800 4
517,555 58907 |
56,789 510,239 | [§3 Paste Options:
=
HH  Insert Columns to the Left Inzert 4
i Insert Columns to the Right Delete Cells...
é Insert Rot¥s Above select 4
ﬁ Insert Rows Below B Split Cells..,
2= Insert Cells.., [ Borders and Shading...

3. Select Insert —* Insert Columns to the Left or Insert Columns to the Right. A new column appears.

Salesperson Print ™ Web
Jim M. 510,252 525,560 513,745
Beth \W. 55,550 513,470 527,800
Luiz D 58,547 517,555 58,507
Alice 5 513,578 56,789 510,239
To Delete a Row or Column:
1. Select the row or column.
2. Right-click your mouse. A menu will appear.
3. Select Delete Cells.
T |54
i ({8, Paste Options:
] =
Insert k
ETEtE Cells...
Serdc 4
&l | spiit Cells... Selecting Delete Cells
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4. Select Delete entire row or Delete entire column and click OK.

ERS=)

-
Delete Cells

©) Shift cells [eft
(7 shift cells up

() Delete entire row

Deleting a column

To Apply a Table Style:
1. Click anywhere on the table. The Design tab will appear on the Ribbon.
2. Select the Design tab and locate the Table Styles.

3. Click the More drop-down arrow to see all of the table styles.

|
yout References Mailings Review View ! Design ! Layout
e ferrrr e jieccec i1 gt —— -
_________________________ E? o7 Pen Color ~
Table Styles Draw Borde
g 1 2 3B 4B | More
= T T T
Choose a visual style for the table. L.
— Viewing the
Table Styles

4. Hover the mouse over the various styles to see a live preview.

5. Select the desired style. The table style will appear in the document.

Salesperson
Jim M.

£10,252 525,560 £13,745

Beth W. $5,550 513,470 527,200
Luiz D. 58,547 517,555 58,907
Alice 5. 513,578 %6,729 510,239

After adding a Table Style
To Change the Table Style Options:

Once you've chosen a table style, you can turn various options on or off to change the appearance of the table.
There are six options: Header Row, Total Row, Banded Rows, First Column, Last Column, and Banded Columns.

1. Click anywhere on the table. The Design tab will appear.
2. From the Design tab, check or uncheck the desired options in the Table Style Options group.

Home Insert

Header Row First Column

Page Layout References Review View

Mailings Design

Total Row

|:| Last Column

Eanded Rows |:| EBanded Columns

Table Style Options

Table Styles

Options

Table Style
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Depending on which Table Style you're using, certain Table Style Options may have a somewhat different
effect. You may need to experiment to get the exact look you want.

To Add Borders to a Table:

1. Select the cells you wish to add a border to.

Salesperson Print ™ Web
Jim ML 510,252 525,560 513,745
Beth W. 55,550 513,470 527,800
Luiz D. 58,547 517,555 58,907
Alice 5. 513,578 56,789 510,239

Highlighted cells

2. From the Design tab, select the desired Line Style, Line Weight, and Pen Color.

Design |

Layout -
---------- = B2 =
IZZZZ ZZZZZ | -| ] sorders - 3pt -
- — —__—__ - Draw Eraser
- =< Pen Color ~ Table
—_— = Line Style, Line Weight, and Pen Color
commands

3. Click the Borders drop-down arrow.

4. From the drop-down menu, select the desired border type.

= — I
Design Layout

lQslﬂamng'
=222 |- (Eroreen]]

EBottom Border

3 pt m—

Top Border i
i+ Left Border

] Right Border

Mo Border

All Borders

Dﬁglde Borders

Y Intfde Borders

Selecting a border type

5. The border will be added to the selected cells.

Ealesperson Print 1L Web

Jim ML 510,252 525,560 513,745

Beth W. |55,55CI 513,470 527,800 |
Luiz D 58,547 517,555 58,907

Alice 5. 513,578 56,789 510,239

The finished border
Modifying a Table Using the Layout Tab

When you select a table in Word 2010, Design and Layout tabs appear under Table Tools on the ribbon. Using
commands on the Layout tab, you can make a variety of modifications to the table.

Click the buttons in the interactive below to learn about the different ways you can modify a table with the
Layout tab.

g peeands o =3 = - - -
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. -+
Introduction @ /& Bo
Chart Screenshot

Lesson 22: SmartArt Graphics % """ [ N
& v [#) Cre

SmartArt allows you to visually communicate information rather than

simply using text. Illustrations can really enhance your document, and ftratm"s |
SmartArt makes using graphics especially easy. In this lesson, you will learn Insert SmartArt Graphic
how to |n§ert.a SmartArt grar?hlc, modify the color and effects, and change T Iiseta Saith
the organization of the graphic. 0 communicate il
e“ ’a SmartArt grapr
- graphical lists i
° — diagrams to m«

To Insert a SmartArt lllustration:
1. Place the insertion point in the document where you want the graphic to appear.
2. Select the Insert tab.

3. Select the SmartArt command in the Illustrations group. A dialog box appears.

Insert f_l’age Layout References Mailings Reviewr View

T b B8 @ )%ﬂ gl Sm B

Table | Picture Chp Shape& Chart Screenshot Header
. v 4] Cross-reference .
Tables | Dustrations Links Hed
Ll T DUl | insert SmartArt Graphic

Insert 3 SmartArt graphic to visually [

0 communicate information,

- ® 2
0 “ SmartArt graphics range from
- graphical lists and process
a

diagrams to more complex
@ .e graphics, such as Venn diagrams
and organization charts,

Press F1 for 3
" dhds e The SmartArt command

4. Select a category on the left of the dialog box and review the SmartArt graphics that appear in the
center.

5. Select the desired SmartArt graphic and click OK.
Choose a SmartArt Graphic L0 S

moa S q
$= ust -{- nl(r-::m - :‘5’1'“: ! — l

952  Process 1
ol y [— ST
| Hierarchy ’ 'Hlefuchil

4 Relationship -—E _'_ = = = e = R - ) % |
@ Matix . — - | | |

A Pyramid == o |3 -—

= - !(*!; E i m— Mierarchy

i - e =3 | = | Use to show hierarchical relationships I
@B Office.com progressing from top to bottom,

e

Selecting a SmartArt graphic
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To see more details about a graphic, click on any image, and a larger preview of the graphic with additional text
details will appear on the right side of the dialog box.

To Add Text to a SmartArt Graphic:
1. Select the graphic. A border will appear around it with an arrow on the left side.

2. Click the arrow on the left side of the graphic to open the task pane.

[Text]

' [Text] [Text]

I[Text]\ [Text] | | [Text]

3. Enter text next to each bullet in the task pane. The information will appear in the graphic, and will resize
to fit inside the shape.

The arrow to open the task pane

Type your text here £3
Liz Doe,
» iz Doe, President| President T
s [Text]
I 1
s [Text]
s [Text]
e [Text]
[Text] [Text] [Text]
| Hierarchy...
Typing text into the
task pane

4. To add a new shape, press Enter. A new bullet will appear in the task pane, and a new shape will appear
in the graphic.

You can also add text by clicking on the desired shape and then typing your text. This works well if you only need
to add text to a few shapes. However, for more complex SmartArt graphics, working in the task pane is often
faster.

You can change the layout of a SmartArt graphic even after you've added text. However, if the new layout is
very different from the old one, some of your text may not show up. Experiment with different layouts to see
how they display your text differently.
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Changing the Organization of a SmartArt Graphic
To Add a Shape to a Graphic:

1. Select the graphic. The Design and Format tabs appear on the Ribbon.

2. Select the Design tab.

3. Click the Add Shape command in the Graphics group.

Decide where you want the new shape to appear and select one of the shapes nearby the desired
location.

g

Select Add Shape Before or Add Shape After. If we wanted to add a superior or a subordinate, we could
select the Add Shape Above or Add Shape Below options.

Haome Insert Page Layout References Mailings
H 4 Promote 4+ Move Up

Add Shape After % Move Down =1 P -
T o e - Change
£dd Shithe Betar, Left o lavout L J~1 | colors - L

Review View | Design

Add Sh Add Shape After

Add Sh Add a shape after the selected [ Coe 2 I
shape. g g T T :

Add AstTrare T

o e o] ol 1)

New shape will appear
to the right of the
selected shape

Bob Roberts,
SalesChief

Beth, Elizabeth,

=] Design
Salesperson I specialist
£ >

. Jim,
N Salesperson

You can change the layout of a SmartArt graphic even after you've added text. However, if the new layout is

very different from the old one, some of your text may not show up. Experiment with different layouts to see
how they display your text differently.

* Adding a shape

To Move Shapes Using the Promote or Demote Commands:

1. Select the graphic. The Design and Format tabs appear on the Ribbon.

2. Select the Design tab.

3. Select the shape you would like to move.

4. Click the Promote or Demote commands in the Create Graphic group.
ne Insert Page Layout References Mailings Review View Design Fornm
~# Promote & Move Up _
5 D ote ¥ Move Down ._,‘_—]- ._d—_..___zz G% - Q
& Right to Left &3, Layout - e B2 EZFOH,EE. l:”:
Create Graphic Layouts
Promote Selection e e .

Increase the level of the selected
bullet or shape.

This option is most useful when

warking with the Text Pane. Liz Doe,
President
I
r 1
» John Smith, Bob Roberts,
s WP Sales Eales Chiasf
(]
r L T
Jim, Beth, Luiz, Alice, EII';:::E:‘h’
Salesperson SalEspErsDn Salesperson Salesperson SpEl:iaglisl:

:l.

- Promoting a shape
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5. The shape will move up or down by one level.

Liz Doe,
President

Elizabeth,

ke lohn Smith,
" VP Sales

Bob Roberts, A
SalesChief Sl
Specialist

Beth,
Salesperson

The promoted shape

You can also demote and promote shapes from within the task pane. With the insertion point in the task pane,
press the Tab key to demote a shape. Press the Backspace key (or Shift-Tab) to promote a shape. It's a lot like

creating an outline with a multilevel list.

To Change the SmartArt Style:

1. Select the graphic. The Design and Format tabs appear on the Ribbon.

2. Click the Design tab.

3. Inthe SmartArt Styles group, click the More drop-down arrow to view all of the styles.

J Design Fnrmat m

o] & S =3 2

Colors =

Smartart Styles Reset |

31 4 5 16 AN pmope

Choose an overall visual style for
the SmartArt graphic. . R
—Viewing the SmartArt

Styles

4. Hover the mouse over each style to see a live preview.

'few View I Design For'w'li?‘
[ - -' ® HBest Match for Document -
Tl owmel O | & €3 €5 2 £2
selen =P ) COC ) B l
_; 3D |
. 3 —
ERE et a5 e Ty

hm, ) Beth, i Lutz, ] Allce, ;
Salesperson Salesperson Salesperson . Salesper son
- Selecting a SmartArt Style

5. Select the desired style.
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To Change the Color Scheme:

Word provides a variety of color schemes to use with SmartArt. The color schemes use Theme Colors, so they
will vary depending on which Theme you are using.

1. Select the graphic. The Design and Format tabs appear on the Ribbon.
2. Select the Design tab.
3. Click the Change Colors command. A drop-down menu appears showing various color schemes.

4. Select the desired color scheme.

srences Mailings Review View l Design [ Format |
=== *%¢& icema|s
Layouts | | Primary Theme Colors |-
D I O s O GO O 0 =3 = E
_ — _ — C_ ¥ L o | |
CI G2 e
- i | | |
Colorful
o | ] L=l e
[EEa | 6| A3 63| | - o | o | =
I, | - | | | | i
| | 553 650 i e M
Accent 1 Colorful Range - Accent Colors3to 4 ]
Bob Robert 1
SalesChie L e - o5y
S | - S| |
| = (=
) ] Accent 2
Beth, Luiz, o — — =)
Salesperson Salesperson S s 1| e | O |
G = I
-

Selecting a new color scheme

If you want to change the appearance of a single shape within the SmartArt graphic, select the shape and click
the Format tab. You can then modify the Shape Style, color, effects or other settings for that shape.
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Lesson 23: Using a Template

Introduction

A template is a pre-designed document that you can use to create
documents quickly without having to think about formatting. With a
template, many of the big document design decisions such as margin

size, font style and size, and spacing are predetermined. In this lesson,
you will learn how to create a new document with a template and insert

text into it.

To Insert a Template:

1. Click the File tab to go to Backstage view.

2. Select New. The New Document pane appears.

EDUCATION

[Type the completion date]
[Type list of degrees, awards

EXPERIENCE

[Type the start date] - [Type th
[Type list of job responsibilitil

3. Click Sample templates to choose a built-in template, or select an Office.com template category to

download a template.

Insert Page Layout

n o

References

—_—

Mallings Review View

e
Available Templates
]

& Open Choose a Sample
") template or an
‘ Office.com template

Blank
document

Recent Blog

Office.com Templates

LRl |

. templates N
Recent Sampl [y Empiates New from
templates templates | existing

ISearely Office.com for templates

[

, — ' - | .
‘- i Ql ﬂ Ld o= H
Agendas Award Brochures Budgets Business Calendars
Help certificates cards

) Options =

W |

’ / 0. [ __‘

E Exit 1( / qo~: L)l { @ '
— _J — 1

Design slides Diagrams Envelopes Expense Faxes Flyers

reports

The New Document pane

4. Select the desired template and click Create. A new document will appear using the template you have

selected.

Sample tempiates

|

i

Median Letter Median Merge Fax

Median Report

A

@ Document
Template

4

Create

e Selecting a template
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Use caution when downloading Office.com templates. Some of them are uploaded by people not affiliated with
Microsoft, and Microsoft cannot guarantee that those templates are free from viruses or defects. For those
templates, you'll see a warning message before downloading them.

License Agreement for Community Templates [ 9 o)

This template has been suppbed by 3 member of the Office.com Community. Microsoft does not promise that it will work for your purposes or be free from
viruses and defects.

The Terms of Use and the License Agreement apply to your use of this template. By dicking I accept, you agree to the following:
Office.com Terms of Use

ity T T f
When you have read them, dick I accept to use the template.

[ 1 accept J[_ldomtmﬂ

Warning message for a non-Microsoft template
Entering Information into a Template
To Insert Text into a Template:

Templates include placeholder text that is surrounded by brackets. To personalize your document, you'll need
to replace the placeholder text with your own text.

Some templates simply use regular text as the placeholder text, rather than the "traditional" placeholder text
with brackets. In those cases, just delete the text and type in your own text.

1. Click on the text you want to replace. The text will appear highlighted and a template tag will appear.

Bill Hansen

]
'} [Type your address] ] *—

[Type your phone number]
[Type your e-mail address]
[Type your website ad dress]

Inserting text into a template
2. Enter some text. It will replace the placeholder text.

For some fields, there is a drop-down arrow that you can use to select the information, rather than typing it. For
example, a date field will show a calendar so that you can choose the date more easily.

[Select the Date]
4 August, 2010 h‘
S0 Mo Tu We Th Fr 5a

1 2[ 3 4 s

g 9 10 11 12
15 16 17 18 19

R [ [ [

EIL.-.IEJEEU‘.
s
'_I.

22 23 29 25 26 28 |
29 30 31 1 =2 4
5 6 7 8 9 11

:

Selecting a date for a date field
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To Change Prefilled Information:

In some templates, your name or initials will be automatically added. This is known as prefilled information. If
your name or initials are incorrect, you'll need to change them in Word Options.

1. Click the File tab to go to Backstage view.

2. Click the Options button. The Word Options dialog box appears.

3. Enter the user name and/or initials in the General section, then click OK.

-

BB

Customize Ribbon
Qluick Access Toolbar
Add-Ins

Trust Center

Word Options
General i . . .
. General options for working with Word.
Display
Proofing User Interface options
Save Show Mini Toolbar on selection (i)
Enable Live Preview (i)
Language
Color scheme: SiluerEl
Advanced

ScreenTip style: | Show feature descriptions in ScreenTips

Personalize your copy of Microsoft Office

User name: | Bill Hansen

Initials: EH

Start up options

|:| Open e-mail attachments in Full Screen Reading view (i)

[=]

[ ok || canca |

User name and initials

If you are using a public computer, such as one at a library, you may not want to change these settings.
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Lesson 24: Using Mail Merge Select document type

Introduction What type of document are you

warking an?
Mail merge is a useful tool that will allow you to easily produce multiple (@) Letters
letters, labels, envelopes, name tags and more using information stored in a .@E_ma“ messages
list, database, or spreadsheet. In this lesson, you will learn how to use the # Envelopes
mail merge wizard to create a data source and a form letter, and explore ® Labels
other wizard features. ) Directory
To Use Mail Merge: Letters

. . Send letters to a group of
1. Open an existing Word document, or create a new one. -

2. Click the Mailings tab.
3. Click the Start Mail Merge command.

4. Select Step by Step Mail Merge Wizard.

Insert Page Layout References Mailings
T 4 =
2 2 B
Start Mail Select Edit Highlight Addres:
Merge ~ |Recipients ~ Recipient List | Merge Fields Block
i Letters
E-mail Messages N
Envelopes... e

Labels...

Directary

EIDoD

Mormal Word Document

@ Step byr&Eep Mail Merge Wizard...
lag’

|

The Mail Merge task pane appears and will guide you through the six main steps to complete a mail merge. The
following is an example of how to create a form letter and merge the letter with a recipient list.

Selecting Step by Step Mail Merge Wizard

Step 1:

1. Choose the type of document you wish to create. In this example, select Letters.

Mail Merge - M

Select document type

What type of document are you
working on?

@ Letters
CPE-mail messages
) Envelopes

) Labels

) Directory

Letters

Send letters to a group of
people. You can personalize the
letter that each person receives.

Click Mext to continue.

Step 1 of 6

® Mext: Starting document

Selecting a document type
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2. Click Next: Starting document to move to Step 2.

Step 2:

1. Select Use the current document.

rAail PMerge - e

Salect starts document

Howe do wouw vwwant o set up vour
letters?

Lse the cuarrent doocuament
V' Start from a template

0 Start from existimg document

Use the current documrent

Start from the document showern
here and use the Mail Merge
wizard to add recipient
imformataon.

Step 2 of &

= MMext: Select redcpients

“ Previous: Select document type

Selecting a starting document

2. Click Next: Select recipients to move to Step 3.

Step 3:

Now you'll need an address list so that Word can automatically place each address into the document. The list
can be in an existing file, such as an Excel workbook, or you can type a new address list from within the Mail

Merge Wizard.

1. From the Mail Merge task pane, select Use an existing list and then click Browse.

PAail Merge -~

Select recipients

@ Use an existing list
“

1 Select from Outook contacts

T Tywpe a new list
Use an existimg list

Use names and addresses from a
file or a database.

Select recipient list file

Step I of &

= Mext: Write yvour letter

% Previous: Startng document

EBrowsing for a data source
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2. Locate your file in the dialog box (you may have to navigate to a different folder) and click Open.
@ Select Data Source ﬁ
@Ov,l L‘Ab Lib » Doc ts » Letters - | +5 [ [ Search Letters ol
Organize ~ New folder = ~ 01 @&
U Favorites = LDe‘?e('::‘mentS Iibrary Arrange by: Folder ~
=3 Libraries Name - Date modified Type
[¥] Documents  |T|  [G] Address List 8/3/2010 457 PM____ Microsofy
J’ Music R
=) Pictures i 'Sfi)z'izezlgrjic't(cssoft Office Excel Worksheet
B videos Date modified: 8/3/2010 4:57 PM
«& Homegroup
™ Computer ~ <] . ] »
[ New Source... ]
File name: Address List ~ [AN Data Sources -
Tools ~ [ Open ]v] [ Cancel ]
Choosing a file
3. If the address list is in an Excel workbook, select the worksheet that contains the list and click OK.
-
Select Table -2
Mame Description  Modified Created Type
8/3/2010 4:57:17PM  8/3/2010 4:57:17PM  TABLE
Shiastoz 8/3/2010 4:57:17FM  8/3/2010 4:57:17PM  TABLE
Sheet3s 8/3/2010 4:57:17FM  8/3/2010 4:57:17PM  TABLE
N 1] | »
First row of data contains colurmn headers I Ok I [ Cancel ]
| .
Selecting a table
4. In the Mail Merge Recipients dialog box, you can check or uncheck each recipient to control which ones

are used in the mail merge. When you're done, click OK to close the dialog box.

-
Mail Merge Recipients

2=

This is the kst of redpients that will be used in your merge. Use the options below to add to or change your list. Use the

checkboxes to add ve recipients from the merge. When your list is ready, dick OK.
Data Source [7 leanevanle vlTlleled'ess vlCly vlStde —
Address Listxisx | [V [ Albertson Kathy Ms. 1024 Lakeview Cir Peachtree City GA
Address Listxisx | [ [Brennan Michael Mr. 1123 Main St Wilmington NC
Address Listxisx | [ |Davis William Mr. 540 W 4th St, Apt 121 New York NY
Address Listxisx | [V |Forest Eliza Ms. PO Box 4551 Reno NV
Address Listxisx | [V llones Dan Mr. PO Box 805 Raleigh NC
Address Listxisx | [V [Post Melissa Ms. 3202 Maplewood Ave Richmond VA
Address Listxisx | [V |Thompson  Shannon Ms. 500 Acme Ln, Apt3C  Springfield |8
Address Listxlsx | [V [Walters Chris Mr. 436 Church St Columbia sC
Data Source Refine recpient kst
Address List.xdsx - 21 sort...
W3 Edter..

%23 Fnd duplicates. ..

5J vabdate addresces...

e ]

Use check boxes to include

or exclude recipients

5.

From the Mail Merge task pane, click Next: Write your letter to move to Step 4.
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If you don't have an existing address list, you can click the Type a new list button and click Create. You can then

type your address list.

Step 4:

Now you're ready to write your letter. When it's printed, each copy of the letter will basically be the same,
except the recipient data (such as the name and address) will be different on each one. You'll need to add
placeholders for the recipient data, so that mail merge knows exactly where to add the data. If you're using mail
merge with an existing letter, make sure that the file is open now.

To Insert Recipient Data:

1. Place the insertion point in the document where you wish the information to appear.

2. Select Address block, Greeting line, Electronic postage, or More items from the task pane.

MAail PMerge -~
wWrite your letter
If vou hawve not already done so,
wwribte yvour letber mowe.
To add recipient informaton to
your letter, dick a location in the
document, and then dick one of
the items belowe.
=_;
=
+ Insert formatted address

=

E'E More items. ..

=

Wihen yvou hawve fimished writimg
wvaour letbter, dick Mext. Then you
can preview and personalize each
redcpient's letber.

Step 4 of 6

= MNMext: Preview your letbers

“4m  Prewvious: Select recipients

Inserting an address block

3. Depending on your selection, a dialog box may appear with various options. Select the desired options

and click OK.

-
Insert Address Block

Spedfy address elements
[¥] Insert recipient’s name in this format:

Preview

|Mr. Josh Q. Randall X,

Here is a preview from your recipient kst:

PN

|Mr. Josh Randall X. .1 1
\

() Only indude the country/region if different than:

]

[¥] Format address according to the destination country/fregion

United States

mailing kst.

.mwr. w Ms. Kathy Albertson
{Mr. Joshua Q. Randad . 1024 Lakeview Cir
| e Rl Farslly Peachtree City, GA
{Josh and Cynthia X X
insert company name

[¥] Insert postal address:

Never indude the countryfregion in the address
Always indude the country fregion in the address Correct br

Ifitems in your address block are missing or out of order, use
Match Fields to identify the correct address elements from your

djusting the address block

formatting

4. A placeholder appears in your document. For example: «AddressBlock».

5. Repeat these steps each time you need to enter information from your data record.

6.

From the Mail Merge task pane, click Next: Preview your letters to move to Step 5.
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For some letters, you'll only need to add an Address Mail Merge - =
H : H Use arrows to Preview ur letters
block and Greeting line. Sometimes, however, you may Greview o ,e“erj SR —
previewed here. To preview

wish to place recipient data within the body of the letter \@Qngr letter, dlick one of the

to personalize it even further. Recipient: 1
Ms. Kathy Albertson L L
. 1024 Lakeview Cir Make cha o
Step 5. Peachtree City, GA IY:::u can also change your redpient
. . . Edit redpient list...
1. Preview the letters to make sure the information Dear Ms. Albertson,
from the recipient list appears correctly in the N =D [
B syoum o, mar en you can n E{TIEY = ’
letter. You can use the left and right scroll arrows groun fr::?; tiny startup intd L:tge,: o3 Fé'diﬁiﬁﬂ,z ete to
. te & Bl bave b an personal comments.
to view each document. The preview allows  junt Stepsere
you to see how ing % Mext: Complete the merge
o . ipi d ill revious: Wri our letter
Previewing the letters jreciplent data will ay] «F Write your lette
2. Click Next: Complete the merge to move to Step 6.
Step 6:
1. Click Print to print the letters.
PFerlz=mil Pl oge — =
el e gl el Sy o B m N — Wy 0 — e i —
rl=il Plerage is=s reacdw oo rooscdo s
e ar letiber = .
M e e =aarmamslime wroear lethber=, ik
TEddit Irndiwwicdoa=al Lether=s. ™ 1 s wewill
e &= ey cdeoacarmre=ra 't wweri e e ar
rmueemragecd l=e=thbher=. T o make=e chhh=arnaage=
o &l e haethers, Swwibch e e
= oarigirm=al doaosa armeeera e
o B = e L=
== pﬁr' _
l-._-_;._j = irdivcidioa=sl leth=er=s. o .
I_ Pale=roge= to» pxri r—ltErJ
e g S aoli e
e Frewwwicoiass Pressiewws woorar l=thaer=s
Printing the letters
2. The Merge to Printer dialog box opens. Click All, and then click OK.
4 N
Merge to Printer
Print records
ot
’-
(“PCurrent record
() From: J To: ’
| AThe Merge to Printer dialog box
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3. The Print dialog box will appear. Adjust the print settings if needed, and then click OK

Print

Printer

Name:

ﬁ Nicroso& XPS Docu'nent ths'
lde

Microsoft XPS Document Writer
XPSPort:

Status:
Type:
Where:
Comment:

Page range
© a
Current page

Copies
Selection
() Pages:

Typepaoemmbers andfor page

Number of copies:
ranges separated by commas counting
from the start of the document or the

section. For example, type 1, 3, 5-12

or pisl, pls2, pls3—p8s3
ZI Zoom

Print what:
J B Pages per sheet:

:Documm t

Print: | All pages in range

Options...

1

1page.
Scale to paper sige: NoScalng

[=] [ ropertes |
Find Printer...
[F] Print to file
7] Manual duplex

(

OK

] [

The Print dialog box
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