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Microsoft Word is a powerful word-
processing program that gives users the
tools to create a variety of professional
documents. Word automatically checks
your spelling and grammar and corrects
common mistakes. It even lets you insert
charts, tables, and pictures into your
documents. Microsoft Word is the most
widely used and, according to most
reviews, the most powerful and user-
friendly word-processor available.

If you’re moving from Word 2010 or
earlier to Word 2013, you’ll see that Word
has undergone a major redesign. You’ll
still be familiar with much of the
program’s functionality, but you’ll notice
a completely new user interface and many
new features that have been added to
make using Word more efficient.

This chapter is an introduction to working
with Word. You’ll learn about the main
parts of the program screen, how to give
commands, use help, and about new
features in Word 2013.
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Program Fundamentals

Starting Word 2013 [0 Exercise

In order to use a program, you must start—or launch—it * Exercise File: None required.

first. + Exercise: Start the Microsoft Word 2013 program.

Windows 7

1. Click the Start button. b Games D

. Microsoft SQL Server 2008
Mandy Satta -X

The Start menu appears. : ::a_“t e e e
y aintenance
. . Mchfee Documents
2. Click All Programs. Micrasoft Office 2013
= Pictures
. = A 2013
The left pane of the Start menu displays the programs gg .
Xce
. Musi
and menus installed on your computer. (0% OneNote 2013 e
% Outlook 2013 -
. . Computer
3. Click Microsoft Office. [d PowerPoint 2013

[ publisher 2013
3 word 2013

Control Panel

4, Select Microsoft Word 2013.

| Office 2013 Tools ' Devices and Printers

The Word 2013 program screen appears.

Default Programs
Other Ways to Launch a Program:

Click the Start button and type the program name
in the Search box. Click the program in the search
results to launch it.

Help and Support

/] Tips:

v" Depending on how your computer is set up, the
procedure for starting Word 2013 might be a little
different from that described here.

v If you use Word 2013 frequently, you might consider
pinning it to the Start menu. To do this, right-click P —— —
Microsoft Word 2013 in the All Programs menu and @ 9 = |
select Pin to Start Menu from the contextual menu.

v" Windows 7 users can also pln a program to the Figure 1-1: The All Programs menu in Windows 7.
taskbar. To do this, right-click the Word button in the
taskbar and select Pin this program to taskbar from
the contextual menu.
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Program Fundamentals

What’s New in Word 2013

Word 2013 is very different from previous versions. The
table below gives you an overview of what to expect.

[ Exercise

» Exercise File: None required.

» Exercise: Review the new features in Microsoft Office
Word 2013.

Table 1-1: What’s New in Word 2013

Improved Ribbon

Backstage View

Document Management

Paste with Live Preview

More Themes and Styles

Improved Picture-Editing
Tools

Accessibility Checker

Language Tools

Navigation Pane

Improved Text Effects

Advanced Typographical
Features

Improved WordArt

The Ribbon makes all the commands needed to work with a program readily available. The Ribbon was
introduced in Word 2007, but has been improved in Word 2013: now you can create your own tabs and
groups for the Ribbon. You can also rename or change the order of default tabs and groups.

Backstage view is where you open, save, print, share, and manage your files and program options. To
access Backstage view, click the FILE tab on the Ribbon.

Three new tools help you manage, protect, and share your documents: Recover previous versions lets
you revert to an earlier version of your document. Protected view helps protect your computer from
online attacks when opening files from the Internet. Trusted documents remembers which files you
trust so you aren’t prompted each time the file is opened.

Allows you to preview how pasted content will look with various paste options before you paste it.

Predefined styles and themes let you change the overall look and feel of a document in a few clicks.
Now Office 2013 has even more themes you can apply to your documents.

There are many new ways to edit pictures and take images in your documents.

Insert screenshot: You can take a screenshot or screen clipping and add it to your documents.
Improved SmartArt: Now you can add SmartArt that uses photographs.

Other tools: New picture editing tools let you refine the brightness, contrast, or sharpness of a picture;
add artistic effects; and control cropping and compression.

The Accessibility Checker lets you find and fix issues that can make it difficult for people with
disabilities to read or interact with your document.
Improved language tools let multilingual users set preferences for language settings in Office 2013.

The Navigation Pane combines Word’s search functions and document map to make it easier than ever
to work with long documents. Leave the Navigation Pane open so you can browse a document’s
headings or pages without leaving the main document.

Apply text effects, such as shadow or glow, to any text in a document.

Word 2013 uses OpenType fonts. These fonts support advanced typographical features, such as
ligatures and number forms, so you can make your documents look more polished and professional.

WordArt has been around for a while, but it has changed quite a bit in Word 2013. New WordArt styles
and functionality make it easy to add and format WordArt. It is also treated as text instead of a picture,
so your WordArt is searchable in the document.
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Understanding the Word [ Exercise
Prog ram Screen » Exercise File: None required.

) » Exercise: Understand and experiment with the different
The Word 2013 program screen may seem confusing and parts of the Microsoft Office Wotd 2013 screen;

overwhelming at first. This lesson will help you become
familiar with the Word 2013 program screen as well as the
new user interface.

—— ¢ ?

B H g - Documentl - Word ? H - O X
m HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Sign in o

Lj |:| ] [Z] Outline ] Ruler Q [E) DOnePage £ New Window | [ EI:I'_J D
)|

e ra ridlines ultiple Pages Arrange Al

- 5 S praft Gridli BE Multiple Pages = Arrange All ’

Read = Print  Web Zoom 100% Switch Macros

Mode Layout Layout Mavigation Pane B Page Width Split Windows ~ -
Views Show Zoom Window Macros ~
2 1 g 1 2 3 4 5 [} 7 8 9 10 11 12 13 14 15 a 17 18 -

PAGE1OF1 0OWORDs [|#

File tab: Contains basic file management commands—such @ Document window: This is where you enter and work
as New, Open, Save, and Close—and program options. on document content.

Quick Access Toolbar: Contains common commands such 0 Zoom slider: Click and drag the slider to zoom in or out
as Save and Undo. You can add more commands as well. of a slide. You can also use the + and — buttons.

Title bar: Displays the name of the program you are using o View shortcuts: Quickly switch between Print Layout,

and the name of the document you are currently working on. Full Screen Reading, Web Layout, Outline, and Draft
views.
Q Close button: Click here to close the current document. If o Status bar: Displays information about your document.
only one document is open, clicking this button will close the Right-click it to specify which information is shown.
Word program as well.
e Ribbon: The tabs on the Ribbon replace the menus and 0 Insertion Point: The small, blinking bar controls where
toolbars found in previous versions of Word. document content is entered. Move the insertion point
with the mouse, or the arrow keys on the keyboard.
G Scroll bars: There are both vertical and horizontal scroll o Ruler: Displays left and right paragraph intents,
bars: you use them to view and move in your document. document margins, and tab stops. Click the View Ruler
button above the vertical scroll bar to view or hide the
ruler.
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Giving Commands in Word

Word 2013 provides easy access to commands through
the Ribbon, File tab, and Quick Access Toolbar.

Ribbon

The Ribbon keeps commands visible while you work
instead of hiding them under menus or toolbars, and it is
the primary way to give commands in Word 2013. The
Ribbon is made up of three basic components: tabs,
groups, and buttons.

Tabs: Commands are organized into tabs on the Ribbon.
Each tab contains a different set of commands. There are
three different types of tabs:

e Command tabs: These tabs appear by default
whenever you open the Word 2013 program. In Word
2013, the FILE, HOME, INSERT, PAGE LAYOUT,
REFERENCES, MAILINGS, REVIEW, and VIEW
tabs appear by default.

e Contextual tabs: Contextual tabs appear whenever
you perform a specific task, and they offer commands
relative to only that task. For example, whenever you
select a picture, the FORMAT tab appears in the
Ribbon under PICTURE TOOLS.

e Program tabs: If you switch to a different authoring
mode or view, such as Outline view, program tabs
appear next to the default command tabs that appear
on the Ribbon.

Groups: The commands found on each tab are organized
into groups of related commands. For example, the Font
group contains commands used for formatting fonts. Click

the Dialog Box Launcher (- ") in the bottom-right
corner of a group to display even more commands.

0 Trap: Based on the size of the program window,
Word changes the appearance and layout of the
commands within groups.

Buttons: One way to issue a command is by clicking its
button on the Ribbon. Buttons are the smallest element of
the Ribbon and change color when clicked.

[ Exercise

» Exercise File: None required.

» Exercise: Click each tab on the Ribbon to view its
commands.

Quick Access

Toolbar
I -0 - Contextual tab
Command
tab PICTURE TOOLS
PAGE LAYOUT AL
Documentl - Word ootoos 7 M - O X
E B S W tesem -
MO e SelectionPane The | (" b 86Tam
Dialog Box
Launcher

E] Corrections~ =,

Color - E‘g
Remove -
Background Artistic Effects ~ “L - Artistic Effects = —Button

Adjust

Group

Figure 1-2: Ribbon elements.

Figure 1-3: The Ribbon with the groups hidden so only the
tab names appear.
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@ Tip:

v" You can hide the Ribbon so that only tab names
appear, giving you more room in the program
window. To do this, double-click the currently
displayed command tab. Or, right click a Ribbon tab
and select Collapse the Ribbon from the contextual
menu. To display the Ribbon temporarily again, click
any tab; or click the Ribbon Display Options ()
button and select Show Tabs and Commands.

FILE tab

The FILE tab appears in the upper-left corner of the
program window. When clicked, it opens the Backstage
view, which is where you find commands for basic file
management, including New, which creates a new file;
Open, which opens an existing file; Save, which saves the
currently opened file; and Close, which closes the
currently opened file. This is also where you find
commands for controlling program options and sharing.

9 Tip:

v’ The FILE tab replaces the File menu and Office
Button found in previous versions of Word.

Quick Access Toolbar

The Quick Access Toolbar appears above the FILE tab
and provides easy access to the commands you use most
frequently. By default, the Save, Undo, and Redo buttons
appear on the toolbar; however, you can customize this
toolbar to meet your needs by adding or removing
buttons.

Figure 1-4: The Info tab in Backstage view.

Customize Quick
Save Repeat  Access Toolbar

B H S O -

Undo

Figure 1-5: The Quick Access Toolbar
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Using Command Shortcuts

Command shortcuts provide other ways to give
commands in Word. Shortcuts can be a time-saving and
efficient alternative to the Ribbon. Use shortcuts for the
commands you use most frequently.

Keystroke shortcuts

Keystroke shortcuts are one of the fastest ways to give
commands in Word. They’re especially great for issuing
common commands, such as saving a document.

In order to issue a command using a keystroke shortcut,
you simply press a combination of keys on your
keyboard. For example, rather than clicking the Copy
button on the Ribbon to copy text, you could press and

hold the copy keystroke shortcut, <Ctrl> + <C>. The table

to the right lists other common keystroke shortcuts.

Contextual menus
A contextual menu displays a list of commands related to
a specific object or area. To open a contextual menu:

1. Right-click an object or area of the document or
program screen.

A contextual menu appears, displaying commands
that are relevant to the object or area that you right-
clicked.

2. Select an option from the contextual menu, or click
anywhere outside the contextual menu to close it
without selecting anything.

Mini Toolbar
The Mini Toolbar appears whenever you select text and

contains common text formatting commands. To view the

Mini Toolbar:

1. Click anywhere in your document and right-click or
simply select a phrase or line of text.

The Mini Toolbar appears near the text you selected.

© Trap: Sometimes the Mini Toolbar can be hard to

see due to its transparency. To make the Mini
Toolbar more visible, point to it.

2. Click a button on the Mini Toolbar. The command is
given in Word.

/] Tip:

If you don’t want the Mini Toolbar to appear
every time you select a block of text, click the
FILE tab and click Options. Click the General
category, uncheck the Show Mini Toolbar on
selection check box, and click OK.

[ Exercise

» Exercise File: None required.

» Exercise: Memorize some common keystroke shortcuts.

Open a contextual menu in the main part of the program
window. Make use of the Mini Toolbar.

Table 1-2: Common Keystroke Shortcuts

<Ctrl> + <O>
<Ctrl> + <N>
<Ctrl> + <S>
<Ctrl> + <P>
<Ctrl> + <B>
<Ctrl> + <I>

<Ctrl> + <C>
<Ctrl> + <X>
<Ctrl> + <V>

<Ctrl> + <Home>

<Ctrl> + <End>

Opens a document.

Creates a new document.

Saves the current document.
Prints the document.

Toggles bold font formatting.
Toggles italic font formatting.
Copies the selected text or object.
Cuts the selected text or object.
Pastes the selected text or object.

Moves the insertion point to the
beginning of the document.

Moves the insertion point to the end of
the document.

y Paste Options:

il

O

A Font..

= Paragraph..

E Define
Synonyms

@ﬁ Tranzlate

kg, Search with Bing

% Hyperlink...

L7 Mew Comment

Figure 1-6: A contextual menu.

Times Mew Rom - |10~ | a° o7 & ‘ﬂ‘h
y-

B I U 3% -

- —

r &g— T ;: - i"--‘t-.'lu'-".
A -— z— RS

Figure 1-7: The Mini Toolbar.
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Key Tips

Key Tips appear whenever you press the <Alt> key. You
can use Key Tips to perform just about any action in Word
2013, without ever having to use the mouse.

To issue a command using a Key Tip, first press the <Alt>
key. Tiny letters and numbers, called badges, appear on
the Quick Access Toolbar and all of the tabs on the
Ribbon. Depending on the command you want to issue,
press the letter or number key indicated on the badge.

Repeat this step as necessary until the desired command
has been issued.

Key Tip badge

|
Iﬂﬂ a‘:=

Dacument] - Microsoft Ward P

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
D (|

Cut . PR e o

| I Calibri (Bodly) ~ |11 ~ A A7 Aa~- Ao i=-iz-%o- &E3= 2 T | iancene aat
Copy

Paste - AW A EE=E= =
- ¥ Format Painter B I U-~-aex x| @A L = === ¥ TNaormal | TN
Clipboard P Font P} Paragraph ra

Figure 1-8: Press the <Alt> key to display Key Tips.
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Creating a New Document

Creating a new document is one of the most basic
commands you need in Word. A new document
automatically appears upon starting Word, but it’s also
helpful to know how to create a new document within the
application. You can create a new blank document, such
as the one that appears when you open Word, or you can
create a new document based on a template.

Create a new blank document

1. Click the FILE tab on the Ribbon and select New.

The New tab of Backstage view appears. By default,
the Blank document option is already selected.

2. Click the Blank document option.

The new blank document appears in the Word
application screen.

Other Ways to Create a Blank Document:
Press <Ctrl> + <N>.

Create a document from a template

1. Click the FILE tab on the Ribbon and select New.

The New tab of Backstage view appears. There are
several ways to create a document from a template.

o Featured templates: Select a template from the
default options available and click Create.

o Suggested searches: Select a category link from
the available options under the search bar that
matches the theme of the template you require.
Select the template closest to your requirement
from the available options and click Create.

e  Search for a template: Type a keyword or
phrase for the kind of template you require, in
the search bar. Select the template closest to your
requirement from the available options and click
Create.

e Personal template: Use a template you have
created by selecting the PERSONAL link from
the menu options above the featured templates.
Select the template you wish to use; it will open
automatically.

©® Trap:
The Personal menu option only appears on the
Backstage view, once you have created a
template.

[ Exercise

» Exercise File: None required.
» Exercise: Create a new blank document.
Create a new document from the blog post template.

New

Take a
tour (T T u Emm

A
1o
o
ll»,l

sEEEm

Figure 1-9: The New tab of Backstage view.
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Opening a Document

Opening a document lets you work on a document that
you or someone else has previously created and then
saved. This lesson explains how to open a saved
document.

You can locate a document on your computer and simply
double-click it to open it, but you can also open a
document from within the Word program.

1. Click the FILE tab and select Open.

Next, you have to browse for the file you want to
open. The Open dialog box appears.

Other Ways to Open a Document:
Press <Ctrl> + <O>.

2. Navigate to the location of the saved file.

The Open dialog box has several controls that make it
easy to navigate to locations and find files on your
computer:

e Address bar: Click a location in the Address bar
to open it. Click the arrow to the right of a
location to open a list of folders within that
location. Select a folder from the list to open it.

o Folders List: Shortcuts to common locations on
your computer, such as the Desktop and
Documents library.

e Search box: This searches the contents—
including subfolders—of that window for the text
that you type. If a file’s name, file content, tags,
or other file properties match the searched text, it
will appear in the search results. Search results
appear as you enter text in the search box.

3. Select the file you want to open and click Open.
Word displays the file in the application window.

/] Tips:

v To open a document that has been used recently, click
the FILE tab and scroll through the Recent
Documents list.

v" You can pin a document to the Recent Documents list
so that it is always available there. Click the Pin this
document to the Recent Documents list button next
to the document that you want to always be available.
Click it again to remove the document from the
Recent Document list.

[ Exercise

» Exercise File: Business Proposal.docx

» Exercise: Open the Business Proposal.docx file located
in your Practice folder.

Folders List Address bar Search box
3 Opgn n
®© - b b Libraries » Documents » Work b v Search Work o
Organize + New folder =~ @ @
% SkyDrive ~
i Libraries -
] Documents Y E
- & Music 3
I Pictures PowerPoint 2013 Word 2013
B videos
& Homegroup
% Mandy Young
18 Computer
& TI10653400C (C)
i DVDRW Drive D ,
File name: v| Al Word Documents v
Tools Cancel

Figure 1-10: The Open dialog box. To open a file, you
must first navigate to the folder where it is saved. Most
new files are saved in the Documents folder by default.
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[ Exercise Notes

Previewing and Printing a
Document

Once you have created a document, and your computer is
connected to a printer, you can print a copy. Before you
do this, it’s a good idea to preview how it’s going to look.

» Exercise File: Business Proposal.docx
» Exercise: Preview and print the document.

1. Click the FILE tab and select Print.

Notice that the print settings and a preview of the
document appear together, with print settings on the
left and a preview on the right.

/] Tip: Use the scroll bar or the page navigation
controls below the preview to view other pages in
the document.

Other Ways to Preview and Print:
Press <Ctrl> + <P>.

After previewing the document, you can specify
printing options, such as which pages or the number
of copies to print.

2. Specify printing options and click the Print button.

The document is sent to the printer.

Print
IE',I Copies: |1 z

Print

Printer

Send To OneNote 2013
Ready

4 -

Printer Properties

[ ep—,

Settings
’TD Print All Pages .
The whole thing

Pages: 0 . sres -

Fave your perss i vrter e ug
" : : - " i sl

e e
toreager undersand

Account

Options

E Print One Sided

Only print on ane side of the page
Collated
123 123 123

j Portrait Orientation -

J Letter .
85" x 11"

‘ ‘ MNormal Margins
Left 1" Right 1"

DI 1 Page Per Sheet -

Page Setup

1

of2 P

aaaaaa

Figure 1-11: The Print Settings and Print Preview as shown in Backstage view. Use the print settings in the left
column to control how the document is printed. Use the print preview area in the right column to preview how the
document will look when printed.

Business Proposal [Compatibility Mede] - Micresoft Word Preview 7 - X
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Saving a Document

After you’ve created a document, you need to save it if
you want to use it again. Also, if you make changes to a
document you’ll want to save it. You can even save a
copy of an existing document with a new name, to a
different location, or using a different file type.

Save a new document

1. Click the Save button on the Quick Access Toolbar.
The Save As backstage view appears.

Other Ways to Save:
Press <Ctrl> + <S>. Or, click the FILE tab and
select Save As.

2. Specify the drive and/or folder where you want to
save your document.

The Save As dialog box appears. It has several
controls that make it easy to navigate to locations on
your computer:

e Address bar: Click a location in the Address bar
to open it. Click the arrow to the right of a
location to open a list of folders within that
location. Select a folder from the list to open it.

e Folders list: Shortcuts to common locations on
your computer, such as the Desktop and
Documents folder.

e Search box: This searches the contents—

including subfolders—of that window for the text

that you type. If a file’s name, file content, tags,
or other file properties match the searched text, it
will appear in the search results. Search results
appear as you enter text in the Search box.

3. Enter the file name in the File name text box.
4. Click Save.
Save document changes

e  (lick the Save button on the Quick Access Toolbar.

Any changes you have made to the document are
saved.

Other Ways to Save:
Press <Ctrl> + <S>. Or, click the FILE tab and
select Save.

[ Exercise

» Exercise File: None required.

» Exercise: Save a new blank document with the file name
“Saved Document” to your Desktop.

Enter your name at the top of the document and save the
document on your Desktop with the new name “Updated

Document”.
Folders list Address bar Search box
3 Save As Bl
4 1 « Work » Word 2013 v| ¢ | [ SearchWord 2013 »
Organize v Mew folder = o @
& Music A Name ’ Date modified Type
;:::::s i MicrosoftWord2013 T2GZ012 121 PM - Mictosot Word ..
1] MicrosoftWord2013_original 12/6/2012 147 PM Microsoft Word 9.
#, Homegroup

B Mandy Young

1% Computer
i T0653400C (C2)
i@ DVD RW Drive (D
v <

wwwwwwwwwwww 2

File name: | [ITETXE RN EE] -
Save as type: | Waord 97-2003 Document v
s Esom s e Term Gftlztes
[] Save Thumbnail
~ Hide Folders Tools Cancel

Figure 1-12: The Save As dialog box. The Documents
library is the default location for saving, but you can
change the save location as necessary.
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Save a document under a different name
and/or location

Saving a document under a different name or in a
different location does not delete the original file. It saves
a copy of the file under a new name or in a new location.

1. Click the FILE tab and select Save As.

The Save As backstage view appears.

2. Navigate to the new location to save the file.

The Save As dialog box appears.

3. Enter a different name for the file in the File name
text box.

4. Click Save.

Save a document as a different file type
Just as some people can speak several languages, Word
can read and write in other file formats. Saving a
document in a different file type makes it easier to share
information between programs.

1. Click the FILE tab and select Save As.

The Save As backstage view appears. Choose a
location to save the file. The Save As dialog box
opens.

2. Click the Save as type list arrow and select a new file

format.

See Table 1-3: Common Word File Formats for
brief descriptions of some of the file formats you can
use to save a document.

3. Click Save.

A copy of the document is saved in the new format.

Table 1-3: Common Word File Formats

Word Document (.docx)

Word Macro-Enabled
Document (.docm)

Word 97-2003 Document
(.doc)

PDF. (.pdf)

Web page (.htm, .html)

Rich Text Format (.rtf)

Plain Text (.txt)

Word XML Document
(-xml)

This is the default format for
Word 2013 documents.

This file format supports
macros in Word 2013.

Documents in this format
can be read used by all
versions of Word. It does not
support XML.

Use this format for files you
want to share, but do not
want to be changed.

This format is used to create
pages to be viewed on the
Web.

Many of a document’s
formatting properties remain,
but can this file type be read
by more programs.

Only text is saved in this file
type. Any document
formatting is removed.

This file type is used
exclusively for XML-
enabled documents.

The Richard Stockton College of New Jersey
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Closing a Document

When you’re done working on a document, you need to

[ Exercise Notes

» Exercise File: Any open document.

close it. » Exercise: Close the document.

e  Click the FILE tab and select Close.

The document closes, and you can access the file
again by opening it later.

Other Ways to Close a Document:

Press <Ctrl> + <W>. Or, click the Close button
on the title bar if you have multiple Word
documents open.

© Trap: If you click the Close button on the title bar
when you have only one Word document open,
the document will close and you will exit the
Word program.

/] Tip: If you have not saved the document since
making changes, a dialog box will appear asking
if you want to save changes to the document.
Click Save if you wish to save your changes; click
Don’t Save if you do not want to save your
changes; click Cancel if you do not want to close
the document.

dH s
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Sign in o
Ty I - : - [~
. . ) = ’ i = [ Header - B - [ 0
B BEO° 8 e
Text

. = [ Footer~ 4 - g
Pages Table Pictures Online Shapes Appsfor  Online  Links  Comment

- Pictures -~ @+  Office~ Video [#] Page Number - Box ~

Tables Illustrations Apps Media Comments Header & Footer Text -~

Symbaols

PAGE1OF1 oOworDs [F #83

Figure 1-13: Select the Close button from the Title bar to close a document.
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Using Help

When you don’t know how to do something in Word
2013, look up your question in the Word Help files. The
Word Help files can answer your questions, offer tips, and
provide help for all of Word’s features.

Search for help

1. Click the Microsoft Word Help button ( *) on the
Title bar.

The Word Help window appears.
Other Ways to Open the Help Window:
Press <F1>.
2. Type what you want to search for in the “Search
help” box and press <Enter>.
A list of help topics appears.
3. Click the topic that best matches what you’re looking
for.
Word displays information regarding the selected
topic.

Browse for help

1. Click the Microsoft Word Help button ( *) on the
Title bar.

The Word Help window appears.
Other Ways to Open the Help Window:
Press <F1>.
2. Click the category that you want to browse.
The topics within the selected category appear.
3. Click the topic that best matches what you’re looking
for.
Word displays information regarding the selected

topic.

Choose the Help source

If you are connected to the Internet, Word 2013 retrieves
help from the Office Online database by default. You can
easily change this to meet your needs.

1. Click the Word Help list arrow button.

A list of help sources appears.

[ Exercise

» Exercise File: None required.

» Exercise: Search for the term “text effects”.

Browse topics in the “Margins” category of Help.

Change the Help Source to your computer.

Enter search
keywords here.

Word Help -~
ﬁ qg':'p A‘ Search help

Popular searches

Resume Table of

Watermark contents
Mo -

Labels Word count
Mail merge

Getting started

g > EEEEE
What's C H-H
New —

See what's new Keyboard
shortcuts

Basics and beyond

v/
E @
Learn Word basics  Use Word Web
App

Browse popular

help topic
categories.
- X
-
Fe)
~
Header
Line spacing
Margins
more @
Wake the switch
to Word 2013
Get free training
more )
Y- 1
Tips for tablets
v

Figure 1-14: The Word Help window.
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2. Select an option from the list.

Now you can search from that source.

/] Tips:

v’ Office 2013 offers enhanced ScreenTips for many
buttons on the Ribbon. You can use these ScreenTips
to learn more about what a button does and, where
available, view a keystroke shortcut for the
command. If you see the message “Press F1 for more
help”, press <F1> to get more information relative to
that command.

v" When you are working in a dialog box, click the

Help button ( ? ) to open the Word Help Home page.

Table 1-4: Help Buttons

(€) Back
I-} ! Forward
7% Home
= Print
» Change Font
A Si
ize

Keep On
.-

Top

Click here to move back to the
previous help topic.

Click here to move forward to the
next help topic.

Click here to return to the Help
home page.

Click here to print the current help
topic.

Click here to change the size of the
text in the Help window.

Click here to layer the Help window
so that it appears behind all other
Microsoft Office programs.
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[ Exercise

Exiting Word

When you’re finished using Word 2013, you should exit
it. Exiting a program closes it until you need to use it
again.

» Exercise File: None required.

1. Click the FILE tab and select Close.
The Word program closes.

Other Ways to Exit Word 2013:
If you only have one document open; right-click
the Word button on the Quick Access Toolbar
and select Close, or click the Close button on the
Title bar.

/] Tips:

v' Having too many programs open at a time could slow
down your computer, so it’s a good idea to exit all
programs that aren’t being used.

v If you have not saved the document since making
changes, a dialog box will appear asking if you want
to save changes to the document. Click Save if you
wish to save your changes; click Don’t Save if you
do not want to save your changes; click Cancel if
you do not want to close the document.

Sign in oooR
Protect Document Properties ~
} Control what types of changes people Size Not saved yet
Protect can make to this document, P 1
Document - 29es
Words 0
Total Editing Time 1 Minute
Title Add a title
A mSpeCt Document .
(¥) o L Tags Add atag
Before publishing this file, be aware .
Check for that it contains: Comments Add comments
Issues - Document properties and author's
name Related Dates
Last Modified
Versions Created Today, 01:20 PM
a i There are no previous versions of Last Printed
Manage this file.
Account [Ueesions g Related People
Authar
Options LeanneM
Add an author

Last Modified By
Show All Properties

Mot saved yet

Figure 1-15: Exiting Microsoft Word.

» Exercise: Exit the Microsoft Office Word 2013 program.
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Quiz Questions

1. Word 2013 automatically opens with Windows. (True or False?)

2. Which of the following is NOT a new feature in Word 2013?
A. Backstage view
B. Improved picture editing
C. The Ribbon
D. Paste with Live Preview

3. Where can you find basic file management commands and program options?
A. Status bar
B. Title bar
C. Close button
D. File tab

4. The Ribbon can be hidden so that only tab names appear. (True or False?)

5. The File tab contains basic file commands. (True or False?)

6. What is the Quick Access Toolbar?
A. There are no toolbars in Word 2013.
B. What appears when you select text.
C. A customizable toolbar of common commands that appears above or below the Ribbon.
D. An extension of the Windows taskbar.

7. Which of the following is NOT a command keystroke shortcut in Word?
A. <Ctrl> + <O>
B. <Ctr]> + <Home>
C. <Ctrl> + <Alt> + <Delete>
D. <Ctrl> + <S>

8. You can only create a new document by launching the Word program. (True or False?)

9. To open a document, click the File tab and select
A. Open.
B. Find.
C. Look in.
D. Search.

10. Print settings and print preview appear side by side in Backstage view. (True or False?)
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11.

12.

13.

14.

When you save a document with a different name, the old document is deleted. (True or False?)

You can close a document which one of the following ways?
A. Press <Ctrl> + <C>.
B. Click and drag the document window to the Recycle Bin.
C. Click the document’s Close button.
D. Press <Delete>.

What key can you press to get help in Word 2013?
A. <Esc>
B. <Ctrl> + <H>
C.<F1>
D. <F11>

Which of the following are ways to exit Word 2013? (Select all that apply.)
A. Click the File tab and click Exit Word.
B. Click the Microsoft Office Button and click Close Word.
C. If only one document is open, click the Close button on the title bar.
D. Click the Close button on the Quick Access Toolbar.

Quiz Answers

10.
11.

12.
13.
14.

False. You must start Word 2013 to begin using it.

C. The Ribbon was introduced in Word 2007, so it is not new in Word 2013. It has been improved, however, so that it
is possible to customize tabs and groups on the Ribbon.

D. The File tab contains basic file management commands—such as New, Open, Save, and Close—and program
options.

True. Double-click a tab to hide the Ribbon, then click any tab to view commands once again.
True. The File tab contains basic file commands, similar to the File menu and Office Button of previous versions.

C. The Quick Access Toolbar is a customizable toolbar of common commands that appears above or Below the
Ribbon.

D. <Ctrl> + <S>

False. It’s true that a new document appears automatically when you open Word. However that is not the only way to
create a new document.

A. Select Open and then navigate to the saved file you want to open.
True. In Backstage view, print settings appear alongside a preview of how the document will look when printed.

False. When you save a document with a different name, the original document remains intact Savwith its original
name.

C. Click the Close button or press <Ctrl> + <W> to close a document.
C. Press <F1> to access help in Word 2013.

A and C. Click the File tab and click Exit Word, or, if only one document is open, click the Close button on the title
bar.
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When you work with Word, you are
working with documents, whether they
are letters, memos, or envelopes; any file
that is created in Word is called a
document. You can do many great things
with a document, but before you get into
some of the more fun tasks like
formatting, you need to learn more basic
tasks, like how to insert text and browse
through a document.

This chapter will go through the most
basic commands for working with text,
such as inserting and deleting, selecting,
and replacing text.

Using Exercise Files

Exercise files are provided so users can
practice the topic(s) covered in each
lesson. There are two ways you may use
the exercise files:

e Open the exercise file for a lesson and
perform the lesson exercise. Close the
exercise file.

e Open the exercise file for a lesson and
perform the lesson exercise. Keep the
file open and perform the exercise for
the following lesson and so on for the
remainder of the chapter.

The exercises are written so that you
may “build upon them”, meaning the
exercises in a chapter can be
performed in succession from the first
lesson to the last.
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Entering and Deleting Text

Inserting and deleting text is one of the most important
tasks you need to learn how to do in Word.

Enter text

e  Click the insertion point where you want to enter the
text and then type the text you want to enter.

@ Tips:

Use the Click and Type feature to enter text in a
blank area of the document. Double-click a blank
area of the document where you want to position
your text and start typing.

—

= Double-click near the left side of the page to align
text to the left of the page.

; Double-click near the center of the page to center

text over the page.

=1 Double-click near the right side of the page to
align text to the right of the page.

9 Tip:

Press the <Enter> key to start a new paragraph or
insert an empty line.

Delete text

e To delete a single character: Place the insertion
point next to the text that you want to delete. Press
the <Delete> key to delete text after, or to the right
of, the insertion point. Press the <Backspace> key to
delete text before, or to the left of, the insertion point.

e To delete a block of text: Select the text you want to
delete and press <Delete> or <Backspace>.

[ Exercise

» Exercise File: None required.
» Exercise: Write a brief note or letter in a new document.

Use the <Backspace> and <Delete> keys to correct errors
or rewrite text.

Insertion point

{Bady) - Kou Aae Bl - e " A
Calibri (Bay) =|11 <[ A" & A3 : 2 haBbCcDe Aagbcche AaBbCi A

Pt bty B T U x AW A B = 2o e | Thomal | TNoSpsc. Headingl W

Thanks for the phane call yestepday™Qur company is excited ta wark with your
exciting new software publicajon

I have enclosed a content draft for your perusal. After our conversation yesterd
with brief articles for all five Microsoft Office applications that we discussed: Ac
PowerPoint and Word. We tried to keep the tone of the writing light, with simp
to read and understand.

the design and layout of these bu

1t and back is very good. This should

Please take your time when reviewing the following articles, and don’t hesitate
questions an d comment ts

sincerely,

June Cartwright

Figure 2-1: The insertion point and inserting text in a
document.
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Selecting and Replacing Text [ Exercise

The greatest advantage to using a word-processor is how * Exercise File: AcadiaProposal2-2.docx

easy it is to edit text throughout the document. A quick » Exercise: Replace June Cartwright’s contact information
and easy way to edit text is by selecting text and replacing with your own name and contact information.

text.

Select text
Selecting text is a very important skill in Word. Whenever

you want to work with text to edit or format it, you first Jud
need to select it. L
Acadia, Inc.
1. Click the insertion point at the beginning or end of 3079 Indiana Ave.
the text you want to select. Omaha, NE 58712

Selecting text is a useful skill because once text is
selected, you can work with it by replacing, deleting,
or formatting it.

December 6, 2012

2, Click .and hgld the left mouse button and drag the Stephen Nielsen
insertion point across the text. Release the mouse
button once the text is selected. Techleaders
Other Ways to Select Text: P.O. Box 8940

o Keystrokes: Press and hold the <Shift> key Williamsburg, VA 10089

while using the arrow keys to select characters
(Right and Left arrow keys) or lines (Up and

Down arrow keys).
¥s) Figure 2-2: Selecting text.

e Multiple blocks: Select the first block of text and
hold down the <Ctrl> key as you select the

remaining block(s) of text. Table 2-1: Text Selection Shortcuts
e Text with similar formatting: This command A word Double-click the word.
selects any text that ha.s the same formatting Several bits of  Select the first block of text, then press
properties as text that is currently selected. Select text and hold <Ctrl> as you select the
the HOME tab, click Select in the Editing group remaining blocks of text.

and then click Select Text with Similar
Formatting (No Data). All text that is formatted
exactly as the current text is selected.

A sentence Press and hold <Ctrl> and click anywhere
in the sentence.

A line of text Click in the selection bar next to the line.

Replace text A paragraph Triple-click in the paragraph, or double-
click in the selection bar next to the
Replace text by first selecting it, then typing the new text. paragraph.
The entire Triple-click in the selection bar, or press
document and hold <Ctrl> and click anywhere in the

selection bar, or press <Ctrl> + <A>, or
click the Select button in the Editing group
of the HOME tab in the Ribbon and select
Select All.
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Navigating through a
Document

As a document gets longer, it gets harder and harder to
navigate through it. For example, if you were working on
a 200-page novel, how would you get to the very end of
the document or to page 54? This lesson shows you
several ways to navigate through your documents.

Scroll bars

The scroll bars are the most basic way to move between
pages in a document. The vertical scroll bar is located
along the right side of the window and is used to move up
and down in a document. The horizontal scroll bar is
located along the bottom of the window, and is used to
move from left to right when a document doesn’t fit
entirely on the screen.

e  When you click the arrow, the screen scrolls down
one line at a time. Click and hold to move faster.

e  Click and drag the scroll box to move in the
document.

Navigation keystrokes
You can use keystrokes to move the insertion point in the
document.

Table 2-2: Document Navigation Keystrokes

<Home> To the start of the line.
<End> To the end of the line.
<Page Up> Up one screen.

<Page Down> Down one screen.
<Ctrl> + <Home> To the beginning of the document.

<Ctrl> + <End> To the end of the document.

Go To
You can move directly to a certain location in the
document using the Go To command.

1. Click the HOME tab on the Ribbon and click the
Find button list arrow in the Editing group.

A list of options appears.

2. Select Go To from the list.
The Find and Replace dialog box appears.

Other Ways to Open the Go To dialog box:
Press <Ctrl> + <G>. Or, press <F5>.

[ Exercise

» Exercise File: AcadiaProposal2-3.docx

» Exercise: Use the Go To command to jump to page 10.
Use a keystroke shortcut to scroll up to page 8.
Use a keystroke shortcut to jump to the beginning of the

document.
Use the vertical scroll bar to scroll to the end of the
document.

@HE S

= o

= & | . .

Dear Mr. Nielsen,

Thanks for the phone call yesterday. Our company is excited to work with your group to create this
exciting new software publication.

I have enclosed a content draft for your perusal. After our conversation yesterday, our writers£ame up
with brief articles for all five Microsoft Office applications that we discussed: Access, Excel/Outlook,
PowerPoint and Word. We tried to keep the tone of the writing light, with simple langydge that is easy
to read and understand.

We are still working on the design and layout of these bulletins, but agree thgyour concept of one page
‘with content on the front and back is very good. This should serve as nice famework for the tone and

content of each bulletin

Scroll bars

Figure 2-3: Use the scroll bars to navigate in a document.

- Scroll Up

Scroll box

- Scroll Down

Figure 2-4: The parts of a scroll bar.
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3. Enter the page number you wish to go to in the Enter

page number text box and click Go To.

Find Replace GoTo

. . . Go to what: Enter page number:
Word jumps to the specified page in the document. T - | |
. . Er_\ter = and - to move r_elative to the current location, Example: <=4
@ Tip: The Go To command can jump to more than Boskmark willmove foruard four items.
. . . ommen
just specific pages. For example, you can jump to Footnote
a heading or footnote in the document. Just make

Previous - Close
your selection in the “Go to what” list and enter
where you want to go in the text box.

Figure 2-5: The Go To tab in the Find and Replace dialog
box.
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Browsing a Document

Scrolling through a long document can be confusing and
time-consuming. Word 2013 includes some tools to make
browsing longer documents easier.

Browse by object, graphic, table and more
Browsing by specific elements allows you to focus on
aspects of a document as you navigate through it. For
example, if you want to focus on how the images look in
the document, select graphic from the Go to what: list to
jump to each graphic in the document quickly.

1. Click the Find button list arrow in the Editing group
and click Go To.

The Find and Replace dialog box appears.

2. Select the Go To tab, and click Graphic from the Go
to what: list.

3. Click the Previous and Next buttons to navigate
through the document.

Other Ways to Browse Back and Forth
between Objects:

Press <Ctrl> + <Page Up> to go to the previous
object. Press <Ctrl> + <Page Down> to go to the
next object.

Browse by heading
The Navigation Pane makes it easy to get from one place
to the next in a document using its headings.

1. Click the VIEW tab on the Ribbon and click the
Navigation Pane check box in the Show group.

The Navigation Pane appears. Click the HEADINGS
tab.

Other Ways to Open the Navigation Pane:
Press <Ctrl> + <F>. Or, click the HOME tab and
click the Find button in the Editing group.

0 Trap: Headings will only appear in the
Navigation pane, if you are viewing a document
that uses heading styles.

2. Click a heading.

The heading is displayed in the main document
window.

Browse by page
You can also view thumbnails of all the pages in your
document in the Navigation Pane.

[ Exercise

» Exercise File: AcadiaProposal2-4.docx

» Exercise: Use the Go To button to find the Filter By
Selection graphic.

Use the Navigation Pane to browse to the Outlook heading,
then browse to page 7.

Close the Navigation Pane when you are done.

Find and Replace ?

Find Replace GoTo

Go to what: Enter object name:
Field
Table
Graphic
Equation

>

Any object v

Enter = and - to move relative to the current location, Example: =4
will move forward four items.

Heading b

Previous MNext Close

Figure 2-6: Use the Previous and Next Object buttons to
navigate in the document.

Browse the NETUFITel o
headings in Search document o
your document HEADINGS ~ PAGES  RESULTS

tab ]

Access
Excel
PowerPoint
Qutlock

Figure 2-7: The “Browse the headings in your
document” tab of the Navigation Pane.
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1. Click the VIEW tab on the Ribbon and click the
Navigation Pane check box in the Show group.

The Navigation Pane appears. Click the PAGES tab.

Other Ways to Open the Navigation Pane:
Press <Ctrl> + <F>. Or, click the HOME tab and
click the Find button in the Editing group.

2. You can scroll through the document’s thumbnails
and click on one to go to it.
@ Tip:

Hover your mouse over the Navigation pane to
access the scroll bar.

Browse the pages in
your document tab

Navigation LS
Search document 2 -

HEADINGS PAGES RESULTS

Figure 2-8: The Browse the pages in your document
tab of the Navigation Pane.
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Viewing a Document [ Exercise

There are several ways to change how a document’s * Exercise File: AcadiaProposal2-5.docx

contents are displayed on a screen using Document views. » Exercise: View the document in Word’s different views.
You can also zoom in or out to view more or less of the Zoom in to 200 percent, zoom out to 75 percent, then
page at a time, and display hidden document content. zoom to two pages.

Display the document’s hidden characters and hide them
Document views again.

e  Click the VIEW tab on the Ribbon and click the
button of the view you want to use in the Views
group. | ﬁl D | I:l OUtlinE
£y = Draft

The document’s contents are shown in the selected Read  Print Web

view: Mode Layout Layout
Other Ways to Change Document View:
Click the button for the view you want to use in
the status bar of the document window.

Views

Figure 2-9: The Views group on the VIEW tab on the
Ribbon.
Word offers several different document views:

e Print Layout view: This view displays your
document as it will appear when printed and is best
for working in documents with images. Print Layout
view uses more memory and can be slower on older
computers.

e Read Mode: This view is optimized for reading on a
portable device, such as a tablet or smart phone. Only
necessary toolbars appear, making room for enlarged

oo D t vi Zoom slider
text and navigational tools. ocument Views

e Web Layout view: Use Web Layout view when you
are creating a Web page or a document that is viewed
on the Web. In Web Layout view, you can see E -+ 125%
backgrounds, text is wrapped to fit inside the
window, and graphics are positioned just as they are
in a Web browser.

Figure 2-10: Document views and zoom on the status
bar.

e  Outline view: Displays your document in classic
outline form. Work in Outline view when you need to
organize and develop the content of your document.

e  Draft view: This view is good for most simple word-
processing tasks, such as typing, editing, and
formatting. This view does not display advanced
formatting, such as page boundaries, headers and
footers, or floating pictures.

Zoom

Sometimes it is helpful to make a document appear larger
on the computer’s screen, especially if you have a small
monitor or poor eyesight. It can also be helpful to zoom
out so that you can see how the whole document looks.
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e Click and drag the Zoom slider on the status bar to
the percentage zoom setting you want.

Other Ways to Zoom:

Click the VIEW tab on the Ribbon and click the
Zoom button in the Zoom group. Or, click the
One Page, Multiple Pages, or Page Width
buttons in the Zoom group.

Display and hide hidden characters e R =) 1T_Show/Hide
Sometimes it is useful to see characters that are normally =T - A B button
hidden, such as spaces, tabs, and returns. = === t=. M.,
1. Click the HOME tab on the Ribbon Paragraph -
2. Click the Show/Hide button ol in the Paragraph Figure 2-11: The Paragraph group.
group.
Other Ways to Display or Hide Hidden
Characters: We-are-still-working-on-the-design-and-layout-of-thes

Press <Ctrl> + <*>.
with-content-on-the-front-and-back-is-very-good.-This

The hidden characters, or characters that normally
don’t print, appear in the document. Paragraph marks
appears as J’s, tabs appear as —’s, and spaces appear
as-’s.

content-of-each-bulletin.q

Please-take-yourtime-when-reviewing-the-following-
Notice the Show/Hide button on the Standard toolbar questions-and-comments. |
is highlighted orange, indicating that all the hidden

characters in the document are visible. Sincerely,

June Cartwnghtpag P T [ S — |

Figure 2-12: Displaying hidden characters.
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Working with the Document
Window

Each document you open in Word has its own window.
This window has its own features you can use to change
how you work with the document on your Windows
desktop.

Change window size
You can change the size of the windows to organize the
space on your screen better.

e  Maximize/Restore Down: When the document
window is at its full size, this button appears as the
Restore Down button. When the window appears in
a smaller size, the button appears as the Maximize
button.

e  Minimize a Window: Click the Minimize button on
the title bar.

Other ways to change Window Size:
Click the Word Button on the Quick Access Toolbar
and select an option from the list provided.

e Resize a Window: Click and drag the resize control
in the lower-right corner of the window.

Split the document window

Splitting the document window is a great way to view two
parts of one document at the same time. When the
window is split, you can make changes to the document
as you would normally.

1. Click the VIEW tab on the Ribbon and click the
Split button in the Window group.

A gray shaded line appears in the document window
with a cursor.

2. Click where you want to split the document window.

The document window is split into two panes. Now
you can scroll up and down in each pane to view
different parts of the document at the same time.

Other Ways to Split the Window:

Place your cursor on the line above the View
Ruler button on the vertical scroll bar. When the
cursor changes to ==, click and drag down to split
the window in two.

When you no longer want the window to be split,
remove the split.

3. Click the VIEW tab on the Ribbon and click the
Remove Split button in the Window group.

The window is no longer split.

[ Exercise

» Exercise File: AcadiaProposal2-6.docx

» Exercise: Minimize, maximize, restore down and resize
the document window.

Split the window and view the document in a new window.

Minimize  Maximize

"
0
|

a

»

Restore Down

I
L - 3 X

2 =i

Resize
control

June Cartwright
Acadia, Inc

3079 Indiana Ave.
Omaha, NE 58712

December 7, 2012

Stephen Nielsen

Williamsburg, VA 10089
Dear M. Nielsen,

Thanks for the phone call yesterday. Our company is excited to work with your group tc

exciting new software publication.

| have enclosed a content draft for your perusal. After our conversation vesterday, our |
with brief articles for all five Micrasoft Office applications that we discussed: Access, Exe
PowerPaint and Word. We tried to keep the tone of the writing light, with simple langu

Figure 2-14: Split document window.
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Other Ways to Remove a Document Split:
Click and drag the split line to the top or bottom
of the document area.

@ Tip: The window can only be split into two panes.

Create a new document window
You can view a document in one or more windows at a
time.

Click the VIEW tab on the Ribbon and click the New
Window button in the Window group.

Another window opens with the document’s contents.

@ Tips:

v' Viewing a document in multiple windows does not

create a new file. Any changes made in one of the
document windows are applied to the same file.

Each instance of a document window is marked in
the title bar. For example, if a new window was
opened for Document 1, the two document windows
would be named Document 1:1 and Document 1:2.

When a change is made to the document in one
window, the change is reflected in all the windows
for the document.

[ma % o

o (@B o o -
3 . HoME | nseT

Read Primt  Web
Made L at

June Cartw|
Acadia, Inc
3079 India
Omaha, NE|

December
Stephen Nij
TechLeadel
P.0. Box 89

Williamsbul

Dear Mr. N|

Thanks for

Figure 2

resoft Word Preview ? H - 0O x

B [}
AaBbCcDe AaBbleDe AaBbCi

Editing

Calibri Bogy) -[11 -] A"

Paste cabe X, X QW Thommal T NoSp. ding
ste o B T U - A - % Homal |1 No Heading

Clipboard & Font

Style

June Cartwright
Acadia, Inc.

3079 Indiana Ave.
Omaha, NE 58712

December 7, 2012

Stephen Nielsen
TechLeaders

P.0. Box 8940
Williamsburg, VA 10089

Dear Mr. Nielsen,

Thanks for the phone call yesterday. Our company is excited to work with your group to create thi
aveiting naws eafrar

PAGE1OF13 4107 WORDS  [[3

-15: A document open in two document windows.
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Viewing Multiple Document
Windows

Since each document has its own window, you can work
with the windows and view several document windows at
the same time.

Switch between document windows
If you have several documents open in Word, you can
switch between them while still having them open.

1. Point to the Word icon on the Windows taskbar.

A preview of all open document windows appear.

2. Click the document window you wish to view.

The selected document window becomes the active
document.

Other Ways to Switch to Another Document
Window:
Click the VIEW tab on the Ribbon and click the
Switch Windows button in the Window group.
Select the document you want to view.

@ Tip:

v" When a document window is active, it is currently
open to be worked on. When a document window is
hidden but still open, it is inactive.

Arrange document windows
Use this command to arrange all open document windows
so they can be viewed on the desktop.

e  Click the VIEW tab on the Ribbon and click the
Arrange All button in the Window group.

The document windows are tiled on top of each other,
stacked horizontally, so that they can be viewed at the
same time, but as separate windows.

/] Tips:

v This command arranges all document windows that
are currently open. The number of document
windows that can be arranged on the screen at one
time depends on your screen resolution. A higher
screen resolution can accommodate more windows.

v" To view more of a document window’s contents at a
time, have as few documents open at a time as
possible. Only open the documents that you need so
you can view more of their contents at a time.

1 Exercise Notes
» Exercise File: AcadiaProposal2-7.docx and Access
Article.docx

» Exercise: Make the AcadiaProposal2-7 document active,
then make the Access Article document active.

Arrange the document windows so you can see both of
them.

Compare the documents side by side.

Inactive window Active window

omal - Access|

Filtering out the junk

Use filters to view the data you need

>

Access obijects, such as queries and reports, make it easy to control and restrict the d
view in a database. But sometimes you need to narrow the focus of data to such 2 de

whole new query or repert doesn’t make sense.

The better way to narrow the data is to use filters. Filters are commands that

wziors
8e . o= S "

Figure 2-16: Two document windows open at once.

Williamsburg, VA 1008

Dear Mr. Nielsen,

MOADINGS | pASES  RESLATS Thanks for the phone call yesterday. Our company is excited to woric with your group to create this.
exciting new software publication.

December7, 2012

Figure 2-17: Two documents arranged using the Arrange
All feature.
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Compare documents side by side

If you need to compare the contents of documents to each
other, one of the best ways to do this is to view them side
by side.

Open the two documents you want to view side by side.
The active document will be compared with another open
document of your choice.

1. Click the VIEW tab and click the View Side by Side
button in the Window group.

If only two documents are open, the documents are
shown side by side.

© Trap: If more than two documents are open, the
Compare Side by Side dialog box appears. Click
the document you want to view alongside the
active document and click OK.

Two controls are now available when documents are
viewed side by side:

¢ Synchronous Scrolling is activated by default.
This allows you to scroll down both windows at
the same time.

o Reset Window Position adjusts the size of the
windows so that they share the screen equally.
2. Click the View Side by Side button again, to return
to the default view.

Only the active window is shown, while the other
document remains open.

9 Tip:
v This feature only works with two document
windows.

= E [ View Side by Side i
™ e
Mew  Arrange Split Switch
Window  All Windows ~

Window

Figure 2-18: The Window group.
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Getting Started with Documents
Review

Quiz Questions

15.  Which key deletes text to the left of the insertion point?
A. <Backspace>
B. <Home>
C. <Insert>
D. <Delete>

16. Once a block of text is selected, you can replace the selected text with new text by:
A. Clicking the File tab and selecting Insert New Text.
B. Simply typing the new text.
C. You can't replace selected text with new text.
D. Clicking the Replace Text button on the Ribbon.

17. Press to move the insertion point to the beginning of the document.
A. <Ctrl> + <End>
B. <Ctrl> + <G>.
C. The <up arrow> key.
D. <Ctrl> + <Home>.

18.  Which of these are NOT objects you can browse by in Word?
A. Page, Section, Edits
B. Caption, Border, Highlight
C. Comment, Footnote, Endnote
D. Table, Graphic, Heading, Field

19. Click a heading or page in the Navigation Pane to jump to that heading or page in the main document window. (True
or False?)

20. How can you display hidden text, such as tabs and paragraph marks?
A. Click the Show/Hide button in the Paragraph group of the Home tab on the Ribbon.
B. You can't display these characters: they are hidden for a reason.
C. Purchase Microsoft's secret hidden text decoder software.
D. Click the Hidden Text button in the Editing group of the Home tab on the Ribbon.

21.  You can use the Zoom slider to change the magnification level of a document. (True or False?)

22.  When you create a new document window, you create a copy of the document. (True or False?)

23. How do you switch between multiple document windows?
A. Right-click the Windows taskbar and select Arrange All.

The Richard Stockton College of New Jersey 40



B. Buy another monitor for your computer.
C. You can only open one document at a time in Microsoft Word.
D. Click the document’s button on the Windows taskbar.

24.  When documents are compared side by side, the differences between the two are tracked and highlighted. (True or
False?)

Quiz Answers

1.

2. A. The <Backspace> key deletes text to the left of the insertion point.

3. B. Simply type the new text to replace any amount of selected text.

4. D. Pressing <Ctrl> + <Home> moves the insertion point to the beginning of the document.

5. B. You cannot browse by Caption, Border, Highlight in Word.

6. True. You can click a heading or a page in the Navigation Pane to jump to that heading or page in the main document
window.

7. A. Click the Show/Hide button on the Ribbon to display hidden text.

8. True. The Zoom slider on the status bar lets you zoom in and out of a document.

9. False. Creating a new document window is like opening the document in a different view: if a document is open in
multiple windows, changes made in any of the windows are applied to the same file.

10. D. Click the document’s button on the Windows taskbar. Or, in the View tab, click the Switch Windows button in the
Windows group.

11. False. When documents are compared side by side, they are aligned vertically to one another. The differences between

them are not highlighted or tracked.
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Checking Spelling and Grammar...................... 43
Check spelling and grammar in the
dOCUMENt .....ooiiiiiiiiii e 43
Correct a single error..........cccoevevvcveeennee 44
Use contextual spell check..................... 44

Finding Text............ccoooiiiiieee, 45
Findtext......cco 45
Open the Find and Replace dialog box ... 45

Replacing Text ...............coooei 47
Replace text.......cccccviiiiiii, 47
Search options.......cccccovviiiiiiiiiiie, 47

Using Word Count and the Thesaurus............ 49
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Insert sSymbolSs.........cc.eeveviiiiiiiiiie 50
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Copying and Moving Text..............ccccccoccveeennee 51
Copy teXt..cccoiiiiiieiiiee e 51
Move text ... 51

Copy and move cells using the mouse.... 52

Controlling How Text is Copied or Moved ...... 53

Use paste options.........cccocveeeiiiieeeninnnn. 53
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Collecting Multiple Items to Move or Copy..... 55
Using Undo, Redo and Repeat........................ 56
Undo a single action ..........cccccoooviiiieeeen. 56
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Redo an action...........ccccvveeeieiiiiniiieenn. 56
Repeat an action................................ 57

Word can do a lot of things, but its
primary function is to be a word
processor: it can help you out with
anything that has to do with words. It’s
also the most popular program for
creating letters, memos, reports,
outlines—any document that is primarily
focused on producing text.

Since text is the primary function and
purpose of Word, this chapter deals
with how to work with text when you
insert and edit it in the document.

Using Exercise Files

Exercise files are provided so users can
practice the topic(s) covered in each
lesson. There are two ways you may use
the exercise files:

e Open the exercise file for a lesson and
perform the lesson exercise. Close the
exercise file.

e Open the exercise file for a lesson and
perform the lesson exercise. Keep the
file open and perform the exercise for
the following lesson and so on for the
remainder of the chapter.

The exercises are written so that you
may “build upon them”, meaning the
exercises in a chapter can be
performed in succession from the first
lesson to the last.
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Checking Spelling and
Grammar

Part of editing your documents is making sure that
everything is spelled and put together correctly. Word is a
great help in this regard, because it can identify spelling
and grammar errors in your documents.

Check spelling and grammar in the
document

To check the spelling and grammar of a document all at
once, use the Spelling and Grammar dialog box.

1.

3.

Click the REVIEW tab on the Ribbon and click the
Spelling & Grammar button in the Proofing group.

Word begins checking spelling and grammar from the
location of the insertion point.

Other Ways to Check Spelling and Grammar:
Press <F7>.

If Word finds an error, the Spelling and Grammar
Pane appears with the error in the text box at the top
of the dialog box. See Table 3-1: Spelling and
Grammar Options for more information about the
different options in the dialog box.

If the word or grammar is incorrect, select the
correction from the Suggestions list, or type your
own correction in the top text box. Then click
Change or Change All. If the word or grammar is
correct, click Ignore Once, Ignore All, Next
Sentence, or Add to Dictionary.

Word applies the command and continues to the next
error.

Once Word has finished checking your document for
spelling and grammar errors, a dialog box appears.

Click Yes to complete the check.

/] Tips:

v

You can turn off spell and grammar checker. Click
the FILE tab and click Options. Click the Proofing
tab. Click the Check spelling as you type check box
and/or the Mark grammar errors as you type check
box. Click OK.

Word cannot catch spelling errors that occur because
of misuse. For example, if you entered the word
"through" when you meant to type "threw," Word
wouldn't catch it because both are correctly spelt.

[ Exercise Notes

» Exercise File: CompanyMeeting3-1.docx

» Exercise: Correct the spelling and grammar errors in the
document.

T0: Al Staff
FROM: Sandra Willes, Communication Director

RE: Company Meeting

in less t
a meeti|

Explore Canada tour package. There will be
€ room ta finalize the the Explore Canada

marketing and pricing plans. We are nearly a week behind schedule on this, so any additions or changes

o the plans should be submitted by Friday.

Please contact me if you have any last minute suggestions or if you need further information.

The schedule for the meeting s as follows:

Sincerely,

Figure 3-1: The Spelling and Grammar Pane, as it
appears when checking a spelling error.

Table 3-1: Spelling and Grammar Options

Ignore Once  Accepts the spelling or grammar you used.

Ignore All or  Accepts the spelling or grammar you used
Ignore Rule  and ignores all future occurrences in the

document.

Next Skips the grammar error and goes on to the

Sentence next one.

Add to the If a word is not recognized in the

Dictionary Microsoft Office Dictionary, it is marked
as misspelled. This command adds the
word to the dictionary so it is recognized
in the future.

Change Changes the spelling of the word to the
spelling that is selected in the Suggestions
list.

Change All Changes all occurrences of the word in the

document to the selected spelling. Exercise
caution when using this command: you
might end up changing something you
didn’t want to change.
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Correct a single error

By default, Word checks for spelling and grammar errors
as you type, underlining misspelled words in red and
grammar errors in blue. This makes it easy to find and
correct errors individually.

1. Right-click the error.

A contextual menu appears, suggesting possible
corrections.

2. Select a correction from the contextual menu.

Word corrects the error, and the red or blue underline

disappears.

@ Tip: If something is underlined in red or blue but
you know it is correct, you can get rid of the

underline by selecting Ignore, Ignore All, or Add

to Dictionary from the contextual menu.

introduce our exciting new Explore Canac

.M. in the aux*am conference room to fin
ire nearly a weék | auxiliary 1is,

by Friday. Ignore All
Add to Dictionary
' last minute sugge fu
g8 % Hyperlink...

: follows: L7 MNew Comment

Figure 3-2: Correcting a single error by right-clicking it.

Spelling error

Grammar error

in less than three months, we will introduce ouf exciting n
a meeting this Thursday at 9:30 A.M. in the auxilary confer
marketing and pricing plans. We are nearly a week behind
to the plans should be submitted by Friday.

Please contact me if their are any last minute suggestions

Contextual spelling error

Figure 3-3: Spelling and Grammar check.
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Finding Text

The Navigation Pane is a new feature in Word 2013 that
can help you quickly find specific text in a document. You
can also access the Find and Replace dialog box from the
Navigation Pane if you prefer to use that.

Find text
Use the Navigation Pane to browse, view, and search a
document.

1. Click the HOME tab on the Ribbon and click the
Find button in the Editing group.

The Navigation Pane appears.

Other Ways to Find Text:

Press <Ctrl> + <F>. Or, click the VIEW tab and
click the Navigation Pane check box in the Show
group.

2. Click the Search document text box and enter the
text you want to find.

The Navigation Pane is populated with items that
match your search

See Table 3-2: Navigation Pane Tabs, for

explanations on each tab of the Navigation Pane.
3. Click a result to navigate to it.

The result appears in the main document window.

Other Ways to Navigate to a Result:
Click the Previous Search Result or Next Search
Result button to navigate through the document.

4. When you’re done, click the Close button.
The Navigation Pane closes.
Open the Find and Replace dialog box

You can also use the Find and Replace dialog box to find
and/or replace text.

1. Click the HOME tab on the Ribbon and click the
Replace button in the Editing group.
The Find and Replace Dialog box appears.

Other Ways to Open the Find and Replace
Dialog box:
Press <Ctrl> + <G> and click the Find tab.

[ Exercise

» Exercise File:CompanyMeeting3-2.docx
» Exercise: Find all instances of the word “Explore” in the

document.
Find options and
additional search
commands button
Navigation M
Click atab to | |explore
browse a .
document 2 results «|[+— Previous
view its = —— HEADINGS ~ PAGES gzzﬁl:th
layout, or d Next
view search months, we will introduce our exciting an ex
results. new Explore Canada tour package. Search
There will be a meeting Result
buttons

auxilary conference room to finalize the
the Explore Canada marketing and
pricing plans. We are

Figure 3-4: Your search results are highlighted in the
document and are displayed in the Navigation Pane.

Table 3-2: Navigation Pane Tabs

HeaDINgs  Browse the headings in your document

PAGES Browse the pages in your document

RESULTS Browse the results of your current search
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2. Click the Find tab and enter the text you want to find

or replace in the Find what: text box.

3. (Optional) Choose what you want to do with text that

matches your find request:

5. When you’re finished, click Cancel to close the Find

Reading Highlight

Click the button to select “Highlight All”, which
highlights each instance of the word or phrase in
the document.

Find in options
Current Selection: Search for the text within the
currently selected text.

Main Document: Search for the text throughout
the main document.

Comments: Search for the text within comment
balloons inserted in the document.

Find Next
Search through the document one item at a time.

& Replace Dialog box.

Find and Replace

£

[Enanet | | cance

Reading Highlight » Find I~

to the plans should be submitted by Friday.

Please contact me if their are any last minute suggestions or if you need further information.

lore Canada tour package. There will be
oom to finalize the the Explore Canada
le on this, so any additions or changes

Figure 3-5: Using the Reading Highlight feature.

The Richard Stockton College of New Jersey

46



Working with and Editing Text

Replacing Text

Don’t waste time scanning through your document to find
text and replace it with something new: Word’s Replace
command can do this for you with just a few clicks of
your mouse.

Replace text
Replace finds specific words and phrases, and then
replaces them with something else.

1.

Click the HOME tab on the Ribbon and click the
Replace button in the Editing group.

The Replace tab of the Find and Replace dialog box
appears.

Other Ways to Open the Find and Replace
Dialog box:
Press <Ctrl> + <H>.

Click the Find what: text box and enter the text you
want to replace.

Click the Replace with: text box and enter the
replacement text.

Click Find Next.

The first occurrence of the “Find what” text is
highlighted.
Choose how you want to replace the text:

o Replace: Click to replace the current item.

o Replace All: Click to replace each item found in
the document. Use this command with caution:
you might replace something you didn’t want to
replace.

Search options
Use Word’s search options to change how Word searches
in the document.

Click the More button on the Find and Replace
dialog box to specify how to search for text.

Table 3-2: Find and Replace Search Options below
describes the Search Options available under the Find
and Replace tabs.

L] Trap: If you specify Search Options, make sure to
turn them off when you are finished. Otherwise,
subsequent find or replace commands will use the
same search options.

[ Exercise

» Exercise File: CompanyMeeting3-3.docx
» Exercise: Replace all instances of the word “Explore”

with “Travel”.

Find and Replace ?

Find Replace | GoTo

Find what: Explare w
Replace with: |Travel w

More > > Replace

Replace All Eind MNext Cancel

Figure 3-6: The Replace tab of the Find and Replace
dialog box.

Find and Replace ?

Find Replace GoTo

Find what: v

Replace with: || v

<< Less Cancel
Search Options

Search: |All v

D Match case D Match prefix

[] Find whale words only ] Match suffix
Dgse wildcards
[] sounds like {Englishj
D Find all word forms (English)

D Ignore punctuation characters
D Ignare white-space characters

Replace

Format = Special =

Figure 3-7: The Find and Replace dialog box with the
Replace tab displayed.
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Table 3-3: Find and Replace Search Options

Search
Match case

Find whole words only

Use wildcards

Sounds like (English)

Find all word forms (English)

Match prefix

Match suffix

Ignore punctuation characters
Ignore white-space characters
Format button

Special button

Choose whether to search up, down, or the entire document from the current location.
Search only for text that matches the capitalization entered.

For example, if you’re looking for “son”, selecting this option will skip over words that contain
“son”, such as Hanson, lesson, or sonic.

Search for wildcards, special characters, or special search operators as added in the “Find what” box.
To add wildcards, click Special and select the item, or type the item. If this check box is cleared,
Word considers the wildcards and operators to be plain text.

Words that sound the same as the “Find what” text, but are spelled differently.

Searches for all forms of the word.

Searches for the text in the “Find what” box at the beginning of the word.

Searches for the text in the “Find what” box at the end of the word.

Does not account for punctuation when searching for entered text.

Does not account for characters that add white space, such as spaces or empty paragraph marks.
Specify formatting characteristics you want to find attached to the text in the Find what text box.

Allows you to search by special characters such as Paragraph marks or Em-dashes. Inserts special
characters in the “Find what” or “Replace with” boxes.
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Using Word Count and the
Thesaurus

Two other tools that are useful in working with text are
Word Count and Thesaurus.

Word Count

The Word Count feature counts all the words in your
document. This is useful if you have a writing assignment
that is limited to a number of words, such as a 600-word
report.

o  C(Click the REVIEW tab on the Ribbon and click the
Word Count button in the Proofing group.

The Word Count dialog box appears, displaying
document information. This includes the number of
words, pages, characters, paragraphs and lines.

/] Tips:

v' By default, the number of words in a document
appears in the status bar.

v To specify word count to certain areas of the
document, select the text you want to include in the
count. The number of selected words appears in the
status bar. Press the <Ctrl> key to select non-
adjacent text.

Thesaurus

Use Word’s built-in Thesaurus to help you find synonyms
for a word. For example, you can use the Thesaurus to
replace the ho-hum word “good” with one of its
synonyms, such as “commendable,” “capital,” or
“exemplary.”

1. Select the word for which you want to find a
synonym.

2. Click the REVIEW tab on the Ribbon and click the
Thesaurus button in the Proofing group.

The Thesaurus task pane appears.

Other Ways to Open the Thesaurus:
Right-click a word, point to Synonyms, and select
Thesaurus. Or, press <Shift> + <F7>.

3. Point to the synonym you want to use. Click its list
arrow and select Insert.

Other Ways to Replace a Word with a
Synonym:

Right-click the word for which you want to find a
synonym. Point to Synonyms in the contextual
menu and select a synonym from the list.

[ Exercise Notes

» Exercise File: CompanyMeeting3-4.docx
» Exercise: View the Word Count dialog box.

Replace the word “exciting” in the first sentence of the
memo with a synonym from the thesaurus.

Word Count ?

Statistics:

Pages 1
‘Words 83
Characters (no spaces) 487
Characters [with spaces) 579
Paragraphs 8
Lines 12

Include textboxes, footnotes and endnotes

PAGE1OF1 980FS8WORDs [

Figure 3-8: The Word Count dialog box.

Thesaurus e

E(:-:Z' exciting yel

4 thrilling (adj.)
thrilling .
exhilarati 24 |nsert [k
stirring E@ Copy
stimulativeg
electrifying
maving
rousing
sensational
breathtaking
boring (Antonym)

4 stimulating (v.)

exciting €

Word currently does not have a
dictionary installed for English
(United States). To see
definitions:

Get a Dictionary

English (United States) v

Figure 3-9: Using the thesaurus in the Research task
pane.
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Inserting Symbols and Special
Characters

Your keyboard doesn’t contain all the characters you
might want to include in your documents. Word lets you
insert these special symbols and characters, and even
equations, separately.

Insert symbols

You can enter many more characters and symbols in a
document than can be found on the keyboard. For
example, you can insert the copyright symbol (©),
accented and foreign characters (¢), silly characters (©),
and many more.

1. Place the insertion point where you want to insert the
symbol or character.

2. Click the INSERT tab on the Ribbon and click the
Symbol button drop arrow in the Symbols group.

If you see the symbol you want to use under the
Symbol button, select it. Otherwise, open the Symbol
dialog box.

3. Click More Symbols.

The Symbol dialog box appears. You can browse the
different symbols by changing the Font and Subset of
symbols. Special characters such as ellipses are
available under the Special Characters tab.

4. Select the symbol you want to use and click Insert.

The symbol is inserted into the document.

Insert an equation

You may insert a common equation already put together
in Word, such as the Area of a Circle, or4 =7 or build a
new equation using the EQUATION TOOLS tab.

1. Click the INSERT tab on the Ribbon and click the
Equation button in the Symbols group.

A placeholder for the equation appears in the
document, and the EQUATION TOOLS tab appears
on the Ribbon.

@ Tip: To insert a built-in equation, click the
Equation button list arrow and select an equation
from the gallery.

2. Type the equation in the placeholder.

You may use the keyboard and the EQUATION
TOOLS on the Ribbon to write the equation.

[ Exercise

» Exercise File: CompanyMeeting3-5.docx

» Exercise: Insert the copyright symbol after the two
instances of “Travel Canada” in the document.

Symbal ?
Symbols | Special Characters
Font: | [normal text) w | Subset: | Currency Symbals v
= A
w| d[EIK|T|0 § | P G|A|2|C|t]S]T|R
*
b Y| £ |Ne|™ Q| €|45| a |¥5|%5| Y| 26| 28| 75
e HREN b AR
ol 0] I]=]#=l=l=lo]-|TII=l]r.
Recently used symbaols:
el e|¥[e[®m+2 [<[z]+]<[x|n[a|p
Unicode name:
. Character code: 20AC from: Unicode (hex) |w
Euro Sign
AutoCorredt... Shorteut Key... Shortcut key: Alt=Ctri<E
Figure 3-10: The Symbol dialog box.
=] s Dacuments - Microsaft Word Preview EQuATIONTOOLS ? H - O X
HOME INSERT ~DESIGN PAGELAVOUT ~REFERENCES MAILINGS  REVIEW  VIEW DESIGN

cket - H Limit and Log =
ction~ A Operator -
ccent~  [3] Matrix~

A 7

<
PAGE1OF1 1WORD [2  SAVING AUTORECOVERY FILE MICROSOFTWOR... @ M@ E]

Figure 3-11: Inserting an equation.
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Copying and Moving Text

You can move or copy text in a Word document by
copying or cutting, and then pasting the text in a new
place. .

/] Tips:

v" You may cut, copy, and paste any item in a document,
such as clip art, a table, or an AutoShape—not just
text.

v" You may copy, cut, and paste text within a document
or between documents.

Copy text
When you copy text, the selected text remains in its
original location and is added to the Clipboard.

1. Select the text you want to copy.

2. Click the HOME tab on the Ribbon and click the
Copy button in the Clipboard group.

The text is added to the Clipboard, and it remains in
the document.

Other Ways to Copy Cells:
Press <Ctrl> + <C>. Or, right-click the selection
and select Copy from the contextual menu.

3. Place the insertion point where you want to paste the
copied content.

The text will be inserted to the right of the insertion
point.

4. Click the HOME tab on the Ribbon and click the
Paste button in the Clipboard group.

The copied text is pasted in the new location.

Other Ways to Paste Cells:

Press <Ctrl> + <V>. Or, right-click where you
want to paste and select Paste from the contextual
menu.

Move text

Moving text typically involves a process of cutting and
pasting. When you cut text, it is removed from its original
location and placed in a temporary storage area called the
Clipboard.

[ Exercise Notes

» Exercise File: CompanyMeeting3-6.docx and Meeting
Schedulel.docx

» Exercise: In the Meeting Schedulel.docx document,
copy the “An overhead display will be available”
sentence. Paste the text after the schedule in the
CompanyMeeting3-6 document.

In the Meeting Schedulel.docx document, cut the four
lines of the schedule, beginning with “President’s
introduction, 9:30” and ending with “11:45”. Paste the
text below “The schedule for the meeting is as follows” in
the CompanyMeeting3-6 document.

e ¥ Oyt ——— Cut
Paste—— R Copy —————— Copy
Paste R
- ® Formnat Painter
Clipboard a

Figure 3-12: The Clipboard group.
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Select the text you want to move.

Click the HOME tab on the Ribbon and click the
Cut button in the Clipboard group.

The text is removed from the document and added to
the Clipboard.

Other Ways to Cut Cells:
Press <Ctrl> + <X>. Or, right-click the selection
and select Cut from the contextual menu.

Place the insertion point where you want to paste the
copied content.

The text will be inserted to the right of the insertion
point.

Click the HOME tab on the Ribbon and click the
Paste button in the Clipboard group.

The copied text is pasted in the new location.

Other Ways to Paste Cells:

Press <Ctrl> + <V>. Or, right-click where you
want to paste and select Paste from the contextual
menu.

Copy and move text using the mouse

Using the mouse to move and copy cells is even faster
and more convenient than using the cut, copy, and paste
commands.

1.

Select the text you want to move.

2. Point to the selected text.

3. Click and hold the mouse button.

4. Drag the pointer to where you want to move the
selected text and then release the mouse button.

@ Tip:

v" Press and hold the <Ctrl> key while clicking and

dragging to copy the selection.

Here's the schedule:

- President’s introduction, 9:30

- Marketing plan final review, 9:45
- Pricing plan final review, 10:45

- Guest speaker, James McKinsey of Canadian ¢

| &

An overhead display will be available if anyone would

presentations.

Figure 3-13: Moving text using the mouse.
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Controlling How Text is
Copied or Moved

You can control how text looks or behaves when it is
pasted. For example, you can keep the text’s formatting,
or have it take on the formatting properties of the
destination.

Use paste options

You can control how content is pasted in your
spreadsheets using the paste options in Word.

1. Copy or cut an item as you normally would.

2. Click where you want to paste the item.

3. Right-click and look at the Paste Options on the

contextual menu. You will see different ways you can

paste the content.

Other Ways to Use Paste Options:

Before pasting, click the Paste button list arrow in

the Clipboard group on the HOME tab and select
a paste option from the list.

(/] Tip: The options available depend on the type of
content being pasted.
5. Point to a paste option.
A live preview of how the content will look using
that paste option appears.
6. Click a paste option.
The text is pasted using the selected option.
Use Paste Special

You can further control how content is pasted using the
Paste Special command.

1. Copy or cut an item as you normally would.

2. Click where you want to paste the item.

[ Exercise Notes

» Exercise File: CompanyMeeting3-7.docx.

» Exercise: Move the text “Thursday” so that if follows the
sentence that begins “RE: Company Meeting”. Make sure
the text “Thursday” has the same formatting as the

destination text.

FROM; Joidin Brunnt Pracidant
RE: Disc

Sandra, [ Paste Options:
! PP

2 Ls LA
A Font..
Here'st

I've dra day's meeting. Pleas:

Paragraph...
Define ,9:30
Synonyms 3
iew, 9:45
B Translate

@, Searchwith Bing  10:45

cKinsey of Canadian .
Mew Comment

Ez

a,

& Hyperlink.
i
[

Calibri (Body) ~ (11 - AN A." sulc

- §= - Styles

An over

present g 1 U ‘r/vAvs

T

Thanks!

Figure 3-14: The Paste Options button appears after
pasting. Click this button to specify how data is pasted into

your worksheet.

Table 3-4: Word Paste Options

= Paste

=4
#7 Keep Source
Formatting

il

“# Use Destination
Theme

il

A Merge Formatting

¥ Keep Source
Formatting

Paste using default settings.

Paste using the formatting of
the original text.

Paste using the formatting of
the destination text.

Paste using the formatting of
the majority of the text.

Paste using the formatting of
the original text.

The Richard Stockton College of New Jersey

53



Working with and Editing Text

3. Click the HOME tab and click the Paste button list
arrow in the Clipboard group.

& Sclect Paste Spechl
The Paste Special dialog box appears. The options in source: Micasoft Word Dacument
the Paste Special dlalog bOX depends on the type Of CUsers\Mandy\Dropboxi#Amanda Young'waord-2013\Waor...

content being pasted. -

@ Paste: Microsoft Word Document Object Display as icon
) Other Ways to Open Paste Special: O Pasteink: | Formatted Text (A
Press <Ctrl> + <Alt> + <V> Picture (Enhanced Metafile]

Unformatted Unicode Text

5. Select a paste option and click OK.

The content is pasted into the document using the Result _
1 ted o tion = Inserts the contents of the Clipboard as HTML Format.
selec ption.

Figure 3-15: The Paste Special dialog box.
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Collecting Multiple Items to [ Exercise Notes

» Exercise File: CompanyMeeting3-8.docx and Meeting
Move or Copy Schedule2.docx
If you fio alot of cutting, copying, and pasting you will + Exercise: Using the Clipboard, copy the “Breakfast,
appreciate the Office Clipboard. The Clipboard lets you 8:00” line and the “Luncheon, 12:00” line items in the
collect multiple cut or copied items at a time, which you MeetingSchedule2.docx and paste both items in the
can then paste as needed. You can even use it to collect CompanyMeeting3-8 document, with “Breakfast” at the
and paste items from other Office programs. beginning of the schedule, and the “Luncheon” at the end

of the schedule.

1. Click the HOME tab on the Ribbon and click the
Dialog Box Launcher in the Clipboard group.

The Clipboard task pane appears along the left side of Table 3-5: Icons in the Clipboard Task Pane

the window.
. HE Content cut or copied from a Microsoft Excel
2. Cutand copy items as you normally would. workbook.
The Clipboard can hold 24 items at a time. The icon ﬂg Content cut or copied from a Microsoft PowerPoint
next to each item indicates the program the item is presentation.
from. See Table 3-4: Icons in the Clipboard Task ua Content cut or copied from a Microsoft Word
Pane, for examples of some common icons. document.

Web page contents cut or copied from a Web

3. Click where you want to paste an item from the | browser,

Clipboard.
__dj Cut or copied graphic object.

4. Click the item in the Clipboard.

b= Content cut or copied from a program other than
O Ti = Microsoft Office.
ips:
v' While the Clipboard is displayed, each cut or copied
item is saved to the Clipboard. If the Clipboard is not = : CompanyMeeting3-6 [Compatibity Mode] - Mi
displayed, only the last cut or copied item is replaced' HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS REVIEW
ke
. . . . Calibri (Body) ~ |11 ~| A" &7 Aa- R S .iE.%S. == 49
v" As long as the Clipboard is open, it collects items that ) o h g AR s
are cut or copied from all Office programs. L .
ipboard &3 Font [ Paragraph [
L1 X 1 2

v To remove an item from the Clipboard, click the

. K K Clipboard (=
item’s list arrow and select Delete. Click the Clear e

Paste All Clear All

All button in the task pane to remove all items from Click an tem o Paste:
the Clipboard. ) Marketing plan il
TO: All Staff
v Click the Options button near the bottom of the task 6 presaens FROM: Sandra Willes, Gommunication Director

pane to control how the Clipboard operates.

RE: Company Meeting

In less than three months, we will introduce ou
be a meeting this Thursday at 9:30 A.M. in the
marketing and pricing plans. We are nearly a w

COpied and cut items to the plans should be submitted by Friday.
appear in the Clipboard
task pane.

Please contact me if you have any last minute ¢
The schedule for the meeting is as follows:

Options + Sincerely,

PAGE1OF1 98WORDS [|2

Figure 3-16: A document with the Clipboard task pane
displayed.
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Using Undo, Redo, and Repeat

You don’t need to be afraid of making a mistake in Word
because you can use the Undo feature to erase your
actions. The undo, redo, and repeat commands are very
useful for working with text in a document.

Undo a single action
Undo does just that—it undoes any actions as though they
never happened.

e  C(Click the Undo button on the Quick Access Toolbar.

Your last action is undone. For example, if you had
deleted an item and then decided you wanted to keep
it after all, undo would make it reappear.

Other Ways to Undo:
Press <Ctrl> + <Z>.

Undo multiple actions

1. Click the Undo button list arrow on the Quick Access
Toolbar.

A list of the last actions performed in Word appears.
To undo multiple actions, point to the command you
want to undo. For example, to undo the last three
actions, point at the third action in the list. Each
action done before the one you select is also undone.

(/] Tip: You can undo up to 100 actions in Word,
even after saving the document.

2. Click the last action you want to undo in the list.

The command you select and all subsequent actions
are undone.

Redo an action

Redo is the opposite of undo: it redoes an action you have
undone. For example, if you decide that you do, after all,
want to delete an item that you have just brought back
with undo, you can redo the action.

e  Click the Redo button on the Quick Access Toolbar.

Other Ways to Redo an Action:
Press <Ctrl> + <Y>.

@ Tip: Click the Redo button multiple times to redo
multiple actions.

0 Trap: The Redo and Repeat buttons toggle
between the two commands. Redo only appears
when you’ve just used the Undo command. Once
you’ve redone all the actions that were undone,
the button changes back to the Repeat Typing
button.

[ Exercise

» Exercise File: CompanyMeeting3-9.docx

» Exercise: Delete the text “TO: All Staff” and then undo
the action.

Select, “TO”, “FROM” and “RE” one by one and make
them Bold. Undo the action for all three words.

UndT button

/Undo button list arrow
L\,
Paste

Typing
Cancel

=] (7]} s CompanyMezting3-7 [Compatisility Mode] - Micrasoft Word Preview ? s - O x

Paste
FILE
v
g

I DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW

[

Editing

=
AgBbceDc AaBbced AaBbC [
TNormal | TNoSpac.. Heading1 |5

Styles o
L% 1 2 3 4 5

TO: All Stoff

FROM: Sondra Wiiles, Communication Director
RE: Company Meeting

In less than three months, we will introduce our exciting new Travel Canada® tour package. There w
meeting this Thursday at 3:30 A M. in the auxiliary conference room to finalize the Travel Canada® n
pricing plans. We are nearly a week behind schedule on this, so any additions or changes to the plan
submitted by Friday.

Marketing plan final review, 9:45

president’s introduction, 9:30

estions or if you need further information.

PAGE1OF1 106 WORDS [ E B -————+ 0%

Figure 3-17: You can undo multiple actions by clicking the
Undo button list arrow on the Quick Access Toolbar.
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Repeat an action

Repeat is different from redo, because repeat applies the
last command to any selected text. For example, rather
than applying bold formatting by clicking the Bold button
repeatedly, you can repeat the bold command with the
Repeat button or keystroke.

e  Click the Repeat button on the Quick Access
Toolbar.

Other Ways to Repeat a Command:
Press <F4>.

Repeat button

|
@H S O-

Figure 3-18: The Repeat button on the Quick Access

Toolbar.
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Review

Quiz Questions

1.

2. Word underlines spelling errors in red, and grammar errors in green. (True or False?)
3. You can change Word preferences so that errors are not underlined. (True or False?)
4. What should you do if a word is marked as misspelled, but is actually correct?

A. Click Change.

B. Click Ignore All.
C. Click Change All.
D. Nothing.

5. What is the keystroke shortcut to find text?
A. <Ctrl> + <H>
B. <F1>
C. There isn't a keystroke shortcut for this command.
D. <Ctrl> + <F>

6. Word's Replace command finds a string of text and replaces it with another string of text. (True or False?)

7. What is the fastest way to count the number of words in a document?
A. Click the Word Count button on the Ribbon.
B. Print out the document and count the words by hand.
C. Look at the Word Count area in the status bar.
D. Press <Shift> + <F7>.

8. You want to find a synonym for the word ‘scary’. How could you do this?
A. Right-click the word ‘scary’ and select Synonyms from the contextual menu.
B. Select the word ‘scary’ then press <Ctrl> + <S>,
C. Right-click the word and select a spelling correction from the contextual menu.
D. Open the Find dialog box and enter the word you want to a synonym for and click Thesaurus.

9. How would you insert a © symbol in a document?
A. Click the Insert tab on the Ribbon and click the Symbol button in the Symbols group.
B. Press <Ctrl> + <C>.
C. Click the Copyright button on the Quick Access Toolbar.
D. Word cannot display the © symbol.
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10.

What are some examples of built-in equations you can insert in a document?
A. Area of a Circle
B. Pythagorean Theorum
C. Quadratic Formula
D. All of these.

11. To copy cells using the mouse, press and hold the key while clicking and dragging the selection.
A. <Alt>
B. <Ctrl>
C. <Shift>
D. <F4>
12. The keyboard shortcut for cutting text is <Ctrl> + <C>. (True or False?)
13. Select the Use Destination Theme paste option if you want to paste text using the formatting of the destination text.
(True or False?)
14. The Office Clipboard is available in other Office programs besides Word. (True or False?)
15.  You can undo multiple actions in Word. (True or False?)
Quiz Answers
1
2 True. Word underlines spelling errors in red and grammar errors in green.
3. True. You can turn off settings that underline spelling and grammar errors in Word.
4 B. Click Ignore All so that Word does not underline other instances of the word in the document. If the word is one
you will use often, you can also add it to the dictionary.
5. D. <Ctrl> + <F> is the keystroke shortcut to find text.
6. True. Word's Replace command finds a string of text and replaces it with another string of text.
7. C. The fastest way to see the number of words in a document is to look at the Word Count area of the status bar.
8. A. Right-click the word ‘scary’ and select Synonyms from the contextual menu, then select a word from the Synonyms
list.
9. A. To insert a symbol or special character, click the Insert tab on the Ribbon and click the Symbol button in the
Symbols group.
10. D. These are just a few of the built-in equations you can insert into a document.
11. B. Press and hold the <Ctrl> key to copy cells using the mouse.
12. False. The keyboard shortcut for cutting text is <Ctrl> + <X>. <Ctrl> + <C> copies text.
13.  True. The Use Destination Theme option lets you paste text using the formatting of the destination text.
14. True. The Office Clipboard can be used in all Office programs.
15. True. You can undo multiple actions in Word.
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Formatting
Characters and
Paragraphs

Changing Font Type...........ccccoeeiiiiiiinineee, 62
Changing Font Size...............cccccovviiiniinnnnn 63
Changing Font Color and Highlighting Text... 64
Changing Font Styles and Effects................... 66
Change font style........cccccevviireiiciiinenee 66
Add text effects .......ccccoeiiiiiiiiii 66
Applying Spacing and Ligatures ..................... 68
Creating Lists..........ccccccoociiiiiii 70
Create bulleted and numbered lists......... 70
Create a multilevel list ............cccocveeennen 70
Reset numbering ........ccccocvieiiiiiiiiininnn. 71
Changing Paragraph Alignment...................... 72
Adding Paragraph Borders and Shading........ 73
Add a paragraph border .......................... 73
Add paragraph shading ..........ccccccceeeee 73
Borders and Shading dialog box ............. 74
Changing Line Spacing.............cccccceeeniiinennnn. 75
Changing Spacing Between Paragraphs ........ 76
Copying Formatting ...............cccccooviiiiiinee, 77
Setting Tab Stops ...........cccccoeviviiiii 78
Set tabs with the ruler.............cccocoei 78
Set tabs with the Tabs dialog box............ 78
Adjusting and Removing Tab Stops................. 80
Adjust atab leader..........cccccoviiiiiiine 80
Using Left and Right Indents ......................... 82
Using First Line and Hanging Indents............. 83

You’ve probably seen documents created
by friends or work colleagues and envied
their different fonts, italicized and
boldfaced type, and fancy paragraph
formatting. This chapter explains how to
format both characters and paragraphs.
You will learn how to change the
appearance, size, and color of the
characters in your documents. You will
also learn the ins and outs of formatting
paragraphs: aligning text to the left, right,
and center of the page; increasing a
paragraph’s line spacing; and indenting
paragraphs. This chapter also describes
how to add borders to paragraphs and
how to create bulleted and number lists.

Knowing how to format characters and
paragraphs gives your documents more
impact and makes them easier to read.
Let’s get started!

Using Exercise Files

Exercise files are provided so users can
practice the topic(s) covered in each
lesson. There are two ways you may use
the exercise files:

e Open the exercise file for a lesson and
perform the lesson exercise. Close the
exercise file.

e Open the exercise file for a lesson and
perform the lesson exercise. Keep the
file open and perform the exercise for
the following lesson and so on for the
remainder of the chapter.

The exercises are written so that you
may “build upon them”, meaning the
exercises in a chapter can be
performed in succession from the first
lesson to the last.
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Changing Font Type

One way to emphasize text in a document is by changing
its font type. A font type is a set of characters with the
same design and shape.

1. Select the text you want to format.

2. Click the HOME tab on the Ribbon and click the
Font list arrow in the Font group.

A list of the fonts that are available on your computer
appears.

@ Tip: As you point to different font types in the
Font list, the selected text changes to show you
how it will look (Live Preview).

3. Select a font from the list.

The selected text is changed, and any new text that
you enter will appear in the new font type.

Other Ways to Change Font Type:

When text is selected, click the Font list arrow on
the Mini Toolbar. Or, click the Dialog Box
Launcher in the Font group, or press <Ctrl> +
<Shift> + <F> to open the Font dialog box. Select
a font from the Font list and click OK.

/] Tip:

v’ The font you choose changes the look and feel of a
document. For example, a professional document
would probably use a more formal font like Times
New Roman (which you are reading). On the other
hand, a more informal document might use a
friendlier font, such as™™N. Or, if you were writing a
report about Egyptian art, you could use the

Egyptian-flavored' #FPY™* font as a heading accent.

[ Exercise

» Exercise File: Board of Directors Meeting4-1.docx

» Exercise: Apply the “Cambria” font type to the “Board of
Directors Meeting” text in the first line of the document.

G d s
FILE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES
s a -
0 Calibri =11 <A A Aa- 4
Paste Theme Fonts
- ¥ Format Painter .
Cambria (Headings)
Clipboard
Calibri (Body)
o Recently Used Fonts
Navigation o Aral
Search document L )s
O lgency
HEADINGS  PAGES ¢} Aharoni nn Tan
0 JAERY A
Create an interactive outline {} ALEERIAN
document. }
O i J el
It's a great way to keep track ¢} angizns ew i
or quickly move your conter 0 .
AngsanallFC aiad
To get started, go to the Hot ¢} aparajita Breice
Heading styles to the headir
p ——— () uxabic Typesetting Jon sl

O Arial

O Arial Black

O frial Narrow

O Arial Rounded MT Bold
¢ Arial Unicode M3

() Baskerville Old Face

¢ Batang

Board of Directars Meeting

MAILINGS REVIEW

Paragraph

board of Directors M

New Communication
The search for a com
director and will coo
years of experience ¢
communications. We
coordinated and resy
Written formal client
Acadia’s internal con
Public communigués
Updating Acadia’s w¢
The Month in Review
April turned out to b
from last April. Prody
complaint because o

Department

Left  Cent

Writing 9,41

Web Develoj

Design 5,20

Figure 4-1: Selecting a new font type.

Table 4-1: Common Font Types

Calibri Arial
Times New Roman Courier
Verdana Trebuchet MS
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Changing Font Size

Making text larger is another way to emphasize text.

1.

2,

@ Tip: Font size is measured in points (pt.) that are 1/72
of an inch. The larger the number of points, the larger

Select the text you wish to format.

Click the HOME tab on the Ribbon and click the
Font Size list arrow in the Font group.

A list of font sizes appears.

@ Tip: As you point to different sizes in the Font
Size list, the selected text changes to show you
how it will look (Live Preview).

Select a font size from the list.

The selected text is changed, and any new text that

you enter will appear in the new font size.

Other Ways to Change Font Size:

Press <Ctrl> + <Shift> + < > > to increase font

size, and press <Ctrl> + <Shift> + < <> to
decrease font size.

Click the Font Size list arrow on the Mini
Toolbar and select a font size from the list.

Click the HOME tab on the Ribbon and click

the Increase or Decrease Font Size button in the

Font group.

the font.

[ Exercise

» Exercise File: Board of Directors Meeting4-2.docx

» Exercise: Apply 18-pt font size to the “Board of
Directors Meeting” text.

Increase
Font Size

Decrease

Font Size Font Size

list arrow

A A Aa- A

a_kyvﬁv

Faont P

Tirmes Mew Ro ~ 10

B I U - ab %, X°

Figure 4-2: The Font group.

Table 4-2: Common Font Sizes

8 point Captions, labels

10 point Large amounts of text

12 point Large amounts of text

14 point Subheadings, headings, titles

Headings, titles

18 point

Table 4-3: Font Size Keystroke Shortcuts

Increase Font Size <Ctrl> + <Shift> + <>>

Decrease Font Size <Ctrl> + <Shift> + < <>
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Changing Font Color and [ Exercise
H |g h I |g ht| ng Text . Exerc!se File: Board of Directors Meeting4-3.docx
. ) . » Exercise: Apply blue font color to the “Board of
Changing font color is yet another way to emphasize text Directors Meeting” text.
in a document. Highlight the text “Acadia received only one customer

complaint because of a delay.”
Change font color
Changing font color makes text stand out against the
white background of the document.

1. Select the text you wish to format. X . -
Times MewRo = |10 -~ A A Aa- A&

2. Click the HOME tab on the Ribbon and click the

- : aly . -
Font Color button list arrow in the Font group. B I U ~abe X: X = L
A list of font colors appears. Font P
@ Tip: As you point to different colors in the Font Text Font Color
Colors list, the selected text changes to preview HnghIIight
olor

how it will look. (Live Preview) Figure 4-2: The Font group

3. Select the color you want to use.

The selected text is changed, and any new text that

you enter will appear in the new font color.
Automatic
/] Tip: You can also apply a gradient, or gradual I

color change, to a font. When you select Theme Colors

Gradient from the list of font colors, a list of ] HE EE
options appears. Select the gradient you wish to

use or create one of your own.

Other Ways to Change Font Color:
Click the Font Color button list arrow on the [ | I I I I I I I
Mini Toolbar and select a color from the list.
Standard Colors

Click the Dialog Box Launcher in the Font

group, press <Ctrl> + <Shift> + <F> to open L SEEER
the Font dialog box. Click the Font color list Recent Colors

arrow, select a color, and click OK. ||

@ Tips: wy More Colors...
v' If you are using a template or theme, the Font
Color list will display only those colors that
coordinate with the template or theme. If you don’t
like any of the available colors, select More
Colors from the list to display the Colors dialog
box.

Figure 4-3: The Font Colors list appears when you click
the Font Color button list arrow.

v' The Font Color button always displays the color
that was used most recently. To quickly apply this
color to other text, simply click the Font Color
button—not the list arrow.

v When applying color to text, make sure to keep it
subtle. No one wants to stare at neon green text.
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Highlight text
Highlighted text changes the background behind text so it
looks like a marker was drawn across it.

1. Click the HOME tab on the Ribbon and click the
Text Highlight Color button list arrow in the Font
group.

A list of colors you can use to highlight text appears.
Other Ways to Highlight Text:
Select the text you want to highlight, then click
the Text Highlight Color button on the Mini
Toolbar.

2. Select the color you want to use.

The cursor changes to indicate it is ready for
highlighting text.

3. Click and drag the g highlight cursor across text you
want to highlight.

When you no longer want to highlight text, turn off
the highlighter.

4. Click the Text Highlight Color button.

The highlighter is turned off.
Other Ways to Stop Highlighting:
Click the Text Highlight Color button list arrow
and select Stop Highlighting to remove the
highlighting cursor.

/] Tip:

v" To remove text highlighting, click the Text Highlight

Color button list arrow and select No Color. Click
and drag across highlighted text to remove
highlighting.

— ;

Font Advanced

Font: Font style: Size:
Times Mew Roman Regular 10
Sylfaen ~ 3 ~
Symbaol Italic 9
Tahoma Bold 10|
Tempus Sans ITC Bold Italic 11 v
Y 12

Font color: Underline style: Underline color:
Automatic ﬁ [none) W Automatic
Effects
[ strikethrough [] shadow [] small caps
[ Double strikethrough [] Qutline [ Al caps
[] superscript [] Emboss [] Hidden
[ subscript [] Enarave
Preview
list

Set As Default

This is a TrueType font. This font will be used on both printer and screen.

Figure 4-4: The Font dialog box.

The Richard Stockton College of New Jersey

65



Formatting Characters and Paragraphs

Changing Font Styles and
Effects

In addition to changing font type, size, and color, you can
also emphasize the text in a document by changing the
font style and adding font effects. The most common and
popular styles are bold, italic, and underline, but other
effects can be applied, such as shadow and strikethrough.

Change font style
1. Select the text you wish to format.

2. Click the HOME tab on the Ribbon and click the
appropriate button in the Font group.

The formatting is applied to the selected text.

Other Ways to Apply Font Styles or Effects:
Select the text you wish to format and click the
appropriate button on the Mini Toolbar.

Use the keystroke shortcuts. See Table 4-4: Font
Styles and Effects Keystroke Shortcuts for
popular shortcuts.

Click the Dialog Box Launcher in the Font
group, press <Ctrl> + <Shift> + <F> to open the
Font dialog box and apply formatting from there.

Add text effects

Using boldface, italics, and underline makes your text
stand out but sometimes it’s not quite enough. Word 2013
provides even more text effects to add visual impact to
your documents.

1. Select the text to you want to format.

2. Click the HOME tab on the Ribbon and click the
Text Effects and Typography button in the Font

group.
A list of available text effects appears.

You can apply one of the available text effects, or you
can create your own text effects.

Other Ways to Add Text Effects:

Press <Ctrl> <Shift> + <F> to open the Font
dialog box, click the Text Effects button and
select the text effect(s) you wish to use.

3. Select the text effect you wish to use.

The text effect is applied.

[ Exercise

» Exercise File: Board of Directors Meeting4-4.docx

» Exercise: Apply bold formatting to the “New
Communications Director” text.

Apply bold and italics formatting to the sixth line from the
bottom, the line that begins with the word “Department”.
Italic

Bold Underline Text Effects

mefMejwRo =10 - A |a Aa- A

=—2—

B I - abe X, X - Al

ont P

Strikethrough | Superscript
Subscript Clear Formatting

Figure 4-5: The Font group.

Table 4-4: Font Styles and Effects Keystroke
Shortcuts

Bold <Ctrl> + <B>

Italic <Ctrl> + <I>
Underline <Ctrl> + <U>
Subscript <Ctrl> + <=>
Superscript <Ctrl> + <Shift> + <+>

Table 4-5: Font Effects in the Font Dialog Box

Strikethrough Shadow SMALL CAPS

Deuble Outline ALL CAPS
9 Hidden*

Supergcript

subScript

* Hidden text does not normally appear when the
document prints.
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9 Tips: a7 4
v To remove a font style or effect, select the text and A A
click the Clear All Formatting button in the Font A A
group to remove any formatting applied to the A A A A

selected text.

v You can apply several font styles to text, but be
wary—too many font styles can make text difficult to

read. Try to limit your document to two or three font -

types and styles. Figure 4-6: Click the Text Effects button to view
v’ Text effects are a neat feature, but they may not be available text effects or to create your own text
suitable for every document. Think about the purpose effects.

of the document and the audience that will be reading
a document to decide if text effects will enhance your

font or not. Table 4-6: Text Effect Options
Outline Choose a color outline to outline selected
.-, text.
Ind

Shadow Choose a type of shadow to apply to the
- text.

Reflection  Apply a reflection to selected text.

Glow Add a glow effect and choose the color that
\ the text should glow.
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Applying Spacing and
Ligatures

Word allows you to format how individual characters are
set in a document. For example, you can adjust spacing
between characters or add typographical effects like
ligatures to make your document look polished.

/] Tip:

v" Word 2013 fonts include a new type of font,
OpenType font. Unlike other types of fonts,
OpenType fonts support advanced typographical
features such as ligatures.

Apply character spacing
You can change the spacing between individual
characters.
1. Select the text you wish to format.

You can format selected text or a whole document.
2. Click the HOME tab and click the Dialog Box

Launcher in the Font group.

The Font dialog box appears.

Other Ways to Open the Font Dialog Box:

Right-click the mouse and select Font from the
contextual menu. Or, press <Ctrl> + <D>.

3. Click the Advanced tab.

See Table 4-7: Character Spacing Options, for
options on character spacing.

/] Tip: As you select options, a preview of the

formatted text appears at the bottom of the dialog

box.

4. Select the option(s) under the Character Spacing

heading you want to apply and click OK.

The spacing is applied to the text.
Apply ligatures
A ligature is a combination of characters written as
though they were a single character. Ligatures can add a
more professional feel to the document or a give it a
historical look.
1. Select the text you wish to format.

You can format selected text or a whole document.

[ Exercise

» Exercise File: Board of Directors Meeting4-5.docx

» Exercise: Apply Standard and Contextual ligatures to the

text “New Office Manager”.

Table 4-7: Character Spacing Options

Scale Adjusts the width of ~ 100%:  Office
the characters, but 50%: Office
maintains their

height. 200%: Office
Spacing  Adjusts the space Normal: Office
between characters. Expanded: Office
Condensed: Office
Position  Adjusts the position ~ Normal: Office
of th; character's ) Office
relative to the line. Raised:
L d:
owered: .
Kerning Agtomatically ' Kerningon: WAR
for fonts  adjusts the spacing

between characters.

Kerning off.: WAR

Office

A font without ligatures

Office

A font with Standard
and Contextual ligatures

Figure 4-7: Ligatures connect certain letter
combinations, such as the “ff’ in “Office”.
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2. Click the HOME tab and click the Dialog Box
Launcher in the Font group.

The Font dialog box appears.

Other Ways to Open the Font Dialog Box:
Right-click the mouse and select Font from the
contextual menu. Or, press <Ctrl> + <D>.

3. Click the Advanced tab. Font ?

4. Click the Ligatures list arrow.

You can select from the following three options: Sgaler - [100% b
Spacing: | Normal | By o
¢ Standard only: Uses formally recognized 2osition: |Normal | v By :
ligatures. [] Kerning for fonts: %| Points and above
¢ Standard and Contextual: Uses formally Openfype Features
recognized ligatures as well as ligatures that are Ligatures: None -
appropriate for use with the selected font, but that Number spacing: | Default v
are not standard. Mumber forms: | Default v

e Historical and Discretionary: Uses historical
ligatures that were once standard but are no longer
commonly used. Also uses ligatures the font
designer included for a specific purpose.

@ Tip: As you select ligatures, a preview of the
formatted text appears at the bottom of the dialog

Character Spacing

Stylistic sets: Default LY
|:| Use Contextual Alternates

Preview

Office

This is the body theme font, The current document theme defines which font will be used,

box. Set As Default | | Text Effects... Cancel
5. Select the ligature option you want to apply and click Figure 4-8: The Advanced tab of the Font dialog box.
OK.

The ligature is applied to the text.

/] Tip:

v There are other options you can apply to OpenType
fonts as well. See Table 4-8: OpenType Features for
more information about these options.

Table 4-8: OpenType Features

Number
spacing

Number forms

Stylistic sets

Use Contextual
Alternatives

e Default: The default number spacing for the font.
* Proportional: Numbers are spaced with varying widths, much like letters.

e Tabular: Each number has the same width. Select this option when you want numbers to align, such as in a table.

o Default: The default number form for the font.
o Lining: Numbers with the same height that don’t extend below the baseline of the text.
e Old Style: The lines of the characters flow above or below the line of the text, making the numbers easier to read.

A set of characteristics that changes the look of the text. A font may have up to 20 different style sets.

Select this check box to modify the formatting of letters or combinations of letters based on the surrounding
characteristics.
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Creating Lists

Lists are a great way to present paragraphs of related
information.

Create bulleted and numbered lists

Use bulleted lists when the order of items in a list doesn’t
matter, such as listing items you need to buy. When the
order of items in a list does matter, such as to present
step-by-step instructions, try using a numbered list.

1. Select the lines you want to use for the list.

Each line that you want to be bulleted or numbered
must appear as its own paragraph.

2. Click the HOME tab on the Ribbon and click the
Bullets or Numbering buttons in the Paragraph
group.

The selected lines are bulleted or numbered. Word

includes default bullets and numbering, but you can
select another style if you would like.

3. (Optional) Click the Bullets or Numbering button
list arrow and select an option from the library.

/] Tip:

v To create a new type of bullet or numbering scheme,
click the Bullets or Numbering button list arrow and
select Define New Bullet or Define New Number
Format from the library. Then define the settings in
the dialog box.

Create a multilevel list

A multilevel list applies different characters to the levels
of text in the document. Outlines and legal documents are
examples of multileveled lists.

1. Select the lines you want to include in the list.

Each line that you want to be marked must be its own
paragraph. Indentations and outline levels will
determine the character that is applied to a list item.

2. Click the HOME tab on the Ribbon and click the
Multilevel List button in the Paragraph group.

A list of multilevel list types appears.

3. Select the multilevel list you want to use.

The list is applied to the selected items.

[ Exercise

» Exercise File: Board of Directors Meeting4-6.docx

» Exercise: Create a bulleted list from the four lines,
beginning with the line “Written formal client
correspondence” and ending with the line “Updating
Acadia’s web site”.

We're looking forward to seeing how
this position will help make Acadia more
coordinated and responsive to our
clients’ needs. Sandra’s responsibilities
will include:
e  Written formal client
correspondence
e Acadia’s internal
communication
e  Public communiqués
e Updating Acadia’s web site

Figure 4-9: A bulleted list.

Numbering
Bullets Multilevel List
-— 11— 11— — —— B
=iz -ise == 79
B — — — | =
= — — = W= @’* o
Paragraph Ta

Figure 4-10: The Paragraph group.

Bullet Library

None ® O | + 0¢¢

>[v

Document Bullets

e O ®m 9

Define Mew Bullet...

Figure 4-11: Choose the bullet style you would like to
use from the Bullet Library.
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/] Tip: To create a new type of multilevel list, click
the Multilevel List button and select Define New
Multilevel List. Then define the settings in the
dialog box.

Reset numbering

Numbered lists automatically number each list item in
order. However, there are some types of lists where you
will need to change a number manually and have Word
renumber the items that follow accordingly. You can use
this process in a numbered or multilevel list.

1. Right-click the number in the list you want to change.

A contextual menu appears.

2. Select Set Numbering Value from the list.
The Set Numbering Value dialog box appears.

There are two options you may use to reset the
numbering:

o Start new list: Select this option to start a new
list at the number you specify in the “Set value to”
box.

e Continue from previous list: Select the
“Advance value (skip numbers)” check box and
enter the number you wish to begin on in the “Set
value to” box.

3. Specify how you want to reset the numbered list and
click OK.

/] Tips:

v" To remove bullets and numbering from a list, select
the list and click the Bullets or Numbering buttons
in the Paragraph group on the Ribbon.

v" You may sort the items in a list. Select the list and
click the Sort button in the Paragraph group.
Determine how you would like the text to be sorted
in the Sort Text dialog box.

Set Numbering Value ?

(®) start new list

() Continue from previous list
Advance value [skip numbers)

Setvalue to:

1 -

Preview: 1.

Figure 4-12: The Set Numbering Value dialog box.

2
Sort Text -
Sort by
(" A di
Paragraphs w| Type: |Text wl = ascending
) Descending
Then by
Type: |Text ® Ascending
Descending
Then by
Type: |Text ® Ascending
Descending
My list has
() Header row  (®) Mo header row

Figure 4-13: The Sort Text dialog box.
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Changing Paragraph [ Exercise

AI |g nme nt » Exercise File: Board of Directors Meeting4-7.docx

) . » Exercise: Apply center alignment to the “Board of
This lesson moves on to paragraph formatting and how to Directors Meeting” heading.
align paragraphs to the left, right, center, or justified on a

page.

1. Place the insertion point in the paragraph you want to ez hse &EE T
change. Or, select the paragraphs you want to change. . B . i

Left— T =7

2. Click the HOME tab on the Ribbon and click the
Align Left, Center, Align Right, or Justify button in
the Paragraph group.

aragraph P

Center
Justify

The alignment of the paragraph(s) is changed. Align Right
Other Ways to Change Paragraph Alignment:
Click the Dialog Box Launcher in the Paragraph
group. On the Indents and Spacing tab in the
Paragraph dialog box, click the Alignment list

arrow and select an alignment. Click OK.

Figure 4-14: The Paragraph group.

The images below show how each alignment might
look in a document.

Board of Directors Board of Directors
Meeting Meeting

New Communications Director
The search for a communications
director ended this month. Sandra
Willes named communications
director and will coordinate and

New Communications Director
The search for a communications
director ended this month. Sandra
Willes named communications
director and will coordinate and

Align Left (<Ctrl> + <L>) Align Left (<Ctrl> + <R>)

Board of Directors Board of Directors

Meeting

New Communications Director
The search for a communications
director ended this month. Sandra

Willes named communications

director and will coordinate and

Center (<Ctrl> + <E>)

Figure 4-15: Examples of paragraph alignment.

Meeting

New Communications Director

The search for a communications
director ended this month. Sandra
Willes named communications
director and will coordinate and direct

Justify (<Ctrl> + <J>)
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Adding Paragraph Borders
and Shading

Adding borders and shading to paragraphs can make them
more attractive, organized, and easy to read.

Add a paragraph border

Borders are lines that you can add to the top, bottom, left,
or right of paragraphs. They are especially useful for
emphasizing headings.

1. Place the insertion point in the paragraph to which
you want to add the border.

If you want to add the same kind of border to several
paragraphs, select them all at once.

2. Click the HOME tab on the Ribbon and click the
Border button list arrow in the Paragraph group.

A list of borders you can add to the selected
paragraph(s) appears. Use the examples shown next
to each border option to guide your decision.

If the border configuration you want doesn’t appear
in the list, add one border at a time.

3. Select a border type.
The border is applied.

Notice that the border option you chose now appears
as the selected type on the Border button. If you want
to apply the same border to another paragraph, just
click the Border button.

@ Tip: To remove a border, select the No Border
option under the Border button.

Add paragraph shading
Color the background of a paragraph by adding shading.

1. Place the insertion point in the paragraph to which
you want to add the shading.

If you want to add the same shading to several
paragraphs, select them all at once.

2. Click the HOME tab on the Ribbon and click the
Shading button list arrow in the Paragraph group.

A list of colors that coordinate with the Theme Color
that is currently selected appears.

@ Tip: If the color you want to use does not appear
in the list, click More Shading Colors to choose
from a larger array of colors.

[ Exercise

» Exercise File: Board of Directors Meeting4-8.docx

» Exercise: Add a blue border to the bottom of the “New
Communications Director” heading.

EE - EE - :ll_—_v - -E: -_l:l 1"’
==== !=- H-H-
Paragraph Fa

Shading Border

Figure 4-16: The Paragraph group.

i Bottom Border
Top Border
Left Border
Right Border
Mo Border

All Borders

Outside Borders

¢ Inside Borders

Inside Horizontal Border

Inside Vertical Border

Horizontal Line
Draw Table

View Gridlines

=
i

Figure 4-17: This list of border options appears when
you click the Border button list arrow.

Borders and Shading...
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3. Select the color you want to use.
The shading is applied.

Notice that the color you chose now appears as the
selected color on the Shading button. If you want to
apply the same shading to another paragraph, just
click the Shading button.

/] Tip: When you use shading, make sure the
shading color complements the font color so the
font is readable.

Borders and Shading dialog box
The Borders and Shading dialog box is another way to
work with borders and shading in paragraphs.

1. Select the paragraph(s) to which you want to add
borders or shading.

2. Click the HOME tab on the Ribbon and click the
Border button list arrow in the Paragraph group.

3. Select Borders and Shading from the list.

The Borders and Shading dialog box appears.

e To apply a border: Click the Borders tab and
click the side(s) (top, bottom, left, and/or right) of
the paragraph in the Preview diagram where you
want to apply the borders.

o To apply shading: Click the Shading tab. Click
the Fill list arrow and select the color you want to

use.
4. Click OK.
/] Tips:

v" You may also add a pattern. On the Shading tab of
the Borders and Shading dialog box, click the Style
list arrow to select a pattern style and click the Color
list arrow to select a pattern color.

v To add a border or shading to text, not an entire
paragraph, select the text and open the Borders and
Shading dialog box. Click the Apply to list arrow
and select Text. Then specify the border and shading
options you want to use.

Board of Directors
Meeting

. . . L Border
New Communications Director
The search for a communications
director ended this month. Sandra
L L I . S
Figure 4-18: A paragraph border.
Borders and Shading ?
Borders | Page Border | Shading
Setting: Style: Preview
- A Click on diagram below or
D Mone use buttons to apply borders
@ Shedow | | . __. . -
Color; -
D 3D Automatic w
Width
Cust: "
e et Y| Appiyto:
Paragraph v
Options...

Figure 4-19:

The Borders and Shading dialog box.
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Changing Line Spacing
Adding space between lines makes a document easier to
read.

1. Place the insertion point in the paragraph you want to
change. Or, select the paragraphs you want to change.

2. Click the HOME tab on the Ribbon and click the
Line and Paragraph Spacing button in the
Paragraph group.

A list of spacing options appears. The default line
spacing is 1.0 or Single, which accommodates the
largest font in that line, plus a small amount of space.

3. Select the spacing you want to use.
The line spacing is applied to the paragraph(s).

Other Ways to Change Line Spacing:

Click HOME tab on the Ribbon and click the
Dialog Box Launcher in the Paragraph group. On
the Indents and Spacing tab, click the Line
spacing list arrow and select an option. Click OK.

Table 4-9: Line Spacing Options

Single Single spacing—line spacing that
accommodates the largest font in that line,
plus a small amount of extra space. This is
the default setting for paragraphs.

1.5 Lines Space-and-a-half spacing—line spacing for
each line that is one-and-one-half times that
of single line spacing. For example, if 10-
point text is spaced at 1.5 lines, the line
spacing is a little over 15 points.

Double Double-spacing—Iline spacing for each line
that is twice that of single line spacing. For
example, in double-spaced lines of 10-point
text, the line spacing is a little over 20 points.

At Least Minimum line spacing that Word can adjust
to accommodate larger font sizes that would
not otherwise fit within the specified spacing.

Exactly Fixed line spacing that Word does not adjust.
This option makes all lines evenly spaced.

Multiple Line spacing that is increased or decreased
by a percentage that you specify. For
example, setting line spacing to a multiple of
1.2 would increase the space by 20 percent,
while setting line spacing to a multiple of 0.8
would decrease the space by 20 percent.
Setting the line spacing at a multiple of 2 is
equivalent to setting the line spacing at
Double. In the “At” box, type or select the
line spacing you want. The default is three
lines.

[ Exercise

» Exercise File: Board of Directors Meeting4-9.docx

+ Exercise: Apply 1.5 line spacing to all text below the
“New Communications Director” heading.

.— 1— 1— — —— | A
=iz -hise == 8T
. — — — | = FENE
= — — — =T & o
Paragraph r
Line spacing

Figure 4-20: The Paragraph group.

Single (1.0) line spacing

The search for a communications director ended this
month. Sandra Willes named communications director
and will coordinate and direct all formal internal and
client communications.

1.5 line spacing

The search for a communications director ended this
month. Sandra Willes named communications director
and will coordinate and direct all formal internal and

client communications.

Double (2.0) line spacing
The search for a communications director ended this
month. Sandra Willes named communications director
and will coordinate and direct all formal internal and

client communications.

Figure 4-21: Line spacing examples.

The Richard Stockton College of New Jersey 75



Formatting Characters and Paragraphs

Changing Spacing between
Paragraphs

Adding space between the paragraphs in a document
gives it structure and makes it easier to read.

1. Place the insertion point in the paragraph you want to
change. Or, select the paragraph(s) you want to
change.

2. Click the HOME tab on the Ribbon and click the
Dialog Box Launcher in the Paragraph group.

The Paragraph dialog box appears. You can adjust the
space before and after a paragraph:

o Before: Adds a space above the paragraph.
o After: Adds a space below the paragraph.

3. Select the spacing you want to use and click OK.

The paragraph(s) are changed with the paragraph
spacing.

Other Ways to Change Paragraph Spacing:
Click the Line and Paragraph Spacing button in
the Paragraph group. Select Add Space Before
Paragraph or Add Space After Paragraph. By
default, 12 pts. of space are added in the direction
specified.

/] Tip:

v To remove paragraph spacing, change the spacing
values to 0 pt. in the Paragraph dialog box. Or, click
the Line and Paragraph Spacing button in the
Paragraph group and select Remove Space Before
Paragraph or Remove Space After Paragraph. Or,
click the PAGE LAYOUT tab on the Ribbon and
adjust the Before and After boxes in the Paragraph

group.

6-pt spacing

12-pt spacing

[ Exercise

» Exercise File: Board of Directors Meeting4-10.docx

+ Exercise: Add 6 pt. of spacing before and 12 pt. of
spacing after the “New Communications Director”
heading.

Paragraph ?
lnd g Line and Page Breaks
General
Alignment: Left v
Qutline level: Body Text v Collapsed by default
Indentation
Left: 025" |3 Special: By:
Right: o z (none) W =
|:| Mirror indents
pacing
Before: 6 pt = Line spacing: At:
After: opt 5 Single v =
|:| Don't add space between paragraphs of the same style
Preview
Tz pamgpiin) s hamged it fhe pamgemgs spacing
Tabs... Set As Default Cancel

Figure 4-22: Spacing options in the Paragraph dialog box.

Board of Directors Meeting
New Communications Director

The search for a communications director
ended this month. Sandra Willes named
communications director and will coordinate
and direct all formal internal and client

Ammamartmiantiamm~s Canmdua has faiiviimamnva ~AF

Without paragraph spacing

Board of Directors Meeting

New Communications Director

The search for a communications director
ended this month. Sandra Willes named
communications director and will coordinate

With paragraph spacing

Figure 4-23: Spacing for the New Communications
Director paragraph.
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Copying Formatting

If you find yourself applying the same formatting over
and over again, then you should familiarize yourself with
the Format Painter tool. The Format Painter copies how
text is formatted and lets you apply that formatting
elsewhere.

1.

Select the text with the formatting you want to copy.

The Format Painter will copy character (font color or
italics) and paragraph (line spacing, indentation)
formatting attributes of the selected text.

Click the HOME tab on the Ribbon and click the
Format Painter button in the Clipboard group.

The insertion point changes to a paintbrush ($I).

Other Ways to Access the Format Painter:
Right-click the selected text and select the
Format Painter button on the Mini Toolbar.

@ Tip: Single-click the Format Painter button to
apply copied formatting once. Double-click the
Format Painter button to apply copied
formatting multiple times.

Click and drag the paintbrush (ﬁl) across the text to
which you want to apply the copied formatting.

The copied formatting is applied.

D Tips:

v

If you double-click the Format Painter button, click
the Format Painter button again to deactivate it, or
press <Esc>.

To copy paragraph formatting (such as line or
paragraph spacing) as well as text formatting, select
the entire paragraph you want to copy, then click the
Format Painter button.

[ Exercise

» Exercise File: Board of Directors Meeting4-11.docx

» Exercise: Copy the formatting of the “New
Communications Director” heading to “The Month in
Review” heading.

e
Paste .
- * Format Painter — Format Painter
Clipboard ]

Figure 4-24: The Clipboard group.
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Setting Tab Stops

Tabs make it easy to align text. Each time you press the
<Tab> key, the insertion point moves to the next tab stop.
Word has left tab stops set at every half-inch by default,
but you can easily create your own stops to be located in a
specific position or using a different alignment.

/] Tip:

v To add tab stops to text already in the document,
select all the text and paragraphs to which you want
to add the tab(s), then add the tab stop(s).

Set tabs with the ruler
The advantage of setting tabs with the ruler is that it is
easy to see where the tab is positioned in the document.

1. (If the ruler is not displayed) Click the VIEW tab on
the Ribbon and click the Ruler check box in the
Show group.

The ruler appears.

2. Click the Tab alignment box on the ruler until you
see the type of tab you want to use (left, center, right,
decimal, or bar).

The left tab is the default and most common type of
tab. However, you can align text differently by using
different tabs.

3. Click where you want to add the tab stop on the ruler.

A tab of the selected tab alignment type is added to
the ruler. Now, when the <Tab> key is pressed, the
cursor will jump to the tab stop where you can now
insert text.

Set tabs with the Tabs dialog box

The Tabs dialog box is slightly slower to work with than
setting tabs with the ruler, but it is more accurate and
gives you more options.

1. Click the HOME tab on the Ribbon and click the
Dialog Box Launcher in the Paragraph group.
The Paragraph dialog box appears.

2. Click the Tabs button near the bottom of the
Paragraph dialog box.
The Tabs dialog box appears.

3. Select the alignment, choose the type of leader, and
specify the location of the tab stop on the ruler.

Once you’ve selected the tab settings, you’re ready to
set the tab.

[ Exercise

» Exercise File: Board of Directors Meeting4-12.docx

» Exercise: Select the last five lines of the document,
beginning with “Department” and ending with “Design”.

Set a left tab stop at “1”.

Set a center tab stop at “6”.
Set a right tab stop at “9.5”.
Set a decimal tab stop at “12”.

Tab alignment box

Figure 4-25: The Tab alignment box on the ruler.

Tabs ?

Default tab stops:

-

0.5" -

=

ab stop position:

iy =

Tab stops to be cleared:

Alignment
(®) Left () Center () Right
() Decimal () Bar
Leader
(®) 1 Mone 2 F—
(OF
Set Clear Clear All

Figure 4-26: Tabs dialog box.
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4. Click Set.

The tab is created with the specified attributes.
Continue adding more tabs here as necessary.

5. Click OK once each tab is set.

The tab stops are shown on the ruler.

Table 4-10: Types of Tabs

al L 1 l 3 <
3.14 3.14 3.14
Left Center Right

Aligns the left side of Aligns the text so that it | Aligns the right side of
text with the tab stop. is centered under the tab | text with the tab stop.
stop.

L]

3.14
Decimal

Aligns text and numbers
by decimal point.

-y

3.14
Bar

A vertical line character
is inserted at the bar tab.
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Adjusting and Removing Tab
Stops

Tab stops are also easy to adjust and remove.
Adjust a tab stop with the ruler

e  Click and drag the tab stop to the desired position on
the ruler.
The tab stop is moved.
(/] Tip: To remove a tab stop, click and drag the tab
stop off of the ruler.
Adjust a tab stop with the Tabs dialog box
1. Click the HOME tab on the Ribbon and click the
Dialog Box Launcher in the Paragraph group.
The Paragraph dialog box appears.

2. Click the Tabs button near the bottom of the
Paragraph dialog box.

3. Select the tab stop you want to adjust.

4. Make the adjustments in the dialog box and click Set.

/] Tip: Click the Clear button to remove the tab
stop, or click the Clear All button to remove all
tab stops.

5. Click OK to confirm the change.

The tab stop is moved.

/] Tip:

v" If you selected text that used the tab stop, the text
adjusts to the new position of the tab stop.

Adjust a tab leader

One setting that isn’t available on the ruler is tab leaders.
A tab leader is a line from the current location to the next
tab stop. Tab leaders are usually found in tables of
contents and menus.

1. Open the Tabs dialog box.

2. Select the tab stop to which you want to add a leader
from the Tab stop position list.
3. Select a leader option.

There are four leader options listed under the Leader
section.

[ Exercise

» Exercise File: Board of Directors Meeting4-13.docx

» Exercise: Adjust the Center, Right and Decimal tab stops
to “5.5”, “9” and “11.5” respectively. Clear the previous
Decimal tab stop and remove the dotted leader at the
decimal tab stop.

5 L L 3

Figure 4-27: Moving a left tab stop.

?
Tabs :
Tab stop position: Default tab stops:

i 0.5 3
|

3" Tab stops to be clearad:
& 1.5, 1.7
Alignment

(@) Left () Center () Right

() Decimal () Bar
Leader

(®) 1 Mone 2 [ p—

4

Set Clear Clear All

Figure 4-28: In the Tabs dialog box, select a tab stop
and click Clear to delete it.

Change........ % Change
Right............ Decimal
S968,723 e +32.38%
S747,295 e +6.151%
$529,207 coeneiinnaaen. +13.8%

Figure 4-29: Tab leaders make lists easier to read.
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4. Click Set.

You can continue to add tab leaders to other tabs until
you are finished.

5. Click OK.
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Using Left and Right Indents

Indenting adds blank space between the page margin and
the paragraph text. Long quotations, lists, and
bibliographies are a few examples of paragraphs that are
often indented.

/] Tip:

v To use the Left or Right indent markers, the ruler
must be displayed. To show the ruler, click the
VIEW tab on the Ribbon and click the Ruler check
box in the Show group.

Left indent
The most common type of indent is a left indent, in which
text is moved away from the left margin.

1. Select or place the insertion point in the paragraph(s)
you want to change.

2. Click the HOME tab on the Ribbon and click the
Increase Indent button in the Paragraph group.

The paragraph(s) are indented 0.5”, or to the next
indent level in the document.

Other Ways to Increase Indentation:

Click and drag the Left Indent marker on the
ruler. Or, click the Dialog Box Launcher in the
Paragraph group and enter how much space you
want the paragraph indented by in the Left
indentation box. Or, click the PAGE LAYOUT
tab on the Ribbon and adjust the Left box in the
Paragraph group.

Right indent
A right indentation of a paragraph moves text away from
the right margin.

1. Select or place the insertion point in the paragraph(s)
you want to change.

2. Click and drag the ¢ Right Indent marker on the
ruler.

The paragraph is indented from the right margin.

Other Ways to Use Right Indent:

Click the Dialog Box Launcher in the Paragraph
group and enter the indent in the Right
indentation box. Or, click the PAGE LAYOUT
tab on the Ribbon and adjust the Right box in the
Paragraph group.

[ Exercise

» Exercise File: Board of Directors Meeting4-14.docx

» Exercise: Indent the paragraph below the “New
Communications Director” heading once to the left.
Indent the paragraph below “The Month in Review”
heading 0.25” on the left and 0.5” on the right.

Decrease Indent
Increase Indent

I
11
il
Il
3
1]
4
7
4
4

Paragraph P

Figure 4-30: The Paragraph group.

Left Indent

Figure 4-31: Left indent marker on the Ruler.

Right indent

Figure 4-32: Right indent marker on the Ruler.

The Richard Stockton College of New Jersey

82



Formatting Characters and Paragraphs

Using First Line and Hanging
Indents

Besides the left and right indents, two special indents can
be used in your paragraphs: hanging and first line indents.

First Line indent

A first line indentation lets you indent the first line of a
paragraph independently of the other lines. Many people
do this with a tab instead of changing the indent settings.

1. Select or position the insertion point in the
paragraph(s) you want to indent.

2. Click the HOME tab on the Ribbon and click the
Dialog Box Launcher in the Paragraph group.

3. Click the Special list arrow in the Indentation section
and select First line.

4. Enter the desired indent amount in the By box, and
click OK.

Other Ways to Use a First Line Indent:

Click and drag the = First Line indent marker on
the ruler. Or, click the tab alignment box until
you see the First Line Indent marker, then click
where you want to insert the indent on the ruler.

Hanging indent

In hanging indentation, the first line of a paragraph stays
put next to the left margin while the other lines in the
paragraph are indented. Hanging indentations are often
used in bibliographies or lists.

1. Select or position the insertion point in the
paragraph(s) you want to indent.

2. Click the HOME tab on the Ribbon and click the
Dialog Box Launcher in the Paragraph group.

3. Click the Special list arrow in the Indentation section
and select Hanging.

4. Enter the desired indent amount in the By box, and
click OK.

Other Ways to Use a Hanging Indent:

Click and drag the «» Hanging indent marker on
the ruler. Or, click the tab alignment box until
you see the Hanging indent marker, then click
where you want to insert the indent on the ruler.

[ Exercise

» Exercise File: Board of Directors Meeting4-15.docx

» Exercise: Add a 0.5” hanging indent to the paragraph
below the “New Communications Director” heading.

Add a 0.5” first line indent to the paragraph below “The
Month in Review” heading.

First line indent
Hanging Indent

[t

Figure 4-33: Hanging and First Line indents on the ruler.

Paragraph ?

Indents and Spacing | Line and Page Breaks

General
Alignment: Left W
Qutline level: |Body Text W Collapsed by default
Indentation
Left: o o Special: By:
Right: o = Hanging 0.25° &
[ Mirrar indents o *
ging
Spacing
Eefore: 12pt 5 Line spacing: At
After: opt single v =

|:| Don't add space between paragraphs of the same style

Preview

1. Ssimst erpeaition dhe mymsien peint in e pememphl) yeu went e mdet

Tabs... Set As Default

Figure 4-34: Indentation options in the Paragraph dialog
box.
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Formatting Characters and
Paragraphs Review

Quiz Questions

10.

11.

What is NOT the procedure for changing the font type?
A. Click the Font list arrow in the Font group of the Home tab.
B. Click the Font list arrow on the Mini Toolbar.
C. Click the Font button on the Formatting tab and select the desired font.
D. Open the Font dialog box and select a font from the Font list.

How is font size measured?
A. Points or pt
B. Inches or in
C. Spikes or sp
D. Pixels or pi

The Font Color button always displays the color that was used most recently. (True or False?)

The Font Color list displays colors that coordinate with the document theme. (True or False?)

The text highlighter turns off after highlighting text once. (True or False?)

You can make text appear in bold by pressing <Ctrl> + <L>. (True or False?)

You cannot apply ligatures to Word 2013 fonts?. (True or False?)

Which of the following would be best suited by a numbered list?
A. Things you hate about fast food.
B. A list of reasons why your boss should give you a raise.
C. A series of step-by-step instructions on how to play a DVD.
D. Topics you will be discussing in a speech or presentation.

Which of the following is NOT a way to center a paragraph?
A. Press <Ctrl> + <E>.
B. Click the Dialog Box Launcher in the Paragraph group menu and select Center from the Alignment list.
C. Click the Center button in the Paragraph group of the Home tab.
D. Select Center from the Alignment List in the Font group of the Home tab.

You can change a border's appearance by using the Borders and Shading dialog box. (True or False?)
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12.

13.

14.

15.

16.

17.

18.

19.

20.

Which of these statements is false?
A. You cannot change a paragraph's borders or shading once they are applied.
B. Paragraph shading is a background color that is applied to a paragraph.
C. You can add a border to the top, bottom, or sides of a paragraph.
D. The Borders and Shading dialog box is where you can change paragraph borders and shading at the same time.

How do you double-space a report?
A. Add single-spacing twice.
B. Select all the paragraphs in the document, click the Line Spacing arrow on the Formatting toolbar and select
Double-space.
C. Press the< Enter> key at the end of each line to add extra space.
D. Click the Line Spacing button in the Paragraph group and select 2.0.

You want to make sure that a paragraph always has 18 pt. of space before it. How can you do this?
A. Use a more sophisticated page layout program, like Adobe PageMaker.
B. Open the Paragraph dialog box and enter 18 pt. in the Spacing Before box.
C. Type 18pt. on the line before the paragraph.
D. Open the Paragraph dialog box and enter 18 pt. in the Line Spacing box.

To copy and apply formatting more than once, single-click the Format Painter button. (True or False?)

Which of the following is NOT a type of tab stop?
A. Justified
B. Left
C. Center
D. Decimal

Which of the following statements is NOT true?
A. You can cycle through the types of tab stops by clicking the Tab Alignment box on the ruler.
B. Word has preset tab stops set at every inch by default.
C. You can add a tab stop by simply clicking on the ruler.
D. Word's tab stops are a great way to format a document.

Which of the following statements is NOT true?
A. You can remove a tab stop by dragging it off the ruler.
B. You can adjust a tab stop by clicking and dragging it on the ruler.
C. You can add, remove, and adjust tab stops from the Tabs dialog box.
D. You can't adjust a tab stop once it is set.

Which of the following is NOT a way to indent a paragraph?
A. Click the Increase Indent button in the Indent group on the Ribbon.
B. Click and drag the Right indent marker on the Ruler.
C. Click and drag the Left indent marker on the Ruler.
D. Open the Paragraph dialog box and enter how much you want the paragraph indented in the Indentation section.

Which of the following is the correct procedure for creating a hanging indent?
A. Open the Indents dialog box, click the Special list arrow, select Hanging and specify an amount in the By box.
B. Open the Paragraph dialog box, click the Special list arrow, select Hanging and specify an amount in the By box.
C. Click the Increase Indent button in the Paragraph group.
D. Click and drag the First Line Indent marker on the ruler.
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Quiz Answers
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15.
16.
17.
18.
19.
20.

C. You cannot change fonts by clicking the Font button on the Formatting tab because there is no Formatting tab.
A. Font sizes are measured in points or pt.

True. The color of the line under the A on the Font Color button is the color that was last used.

True. The Font Color list displays colors that coordinate with the document theme colors.

False. The text highlighter stays on until it is turned off.

False. Press <Ctrl> + <B> to bold.

False. You can apply ligatures to OpenType fonts in Word 2013.

C. A numbered list would be the most appropriate for a series of step-by-step instructions on how to play a DVD.
D. Since there isn't an Alignment List on the Ribbon, but there is one in the Paragraph dialog box.

True. You can change a border’s appearance by using the Borders and Shading dialog box.

A. You can always change or remove paragraph borders and shading.

D. You can double-space a report by clicking the Line Spacing button in the Paragraph group and selecting 2.0.

B. You can add spacing before a paragraph by opening the Paragraph dialog box and entering 18 pt. in the Spacing
Before box.

False. Double-click the Format Painter button to apply copied formatting more than once.

A. There isn't such a thing as a Justified tab stop.

B. Word does have preset tab stops — but they are set at every half-inch by default.

D. Tab stops are always adjustable.

A. The Increase Indent button is in the Paragraph group on the Ribbon: there is no Indent group.

B. Create a hanging indent by opening the Paragraph dialog box, clicking the Special list arrow, selecting Hanging and
specifying an amount in the By box.
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Formatting the
Page

Adjusting Margins ............ccccccceve i, 88
Changing Page Orientation and Size .............. 89
Page orientation............ccccccceeiiniiiiiennnn. 89
Page Size .....ccoooeieiiii e 89
Using Columns ............ccccceveviiiiie i 90
Format columns ..., 90
Use a column break...........ccccccovniiinnnnen. 90
Using Page Breaks ..................cccoeeeeeee, 91
Start a Nnew page.......ccceeveviiiiieiniienee 91
Insert a blank page .........cccccevviieeeiiiiennne 91
Use paragraph line and page breaks ...... 9
Working with Section Breaks........................... 92
Working with Line Numbers............................. 93
Working with Hyphenation .............................. 94
Working with the Page Background................ 95
Add page borders .........ccccoiiiiiiiiiinn. 95
Add page color...........oooeeeeieii, 96
Add a watermark...........cccccoiiiis 96
Adding a Cover Page and Page Numbers....... 97
Using Headers and Footers............................. 99
Insert a built-in header or footer .............. 99
Create a header or footer ........................ 99
Use different headers and footers on odd
and even Pages .......ccoovveeeeiniiiee e 100

Instead of working with characters and
paragraphs, this chapter takes a step back
and looks at how to change the
appearance of entire pages. When you
format a page, you determine the margins
between the text and the edge of the page,
the orientation of the page, and the size of
the paper. These topics are covered in this
chapter. This chapter also explains how to
add a header or footer that appears at the
top or bottom of every page in your
document, how to control where the page
breaks, and how to use multiple page
formats.

Using Exercise Files

Exercise files are provided so users can
practice the topic(s) covered in each
lesson. There are two ways you may use
the exercise files:

e Open the exercise file for a lesson and
perform the lesson exercise. Close the
exercise file.

o Open the exercise file for a lesson and
perform the lesson exercise. Keep the
file open and perform the exercise for
the following lesson and so on for the
remainder of the chapter.

The exercises are written so that you
may “build upon them”, so the
exercises in a chapter can be
performed in succession from the first
lesson to the last.
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Formatting the Page

Adjusting Margins

A margin is the empty space between a document’s
contents and the edges of the page. Word’s default
margins are linch on each side of the page, but you can
easily change the margins to accommodate the needs of
your document.

L] Trap: It’s important that you don’t confuse
adjusting a document’s margins with adjusting a
paragraph’s indentation. Document margins affect
the entire document and every paragraph in it.
Paragraph indentation only changes paragraphs,
not the entire document.

1. Click the PAGE LAYOUT tab on the Ribbon and
click the Margins button in the Page Setup group.

A list of common page margins appears.
2. Select a margin setting.

3. Click OK.
The margin setting is applied to the document.

Other Ways to Adjust Margins:

Click the Margins button in the Page Setup group
and select Custom Margins. Then change the
document’s margins on the Margins tab of the
Page Setup dialog box.

Or, click and drag the Left Margin, Right
Margin, Top Margin, or Bottom Margin line on
the ruler.

@ Tip: If you intend to bind a document and require
extra space for the bindings, use the Gutter setting
on the Margins tab in the Page Setup dialog box.

[ Exercise

» Exercise File: FormatPage5-1.docx

» Exercise: Change the document margins to the “Narrow”

margin setting.

Page Setup ?
Margins Paper Layout
Margins
Top: [ = Bottom: 1 =
Left: 0.5 2| Right 425" $
Gutter: 0.5 $ Gutter position: Left L

Crientation

Portrait Landscape

>

Pages

Multiple pages: MNormal v

ol

o

Wy U ! =
o

| | | | =

Applyto: |Whole document | w

Set As Default Cancel

Figure 5-1: The Margins tab of the Page Setup dialog

box.

I

Top Margin

Figure 5-2: You can also change page margins by
dragging the margin line on the Ruler.
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Formatting the Page

Changing Page Orientation
and Size

The page orientation and size are two of the most obvious
page layout properties of a document.

Page orientation
Every document you print uses one of two different types
of page orientations: Portrait or Landscape.

1. Click the PAGE LAYOUT tab on the Ribbon and
click the Orientation button in the Page Setup group.

A list of two options appears:

e Portrait: In Portrait orientation, the paper is taller
than it is wide—Ilike a portrait painting.

e Landscape: In Landscape orientation, the paper is
wider than it is tall—like a landscape painting.

2. Select the page orientation you want to use.

The page layout is changed accordingly. If the ruler is
displayed, notice that the dimensions of the page
have changed. For example, if you were using an
8.5” x 117 page, the horizontal part of the ruler is
now 11 inches across, rather than 8.5”.

Other Ways to Change Page Orientation

Click the Dialog Box Launcher in the Page Setup
Group. On the Margins tab, click the orientation
you want to use.

Page size

People normally print on standard Letter-sized (82 x 11)
paper, but Word can also print on other paper sizes, such
as Legal-sized (8% x 14) and other custom-sized paper.
This means that you can use Word not only to print letters,
but also postcards, tickets, flyers, and any other
documents that use a non-standard paper size.

1. Click the PAGE LAYOUT tab on the Ribbon and
click the Size button in the Page Setup group.

A list of common page sizes appears.

2. Select the page size you want to use.

The document on the screen adjusts to the selected
size.

(/] Tip: If the size you want to use doesn’t appear in
the list, select More Paper Sizes. The Paper tab
of the Page Setup dialog box appears, where there
are more page size options, and where you can
enter a custom paper size if you wish.

[ Exercise

» Exercise File: FormatPage5-2.docx

» Exercise: Go to page 2 of the exercise file (the “Filtering
out the junk” article). Change the page size to 117 x 17”
and change the page orientation to Landscape.

Page Setup ?

Margins Paper Layout
Margins
Top: b Bottom: 1

Left: 05" Right: 4,257

| [ar ] (e

Gutter: 05" Gutter position: | Left v

Orientation

Landscape

Multiple pages: MNormal v

Preview

Applyto: |Whole document | v

Set As Default Cancel

Figure 5-3: Change page orientation in the Orientation
section of the Margins tab.

Page Setup ?

Margins Paper Layout

Paper size:

Letter v

Width:  8.5" $

Height: 117 =

Paper source

Eirst page: Other pages:

Default tray [Defauittiay ]
Preview
Applyto: |Whole document | % Print Options...
et s et e

Figure 5-4: Change the size of the page under the paper
tab in the Page Setup dialog box.
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Using Columns

Newsletters and magazines often arrange text in two or
more columns.

Format columns

Click the PAGE LAYOUT tab on the Ribbon and
click the Columns button in the Page Setup group.

A list of popular column layouts appears.

Select the column arrangement you want to use.

The document on the screen adjusts to the selected
layout.

/] Tip: If the layout you want to use doesn’t appear
in the list, select More Columns. The Columns
dialog box appears. Here, you can enter more
columns, and adjust the size of columns on the

page.

Use a column break

When you insert a column break, the insertion point
jumps to the beginning of the next column on the page.
For example, if you wanted to leave a column empty
halfway down the page to leave space for a pull quote or
picture, inserting a column break would allow you to
continue your text in the next column.

1.

Click the PAGE LAYOUT tab on the Ribbon and
click the Breaks button in the Page Setup group.

A list of available breaks appears.

Select Column from the list.

The column break is inserted and the insertion point
moves to the beginning of the next column.

[ Exercise

» Exercise File: FormatPage5-3.docx

» Exercise: Go to page 2 of the exercise file (the “Filtering

out the junk” article). Apply a two-column page layout.

Insert a column break at the beginning of the “Filter by
Selection” heading near the bottom of the first column.

Columns

3~ |

Presets

One Two Three Left Right
Mumber of columns: |1 = Line between
‘Width and spacing Preview
Col#  Width: Spacing:

3.25°
[ ]

AR [A R A
An[[4w|faw

+| Equal column width

Start new column

Applyto:  Whole document W

Figure 5-5: Edit and apply columns in a document in
the Columns dialog box.
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Using Page Breaks

This lesson explains how to control where the page breaks
in a document.

Start a new page

1. Place the insertion point where you want to begin a
new page.

2. Click the INSERT tab on the Ribbon and click the
Page Break button in the Pages group.

Word inserts a page break at the insertion point, and
any page contents that appear after the insertion point
appear on the new page.

Other Ways to Insert a Page Break:

Press <Ctrl> + <Enter>. Or, click the PAGE
LAYOUT tab on the Ribbon and click the Breaks
button in the Page Setup group. Select Page
Break from the list.

/] Tip: To remove a page break, view the document
in Draft view, select the page break, and press
<Delete>.

Insert a blank page
Use this command to insert a blank page anywhere in a
document.

e  Click the INSERT tab on the Ribbon and click the
Blank Page button in the Pages group.

Word inserts a blank page at the insertion point. The
blank page is really just two page breaks.

Use paragraph line and page breaks

You can also control pagination with paragraph
formatting. For example, you can make sure paragraphs
appear on the same page without being on separate pages,
or make sure a paragraph always starts on a new page.

1. Select the paragraph(s) to which you want to add
pagination formatting.

2. Click the PAGE LAYOUT tab on the Ribbon and
click the Dialog Box Launcher in the Paragraph

group.
The Paragraph dialog box appears.

3. Click the Line and Page Breaks tab and select the
pagination and formatting options you want to use.
When you’re finished, click OK.

The formatting options are applied to the selected
paragraph(s).

[ Exercise

» Exercise File: FormatPage5-4.docx

» Exercise: Go to page 5 of the exercise file. Insert a page
break so that the PowerPoint article begins at the top of
Page 6.

Add “Keep with next” paragraph formatting to the
“Creating a rule using the Rules Wizard” heading at the
bottom of page 6, so that the heading is on the same page
as the following paragraph.

— The Keep with
next option keeps
this paragraph on
the same page as
the next paragraph.

The Page break
before option
inserts a page
break before this
paragraph.

Figure 5-6: Paragraph and Page Breaks

Table 5-1: Paragraph Line and Page Break Options

Widow/Orphan Prevents Word from printing the last

control line of a paragraph by itself at the top
of a page (widow) or the first line of a
paragraph by itself at the bottom of a
page (orphan). This option is selected
by default.

Prevents the page from breaking
between the selected paragraph and
the following paragraph.

Keep with next

Keep lines Prevents the page from breaking
together within a paragraph.
Page break Inserts a page break before the

before selected paragraph. This is a good
option for major headings.

Suppress line Prevents line numbers from appearing

numbers next to selected paragraphs if the Line
Numbering option is on. This setting
has no effect in documents or sections
with no line numbers.

Don’t hyphenate  Excludes a paragraph from automatic
hyphenation.
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Working with Section Breaks [ Exercise

Section breaks can help you control where pages break in * Exercise File: FormatPage5-5.docx

the document, but they also allow you to apply different + Exercise: Go to page 7 of the exercise file. Add a Next
page formatting in the same document. A section break Page Section Break to the end of the PowerPoint article.
allows you to use different page layouts—such as Find the section break on the first page of the document.

margins, page orientation, headers and footers, columns,
and sequence of page numbers—in the same document.

1. Click the PAGE LAYOUT tab on the Ribbon and Page Breaks

click the Breaks button in the Page Setup group.

A list of the breaks you can insert in the document

appears.

2. Select the type of break you want to insert.

The break is inserted in the document.

Page
Mark the paint st which one page ends
and the next page begins.

& 2

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

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

Section Breaks

Next Page
’ Insert a section break and start the new
o . section on the next page.
TIPS: Continuous
. 3 . D Insert a section break and start the new
v' By default, breaks are hidden from view. To view section on the same page.
where breaks are located in a document, view the Lz| fvenPoge
document in Draft view. Or, click the HOME tab and section on the next even-numbered page.
click the Show/Hide button in the Paragraph group to Ee) oddPege s
view breaks in Print Layout view. section on the next odd-numbered page.
v" To remove a break, select the break and press Figure 5-7: Section breaks allow you to apply

<Delete>.

different page formatting to the same document.

Filtering out the junk

Figure 5-8: The section break at
the end of page 2 allows page 3 to
be a different page size and
orientation.

Table 5-2: Types of Section Breaks

Next Page Section Break

Continuous Section Break

Even Page Section Break

Odd Page Section Break

Inserts a section break at the insertion point and inserts a page break so the new section starts at the
beginning of a new page.

Inserts a section break at the insertion point and starts the section immediately, without inserting a
page break.

Inserts a section break at the insertion point and starts the next section on the next even-numbered
page. If the section break falls on an even-numbered page, Word leaves the next odd-numbered page
blank.

Inserts a section break at the insertion point and starts the next section on the next odd-numbered page.
If the section break falls on an odd-numbered page, Word leaves the next even-numbered page blank.
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Working with Line Numbers

Adding line numbers to documents is the most direct way
to guide users through complex and lengthy documents.
When you apply line numbers in Word, the numbers are
displayed in the left margin of the document. If there are
columns in the document, the numbers appear to the of
each newspaper-style column.

Line numbers are especially useful for referendums and
legal documents.

1.

Click the PAGE LAYOUT tab on the Ribbon and
click the Line Numbers button in the Page Setup

group.
A list of ways you can add line numbers appears.

e None: Removes line numbering in the document.

e Continuous: Adds continuous line numbering to
each section of the document.

o Restart Each Page: Adds line numbering to the
current page of the document. Restarts numbering
at the beginning of the next page.

e Restart Each Section: Adds line numbering to
the current section of the document. Restarts
numbering at the beginning of any added sections

¢ Suppress for Current Section: Removes line
numbering for the current section.1

@ Tip: If you are applying numbering to a document
that has several sections, select the sections to
which you want to add numbering first.

Select a line numbering option.

The line numbers are applied to the document.

/] Tips:

v" Each line in a document can be numbered, however

lines from inserted objects such as tables, footnotes,
endnotes, text boxes, frames, headers, and footers are
not included in line numbering.

Line numbers are visible only in Print Layout view
and Print Preview.

To control line numbering options through the Line
Numbers dialog box, select More Line Numbering
from the Line Numbers button list. Click the Line
Numbers button and select the line numbering
options you want to use from the Line Numbers
dialog box.

[ Exercise

» Exercise File: FormatPage5-6.docx

» Exercise: Go to page 3 of the exercise file and add line
numbers to that section of the document.

June Cartwright
Acadia, Inc.

3079 Indiana Ave.
Omahs, NE 58712

1

2

El

a

5 December 10, 2012
6  Stephen Nielsen

7 Techleaders

8 P.0.Box 8940

9 willismsburg, VA 10089
10 Dear Mr. Nielsen,

11 Thank you for your feedback on our proposal for the software bulletins, We will definitely continue working on the
12 content ta make sure it is user-friendly and easy to read.

13 | have enclosed a number of layout options for you to look at for the bulletins, Some things to consider are margins,
18 what you would like the page size and orientation to be, how columns fit into your image of things, and other items that
15 interest you as you look through the following pages.

16 Once again, don't hesitate to contact us with questions and comments,
17 Sincerely,

18 June Cartwright

Figure 5-9: Page numbers are inserted along the left
margin of the page.

= b
Line Numbers *
Start at: 1

4

From text: |Auto =

4k

Count by: |1

Numbering:
(®) Restart each page

) Restart each section

() Continuaus

Cancel

Figure 5-10: The Line Numbers dialog box.
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Working with Hyphenation

Word can automatically hyphenate your text so that rather
than pushing a long word at the end of the line to the next
line, it breaks across lines with a hyphen. This is
especially useful in documents where a lot of text has to
appear in a small amount of space, such as when using
justified paragraph alignment in columns, for example.

1. Click the PAGE LAYOUT tab on the Ribbon and
click the Hyphenation button in the Page Setup

group.

Hyphenation is turned off by default, but you may
turn on automatic or manual hyphenation:

e Automatic: Word automatically inserts hyphens
where they are needed, according to the
hyphenation zone. If the document is edited and
lines change, Word re-hyphenates the document.

e Manual: Word searches the text for words to
hyphenate and asks if you would like to insert an
optional hyphen. Word does not re-hyphenate the
document for you. If you choose to manually
hyphenate, Word will ask for approval before it
inserts a hyphen.

2. Choose how you want to hyphenate the document.
Word begins the hyphenation process using the
method you chose.

/] Tips:

v" To change hyphenation options, click the
Hyphenation button in the Page Setup group and
select Hyphenation Options.

v To remove hyphenation, click the Hyphenation
button in the Page Setup group and select None.

[ Exercise

» Exercise File: FormatPage5-7.docx

+ Exercise: Automatically hyphenate the document.
Identify words that have been hyphenated as a result.

Hyphenation

» |

DEAutomatically hyphenate document

Hyphenation zone:

Manual...

Hyphenate words in CAPS

Limit consecutive hyphens to: | MNo limit

025"

k|4

Figure 5-11: The Hyphenation dialog box.

Word

Indent with confidence

It's possible thatyou're
already a prowhen it comes
to lefttab stops and firstline
indent markers. Butif you're
Jike many Word users, you've
probably pounded out
hundreds of memos, reports,
and lettersin Word, while
remaininga little perplexed
by the strange cast of
characters perchedon the
horizontal ruler at the top of
the document.

In this lesson, we'll
unravel the mystery of
paragraph formatting items
such as the hangingindent

tab stops

are usually fine for most
documents.

Inside of the
margins, you can adjust the
horizontal layout of your text
and other objects using
alignment, indents, and tab
stops. We'll look at each of
these

Text alignment

Alignmentis pretty
straightforward. By default,
textis aligned to the left side
of the page, but you can click
the Center, Align Right, and

documents, sothe three
markers appear near the left
end of the horizontal ruler,
up against the leftmargin.

The first line indent
allows you to indent only the
first line of a paragraph—a
common document format.
‘You can choose the size of
the indent by clicking the @
First Line Indentmarkeron
the ruler and draggingit to
the right. Or, you canseta
first line indent by selecting
Format = Paragraph fromthe
menu, selecting Firstline
fromthe Special list, and

Justify buttons on the
and |efttah stop <o that vou . adiustine the size of the
‘Word
Indent with confidence

It's possible thatyou're al-
readyaprowhen it comesto

lefttab stopsand firstline
indentmarkers. Butif you're
like many Word users, you've
probably pounded out hun-
dredsof memos, reports,
and lettersin Word, while
remaininga little perplexed

by the strange cast of charac-

ters perched on the horizon-
tal ruler at the top of the
document,

In this lesson, we'll
unravel the mystery of para-
graph formatting items such
as the hanging indentand
lefttab stop so that you can

are usually fine for most
documents.

Inside of the mar-
gins, you can adjust the hori-
zontal layout of your textand
other objects usingalign-
ment, indents, and tab stops.
We'lllook at each of these.

Text alignment

Alignmentis pretty straight-
forward. By default, textis
aligned to the left side ofthe
page, but you can click the
Center, Align Right, and Justi-
fy buttons on the Formatting
toolbar to change the align-
ment. Justified alignment

ruler, up against the left
margin

The first lineindent
allows youto indentonlythe
first line of a paragraph—a
common documentformat
You can choose the size of
the indent by clicking the @
First Line Indent marker on
the ruler and dragging it to
the right. Or, you canset a
first line indent by selecting
Format > Paragraph fromthe
menu, selecting First line
fromthe Special list, and ad-
justing the size of the indent
usingthe By arrows. By using
this dialog box, you can

Figure 5-12: The same document before and after

hyphenation.
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Working with the Page
Background

Dress up pages in a document with page borders and
background settings. You can line the margins of your

pages with borders to give them finished edges or to bring
out certain pages, and you can even create your own page

designs using colors and watermarks.

Add page borders
You can line the margins of your pages with borders to
give them finished edges or to bring out certain pages.

1.

Click the DESIGN tab on the Ribbon and click the
Page Borders button in the Page Background group.

The Page Border tab of the Borders and Shading
dialog box appears.

Choose border properties, such as style, color, width,
or art.

These properties change how the border(s) will
appear around the page.

Click the side(s) (top, bottom, left, and/or right) of
the page in the Preview diagram where you want to
apply the borders.

When the preview area looks the way you want the
borders to look, you’re ready to apply the borders.

(/] Tip: You may also use the Setting options along
the left side of the Page Border tab to apply
borders.

Click the Apply to list arrow and select the pages to
which you want to apply borders.

e Whole document: Applies the borders to all
pages in the document.

o This section: Applies borders only to the current
section.

o This section — First page only: Applies borders
to the first page of the current section and
nowhere else.

o This section — All except first page: Applies
borders to all pages in the current section, except
the first page.

[ Exercise

» Exercise File: FormatPage5-8.docx

» Exercise: Go to page 8 of the exercise file and add a blue
border to all sides of the page in the current section.

Add a light green page color to the document.
Add a “Draft” watermark to the document.

June Cartwright
Acadia, Inc.

3075 Indiana Ave.
Omahs, NE 58712

December 10, 2012
Stephen Mielsen
TechLeaders

P.0. Box 8540
Williamsburg, VA 10089

Dear Mr. Niglsen,

Thank you for your feedback on our proposal for the software bulletins. We will definitely continue working on the can-

tent ta make sure it is user-friendly and easy ta read.

| have enclosed a number of layout options for you ta look at for the bulletins. Some things ta consider are margins,
what you would like the pags size and orientation ta be, how columns fit inta your image of things, and ather items that
interest you as you loak through the following pages.

Once again, don't hesitate to contact us with questions and comments.
Sincerely,

June Cartwright

Figure 5-13: Page with color, border, and watermark
applied.

Borders and Shading ?

Borders | Page Border | Shading

Style: Preview

Click on diagram below or
use buttons to apply borders

1=
S
El
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>
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w
L=}

Width:

i) [ ) [ (0}

)
[

stom ¥ pt

v
Apply to:

Art: Whole document v

(nane) v

Options...

OH Cancel

Click the Options

5. Click OK.

The borders are applied to the page(s) in the
document.

button to define how
far away from margins
you want the border
to appear.

Figure 5-14: The Page Border tab of the Borders and
Shading dialog box.
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Add page color

Add color to the background of one or several pages in
the document. This formatting feature is only visible in
electronic copies of the document: Word will not print the
page color.

1. Click the PAGE LAYOUT tab on the Ribbon and
click the Page Color button in the Page Background

group.

The Page Color button displays the ten colors in the
current color theme, and five shades of each color.
This makes it easy to have a consistent look and feel
in the document.

2. Select a color from the list.
The color is applied to the page.

@ Tip: To remove page color, click the Page Color
button and select No Color.

Add a watermark
A watermark is discrete text that indicates a document
should be specially treated. It does not obscure text on the

page.

1. Click the DESIGN tab on the Ribbon and click the
Watermark button in the Page Background group.

A list of built-in watermarks appears, organized in
different categories: Confidential, Disclaimers,
Urgent. A preview of how the watermark appears on
the page is shown next to each list option.

/] Tip: To create your own watermark, click the
Watermark button and select Custom
Watermark. Select the Picture watermark or
Text watermark option and make changes
accordingly.

2. Select the watermark you would like to use.

The watermark is applied to the pages of the
document.

(/] Tip: To remove the watermark, click the
Watermark button and select Remove
Watermark.

&

Page
Color~

Theme Colors

Standard Colors
[ | EEEER

Recent Colors

MNe Coler
More Colors...

Fill Effects...

Figure 5-15: Choose a page color from the color palette.

- ?
Printed Watermark b
() Mo watermark
() Picture watermark
Scale: Auta | Washout
(®) Text watermark
Language: |English (United States) w
Text: Draft| v
Font: Times New Roman w
Size: Auto W
Color: L% Semitransparent
Layout: (®) Diagonal () Horizontal

Figure 5-16: Specify how you want the watermark to look
and the watermark text in the Printed Watermark dialog
box.
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Adding a Cover Page and
Page Numbers

A cover page and page numbers are two things that are
easy to add and that make your document look polished
and professional.

Cover page

A cover page for your document is like the cover of a
book: it contains basic information, such as the title of the
document, date, and author, presented in a way that is
eye-catching and welcoming to the reader.

1. Click the INSERT tab on the Ribbon and click the
Cover Page button in the Pages group.

A list of built-in cover pages appears. Notice that
each design has a name, which makes it easier to
match up with other built-in elements, such as built-
in headers and footers.

2. Select the cover page you want to insert in the
document.

The cover page always appears as the first page in the
document, no matter where the insertion point is
located when it is inserted.

When inserted, placeholders for information appear
on the cover page. Word tries to insert as much
information as it can, such as user information like
your name and company name, but you will probably
have to insert information manually as well.

3. Click in a placeholder and type your own text.

Page numbers
Adding page numbers is easier than ever in Word 2013,
and it adds a lot to documents, especially really long ones.

1. Click the INSERT tab on the Ribbon and click the
Page Number button in the Header & Footer group.

First, choose where you would like the numbers to
appear on the page. You can include the page
numbers in three different places on the page—top,
bottom, and margins.

2. Select where you want the page numbers to appear.
A list of the available built-in page number styles
appears.

3. Select the page number style you want to use.

The page number style you chose appears on the
current page and all the other pages in the document.

[ Exercise

» Exercise File: FormatPage5-9.docx

» Exercise: Add a cover page to the document and fill in
the placeholders. The year should be “2013”, make the
Title “Acadia Office Layouts”, Author “June Cartwright”,
Company “Acadia” and remove the Date section.

Add page numbers to the top right of the pages.

Figure 5-17: This is an example of a built-in cover page.

Juases Carturight
Acadia, I

Thank yiu for your Seedback on oo propasal for the soltware bullsting. We sl definiely costisue working on the con-

iy 10 ruad.

far veu 10 iook #t for ths rallitiss. Some tngELe considir an mangis,
s fit inta your imisgw of things, and ather Sems that

Sncural,

Jusws Cartwright

Figure 5-18: The page numbers appear on the page.
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/] Tips:

v To insert page numbers of your own design or to

work with more options in the page headers and
footers, refer to the lesson on Using Headers and
Footers.

To remove page numbers, click the Page Number
button and select Remove Page Numbers.

If you like one of the built-in options but want the
numbers to appear a little differently, you can change
the number format. To modify page numbers, click
the Page Number button and select Format Page
Numbers. Select the style of number you want to use
from the Page Number Format dialog box.

Mumber format: | 1, 2, 3, ...
|:| Include chapter number
Chapter starts with style: |Heading 1

Use separator: - [hyphen)
Examples: 1-1, 1-A

Page numbering

O Continue from previous section

-

(@ Startat: |1 =

Figure 5-19: The Page Number Format dialog box.

The Richard Stockton College of New Jersey

98



Formatting the Page

Using Headers and Footers

Documents with several pages often have information—
such as the page number, the document’s title, or the
date—Ilocated at the top or bottom of every page. Text that
appears at the top of every page in a document is called a
header, while text appearing at the bottom of each page is
called a footer.

Insert a built-in header or footer

1. Click the INSERT tab on the Ribbon and click the
Header or Footer button in the Header & Footer
group.

A list of built-in options appears. Each option looks
different and contains different attributes. For
example, some include placeholders for the title and
date, while others include cross-references to styles
within the document.

/] Tip: Point to a built-in header or footer option to
view its attributes and a description of how it
might be used best.

2. Select a built-in option to use as a document header
or footer.

The header or footer is added to the document.

Create a header or footer
You don’t have to use one of Word’s built-in headers or
footers: you can create one of your own.

1. Click the INSERT tab on the Ribbon and click the
Header or Footer button in the Header & Footer
group.

2. Select Edit Header or Edit Footer from the list.

The HEADER & FOOTER TOOLS tab appears on
the Ribbon. Use these commands to work with and
insert elements into your headers and footers.

3. Position the insertion point where you want to insert
the text or element.

The header and footer areas have the same formatting
abilities as the main area of the document. You can
use the commands in the Position group to help align
and position the contents of the header or footer.

[ Exercise

» Exercise File: FormatPage5-10.docx

» Exercise: Insert Motion (Even Page) built-in footer to
the document.

1 Excel Blank (Threre Cokames)

: 2..4..6..8 every

Three ways to consolidate

9 Excel provides thres ways to consolidate it
10 ences

11 = Consolidating by position is the most rest 5
12 beamanged in exactly the same order an

13 o Consolidsting by categary is sightlyllessy < Bt He
[T e tobe consolic

B E R -—F—+ s

Figure 5-20: The built-in headers and footers are quick,

easy, and professionally designed.

page2of13

n 1- fight

Footer Section

Figure 5-21: The headers and footers.
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Enter text and/or insert objects using the Insert group
of the DESIGN tab under HEADER & FOOTER
TOOLS.

When the header or footer looks the way you want it
to, close Header and Footer view to resume work on
the rest of the document.

Use different headers and footers on odd
and even pages

Some built-in headers and footers were made to appear on
odd or even pages. To use these headers and footers
correctly, or to create your own odd and even-page
headers and footers, you must change the page layout.

1.

Click the INSERT tab on the Ribbon and click the
Header or Footer button in the Header & Footer

group.

Select Edit Header or Edit Footer from the list.

The DESIGN tab appears on the Ribbon under
HEADER & FOOTER TOOLS.

Click the Different Odd & Even Pages check box in
the Options group.

Other Ways to Apply Different Headers and
Footers to Odd and Even Pages:

Click the PAGE LAYOUT tab on the Ribbon and
click the Dialog Box Launcher in the Page Setup
group. Click the Layout tab and make sure the
Different odd and even check box is checked.

© Trap: When this option is selected, the odd and
even pages work independently. So, you must
insert a header for the odd pages, and a header for
even pages: one header won’t work for both.

Insert a header or footer on an odd page. Then insert
a header or footer on an even page.

When you insert the headers and footers, they are
formatted differently on the odd and even pages.

o Tips:

v" Built-in headers and footers can be modified.

v Changes made to the header or footer on a page will

change the other headers and footers in that section.
Use a document with section breaks to have different
headers and footers within the document.

Odd Page Footer -Section 2-

Even Page Footer -5ection 3-

Figure 5-22: Using headers and footers that are different
for odd and even pages is a nice option for printed, bound
documents.

Table 5-3: Header and Footer Design Tab Groups

Header & Apply built-in header, footer, and page
Footer number options.

Insert Insert Date & Time, a Picture or Clip Art,
or a Quick Part field.

Navigation Switch between headers and footers and
jump to other sections.

Options Apply a different header or footer to the
first page in a section, different odd & even
pages, and choose to show document text.

Position Choose how far away from the margins
you want the headers and footers to appear,
and control header and footer alignment.
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v" Use the Go to Header and Go to Footer buttons in
the Navigation group to jump between header and
footer areas of the document.

HEADER & FOOTER TOOLS

DESIGN
b F r| [Eiq Previous +| Different First Page .+ Header from Top:  |0.5"
# O = [ = . —
- = = [y Next +/| Different Odd 8 Even Pages + Footer from Bottom: |0.5"
Header Footer Page Date & Document Quick Pictures Online  Goto Goto .
- +  MNumber= Time Info~  Parts~ Pictures Header Footer Link to Previous ¥ Show Document Text Insert Alignment Tab
Header & Footer Insert MNavigation Options Paosition

Figure 5-23: The DESIGN tab of HEADER & FOOTER TOOLS.

P

Close Header
and Footer

Close
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Quiz Questions

2. Word's default margins are 1 inch at the top and bottom and 1.25 inches at the right and left. (True or False?)

3. What is the correct procedure for adjusting a document's margins?
A. Click the Page Layout tab on the Ribbon, click the Margins button in the Page Setup group, and select a margin
setting.
B. Open the Page Setup dialog box and change the margins in the Margins tab.
C. Click and drag the Left Margin or Right Margin line on the Ruler.
D. All of these.

4. What is Word's default page orientation?
A. Landscape
B. Portrait
C. Legal
D. Perfect

5. Word currently only supports legal and letter sized documents. (True or False?)

6. What is a column break?
A. Something you can insert in a column so that the column ends at that point and text jumps to the start of the next
column.
B. Something that must be inserted before you start using columns.
C. A type of column used in tables.
D. Any type of break that is longer than 5 minutes.

7. How can you arrange text into multiple columns?
A. Click the Table button on the Insert tab and then drag to select the number of columns you want.
B. Press <Ctr]> + <C> and enter the number of columns you want into the Columns dialog box.
C. Click the Columns button in the Page Layout group of the Page Layout tab on the Ribbon. Then select the
number of columns you want.
D. You can't do this in Microsoft Word — that's why Microsoft made Publisher!

8. How can you insert a page break?
A. Press <Ctrl> + <Enter>.
B. Press <Alt> + <Enter>.
C. Double-click where you want to insert the break.
D. Click the Page Break button on the status bar.

9. You can format a paragraph so that the page will break immediately before it. (True or False?)
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

You can't have different headers and footers, margins, and page orientations, in the same document. (True or False?)

There are four different types of section breaks in Word. What is the main difference between them?
A. The number of sections that are inserted.
B. The page on which the section break is inserted.
C. The number of section breaks that can be inserted in the document.
D. The page on which the next section begins.

Line numbers make it easy to reference lines in a document, such as legal documents or referendums. (True or False?)

When should you hyphenate a document?
A. When you want to make it difficult for people to read a document.
B. When a lot of text has to appear in a small amount of space, such as when using columns.
C. When you want to use a lot of really long words.
D. When you don't want to use other punctuation.

Page borders can only be applied to the entire document. (True or False?)

Word prints the page with the background color you select for the document. (True or False?)

How could you use a watermark in a document?
A. As a design effect, like watercolor art.
B. To indicate the relationship between a table and chart.
C. As aring for a coffee cup.
D. To indicate that the document is confidential.

Word's built-in cover pages have placeholders where you can fill in information about the document. (True or False?)

Which of the following is NOT a location where you can insert a page number?
A. Page margin
B. Bottom of page
C. Middle of page
D. Top of page

What is the procedure for adding a header or footer to a document?
A. Click the Insert tab on the Ribbon and click the Header or Footer button in the Header & Footer group.
B. Click the Header or Footer button on the Quick Access Toolbar.
C. Double-click the header or footer and select the built-in header or footer you want to use from the content control.
D. Click the Header & Footer tab on the Ribbon and click the Header or Footer button in the Header & Footer

group.

Word's built-in headers and footers are the only way to use headers and footers in a document. (True or False?)
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Quiz Answers

o vk w N E

10.
11.

12.
13.

14.
15.
16.

17.
18.
19.

20.

False. The default margins in Word 2013 are 1 inch on each side of the page.
D. All of these are ways to adjust margins in a document.

B. By default, Word documents use Portrait orientation.

False. Word supports many different paper sizes.

A. A column break is something you can insert in a column so that the column ends at that point and text jumps to the
start of the next column.

C. To arrange text into multiple columns, click the Columns button in the Page Layout group of the Page Layout tab
on the Ribbon. Then select the number of columns you want.

A. Pressing <Ctrl> + <Enter> is one way to insert a page break.
True. You can do this by applying the Page break before paragraph format.
False. You can use different page formatting in the same document so long as you use section breaks.

D. The difference between section breaks is in where the next section begins. For example, an Odd Page section break
starts the next section on an odd page. A Next Page section break starts the next section on whatever the next page is.

True.

B. Hyphenation is a good way to fit a lot of text has to appear in a small amount of space, such as when using
columns.

False. You can apply page to the entire, or only to certain sections of the document.
False. The colored background of a page only appears electronically, it does not print.

D. Watermarks are usually used to indicate the document should be treated specially, such as to indicate that it is
confidential.

True. The built-in cover pages and placeholders make it easy to make your document look professionally designed.
C. You can insert page numbers in the top, bottom, or side margins of the page, but not the middle.

A. To insert a header or footer, click the Insert tab on the Ribbon and click the Header or Footer button in the Header
& Footer group.

False. You can edit built-in headers or footers, or you can create your own headers and footers.
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Applyinga Style.............cccooveieiiiciee 106
Apply astyle ..., 106
Apply a different Style Set ..................... 106
Reset Style Sets ..o, 107
Creatinga Style .............ccccoiiiiiie 108
Modifying and Deleting a Style ...................... 109
Working with the Styles Gallery..................... 110
Add a style to the Styles Gallery............ 110

Remove a style from the Styles Gallery 110
Creating a New Style Set ...........ccccccoeeeiinnnn. 111

Selecting, Removing, and Printing Styles .... 112
Select text that uses the same style...... 112

Remove a style from text....................... 112
Print styles ... 112
Comparing and Cleaning Up Styles .............. 113
Clean up styles ......cccccovviiiiiieiieiiinie 113
Compare formatted text to other formatted
teXt 113
Applying Document Themes.......................... 115
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Creating New Theme Colors and Fonts ........ 116
Save a New Document Theme ....................... 117

This chapter covers formatting features
that can save you tons of time as you
create and format documents.

First, we’ll learn all about styles. A style
is a set of character and paragraph formats
stored under a name. Styles are useful
because you can apply a whole group of
formatting options in a single step. If you
decide to change the formatting options of
a style, every character or paragraph
formatted with that style is automatically
updated with the new formatting options,
instead of having to go through the
document and manually update each and
every paragraph. Styles are rather
abstract, so don’t worry if you still don’t
understand them—they will make more
sense after you work with them.

The final lessons in the chapter talk about
document themes, a great way to make
your documents look cohesive and
professionally designed.

Using Exercise Files

Exercise files are provided so users can
practice the topic(s) covered in each
lesson. There are two ways you may use
the exercise files:

e Open the exercise file for a lesson and
perform the lesson exercise. Close the
exercise file.

e Open the exercise file for a lesson and
perform the lesson exercise. Keep the
file open and perform the exercise for
the following lesson and so on for the
remainder of the chapter.

The exercises are written so that you may
“build upon them”, so the exercises in a
chapter can be performed in succession
from the first lesson to the last.
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Applying a Style

A style is a group of format settings stored under a single
name. Styles are sets of styles that are designed to work
together to create attractive and professional looking
documents.

Each set of styles includes all the styles you need to build
a document. For example, you can apply the “Quote”
style if you are quoting something in a document, or the
“Title” style for the document’s main heading. Using
quick styles rather than your own formatting has several
advantages:

e  The document looks professional and is easy to read.

e Styles provide consistency and can apply several
formatting properties at one time.

e If you change the formatting properties of a style, all
instances of the style are updated with the formatting
changes.

Apply a style
Choose a style that is appropriate for the text, and then
apply the style.

1. Select the text to which you want to apply the style.

2. Click the HOME tab on the Ribbon and click the
style you want to use in the Styles Gallery in the
Styles group.

The style is applied to the document. To view all the
styles in the quick style set at the same time, click the
More button to expand the group.

@ Tip: If the style that you want does not appear in
the Styles Gallery, press <Ctrl> + <Shift> + <S>
to open the Apply Styles task pane. Under Style
Name, type the name of the style you want to use.

Apply a different Style Set

Word’s built-in style sets are professionally designed to
convey a certain tone. Want your document to look more
formal? Use the Formal style set, and the styles will take
on formatting properties that make text look more formal.

oTrap:

Styles need to first be applied in order for the Style Set
Preview to display correctly, e.g. If you have not applied
Heading 1 of a style to all your main headings, no change
will be visible to your document until you apply the new
Style Set’s Heading 1 to all your main headings.

1. Click the DESIGN tab on the Ribbon.

2. Select a Style Set from the Style Set Gallery in the
Document Formatting group.

[ Exercise

» Exercise File: Management6-1.docx

» Exercise: Apply the Title style to the “Annual
Management Meeting” text.

Apply the Subtitle style to the “Seminar Schedule” text.
Apply the Basic (Elegant) style set to the document.
Reset document styles.

Click a style in the Style Gallery to apply it to text. The current style
is highlighted.

sasoceoe 1 B AaBbt AaBbCel ambcen: RN assbceoc AaBbCe -

TCaption | THeading1 Heading? THeading3 TMNormal  TReview.. TMNoSpac.. Headingd =

Styles ]

Use these buttons to view other
styles in the current style set.

Figure 6-1: The Styles Gallery in the HOME tab of the
Ribbon.

Table 6-1: Style Sets in Word 2013

Minimalist

Black and White (Classic)

Basic (Stylish)

Basic (Elegant)
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@ Tip: As you point to different styles in the Style
Set Gallery, the document changes to show you
how it will look with the style set. For larger
documents, it may take a bit longer to process the
preview.

Reset Style Sets
If you decide that you don’t want to use the Style Set you

applied to the document, you can remove it and reset to its

default settings.

1.

Click the DESIGN tab on the Ribbon and click the
Style Set Gallery’s More button in the Document
Formatting group.

2. Click Reset to the Default Style Set.
The style set will reset accordingly.
9 Tips:

v Microsoft recognizes that styles are efficient and

useful in creating a document, so they have created
sets of coordinating styles that have all the styles you
need to build a document. In previous versions, users
were left to create most of their own styles from
scratch. Now, styles are very accessible with a wide
range of them prominently displayed on the Ribbon.

In most cases, choosing a different style set does not
change the font type or the font theme being used; it
just applies different character or paragraph
formatting.

Shaded Centered

Lines (Stylish) Casual
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Creating a Style

A style is a group of format settings stored under a single
name. Styles save a lot of time and ensure that your
documents are formatted in a consistent manner.

There are five different types of styles:

Character: Includes any type of character
formatting, such as font size or type, colors, and font
effects.

Paragraph: Includes any type of paragraph
formatting, such as paragraph, tab, border, and bullets
and numbering formats.

Linked: A combination of character and paragraph
formatting properties.

Table: Provides a consistent style for all borders,
shading, alignment and fonts in tables.

List: Applies similar alignment, numbering or bullet
characters and fonts to lists.

With Word’s Style Sets, you probably won’t need to
create new styles very often. But if the need arises,
creating a style is quick and easy.

1.

Select the text that contains the formatting of the new
style.

Highlight the selection, click Styles, and select
Create a Style from the mini toolbar.

Click Modify.

The Create New Style from Formatting dialog box
appears. You may add formatting or change
formatting properties for the style here.

Click the Name text box and enter the style’s name.

Click OK.
The style is added to the Quick Style Gallery.

Other Ways to Create a Style:

Click the HOME tab and click the Dialog Box
Launcher in the Styles group. Click the New
Style button in the Styles task pane and apply
style formatting in the Create New Style from
Formatting dialog box. Give the style a name and
click OK.

[ Exercise

» Exercise File: Management6-2.docx

» Exercise: Select “The Internet and Travel” line; add bold
formatting and change the font size to 14 pt.

Create a style named “Seminar” based on this text.

Apply the style to the “Better Team Communication” and
“Exploring Childcare” text.

Create New Style from Formatting ?

Mame:
Styled

Paragraph style preview:

Stylel

Modify... Cancel

Figure 6-2: To create a new style from formatted text, just
give the style a name.

Create New Style from Formatting ?

Properties

Mame: Style1

Style type: Linked [paragraph and character) W
Style based on: 7l Lesson Motes v
Style for following paragraph: T Stylel w
Formatting

Times Mew Roman|w |10 |w|| B T U Automatic W

== = = ||=| = = | £ 2| & =

The Create 2 Style from Formatting dialoz box 2ppears. You may 2dd formartingar chanzs formatting
properties for the style here

Style: Show in the Styles gallery
Based on: Lesson Motes

Add to the Styles gallery |:| Automatically update
'2:0} anly in this document '::Z' Mew documents based on this template

Format = oK

Figure 6-3: Create a new style and add formatting
properties to it in this dialog box.
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Working with Themes and Styles

Modifying and Deleting a Style

If a style doesn’t quite have the formatting attributes you
would like, or if you created a style that you no longer
want to use, styles are easily modified and deleted.

Modify a style

In most cases you won’t need to change a style in a Style
Set because the styles are designed to work together.
Rather than modifying one of these built-in styles, you
may want to consider creating a new style. Still, you may
run into a situation where you want to modify a built-in
style or a style that you’ve created.

1. Select text that uses the style you want to modify.

2. Apply the formatting you want to add to or remove
from the style.

3. Right-click the style in the Styles Gallery and select
Update [style name] to Match Selection from the
contextual menu.

The style is modified to acquire the formatting
properties of the selected text.

Other Ways to Modify a Style:

Right-click the style in the Styles Gallery and
select Modify from the contextual menu. Or, click
the Dialog Box Launcher in the Styles group,
click the list arrow for the style you want to
modify and select Modify. Edit the formatting of
the style in the Modify Style dialog box.

Delete a style
If a style is no longer needed, it may be deleted altogether.

1. Click the Dialog Box Launcher in the Styles group.
The Styles task pane appears.

2. Click the list arrow of the style you want to delete
and select Delete [style name] from the list.

A dialog box appears, asking to confirm deletion of
the style.

@ Tip: If there is no option to delete the style, Word
may instruct you to revert to a similar style, which
effectively deletes the style.

3. Click Yes.

The style is deleted and the default “Normal” style,
or a style similar to the deleted style, is applied.

[ Exercise

» Exercise File: Management6-3.docx

» Exercise: Modify the “Seminar” style so the font size is
11 pt. Notice that the other instances of the style are
modified.

Delete the “Seminar” style.

Modify Style ?

Properties

Hame: Seminar

Style type: Linked (paragraph and character)

Style based on: T4 No Spacing v
Style for following paragraph: | T8 Seminar w
Formatting

Calibri [Body) w || 14 El B (T U Automatic v

8 A
= = = =9 = = |2 12| & =

John Barrons, Hig ::g gy Computer Corp.

Font: 14 pt, Bold, Style: Linked, Show in the Styles gallery
Based on: No Spacing

Add to the Styles gallery [_| Automatically update
(®) Only in this document () New documents based on this template

Farmat ~ 0K Cancel

Figure 6-4: The Modify Style dialog box.

Styles e
Clear All
No Spacing bl
Heading 1 1a
Heading 2 Ia

Update Title to Match Selection
A Modify...

Remove from Style Gallery

Subtle Reference d
Intense Reference a
Book Title a
List Paragraph T
Show Preview
Disable Linked Styles
- | Aj‘: 'e-j:' Options..,

Figure 6-5: If a style is very similar to another style, you
may be asked if you want to revert to that style rather than
delete the style.
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Working with the Styles
Gallery

The Styles Gallery makes it easy to view and access styles
in a document. This lesson shows you how to organize
which styles are displayed in the Styles Gallery.

Add a style to the Styles Gallery

If a style you want to use doesn’t appear in the Styles
Gallery, you can move it into the Styles Gallery so it is
easily accessible.

1. Click the HOME tab on the Ribbon and click the
Dialog Box Launcher in the Styles group.
The Styles task pane appears.

2. Click the Options link in the Styles task pane.
The Style Pane Options dialog box appears.

3. Click the Select styles to show list arrow and select
All styles. Click OK.
The Styles task pane displays all the styles available

in the document.

4. Point at the style you want to add to the Styles
Gallery. Click the list arrow and select Add to Style
Gallery.

The style appears at the beginning of the Styles
Gallery.
Remove a style from the Styles Gallery
Removing a style from the Styles Gallery does not

remove the style from the document.

1. Click the HOME tab on the Ribbon and right-click
the style that you want to remove from the Styles
Gallery in the Styles group.

2. Sclect Remove from Style Gallery from the
contextual menu.

This will remove the style from the gallery, but it will
still be available in the document.

[ Exercise

» Exercise File: Management6-4.docx

» Exercise: Remove the “List Paragraph”, “Book Title”
and “Emphasis” styles from the Styles Gallery.

Move the “Book Title” style back into the gallery.

- bl
Style Pane Options :
Select styles to show:
Recommended W
Select how list is sorted:
As Recommended W

Select formatting to show as styles:
[] paragraph level formatting
[] Fant formatting
|:| Bullet and numbering formatting

Select how built-in style names are shown
Show next heading when previous level is used

|:| Hide built-in name when alternate name exists

(®) Only in this document () New documents based on this template

Cancel

Figure 6-6: Configure how the Style Pane works in the
Style Pane Options dialog box.

I Styles v

Clear All

Arial Bold

Arial Marrow

Arial Narrow Bold
Arial Small

Arial Small Bold
Balloon Text
Balloon Text Charl
Body

HeBoesows

Update Body to Match Selection
_6_' Modify...

Select All: (Mo Data)

Remove All: (Mo Data)

Delete Body...

Add to Style Gallery
Comment Text Charl a
Company Mame a

Show Preview
Disable Linked Styles

aq) || | Options...

Figure 6-7: Make styles quickly accessible by adding
them to the Style Gallery.
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Creating a New Style Set [ Exercise

» Exercise File: Management6-5.docx
If you create a group of styles in a document that you

would like to use together, you can save them as a new
Style Set.

» Exercise: Create a new style set named “Management”.

To create a new style set, you can use a combination of
styles you have created, and styles from other style sets.

. asa New Style x|
1. Once you’re happy with your formatted document, = svessaanshieset
. R R 1 )i« Roaming » Microsoft » QuickStyles v ¢ | | SearchQuickStyles )
click the DESIGN tab on the Ribbon; then click the e = et e a
More button list arrow in the Document Formatting el e ’ Owemodtes  Type
=] Pictures Noit tchy h
group. 8 v
& Homegroup
2. Select Save as a New Style Set. o
= T110653400C (C1)
The Save as a New Style Set dialog box appears. sV >
File name: | Management] v
. . Saveastype: Word iemp\ales v
3. Click the File name text box and enter a name for the Authors. Customide I Tasm Addateg
new Style Set [ Save Thumbnail Page fitle:
Change Title.
If you create other customized elements, use the same S - Conee
naming scheme so you can easily identify which
parts are designed to go together. Figure 6-8: The Save Style Set dialog box.

4. Click Save.

The new Style Set now also appears in the Style Sets
Gallery.
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Selecting, Removing, and
Printing Styles

Styles form a bond between texts that uses the same style.
Use this common bond to work with text.

@ Tip:

v You must turn on the Keep track of formatting option
to select, remove, or print styles. To do this, click the
FILE tab and select Options. Click the Advanced
tab and make sure the Keep track of formatting
check box is selected.

Select text that uses the same style
You can select all occurrences of a style in a document.

1. Click the HOME tab on the Ribbon and right-click
the style in the Styles Gallery in the Styles group.
2. Click Select All (number of) Instance(s).

When the text is selected, you can work with the text
as usual, such as to apply a different style, modify the
style, or add formatting.

Remove a style from text
If you change your mind about using a style, you can
easily remove the style from all text in the document.

1. Click the HOME tab on the Ribbon and click the
Dialog Box Launcher in the Styles group.
The Styles task pane appears.

2. Click the list arrow for the style you want to remove

and select Clear Formatting of (number of)
Instance(s).

The style is removed from text in the document.

Print styles

You can print a summary of all the styles in a document,
which includes a description of each style’s properties and
settings.

1. Click the FILE tab and select Print.
The Print tab appears.

2. Click the Print all pages list arrow and select Styles.

3. Click Print.

[ Exercise

» Exercise File: Management6-6.docx

» Exercise: Apply the Strong style to “The Internet and
Travel” and “Better Team Communication” lines.

Select all instances that use the Strong style and add
underline formatting to them.

Remove all instances of the Strong style.

Print a style summary for the document.

7 | nsdbcene |asebceod] AaBbC: Aambee assveer | AdB AoBbCcl
A-¥-A- = T=- M- | THomal |Mospac  UsdateNo Spacing to Match Se Tite Subtitle  Suble Em

lAnnual Management Meeting

The Internet and Travel
10:00 - 12:00 Room 212
John Barrons, High Energy Computer Corp.

The Internet has revolutionized the marketing industry. More and more companies are using the
Internet to communicate with clients and reach new customers. John Barrons, a respected e-commerce
expert, will discuss how the Internet can be used as an effective marketing tool.

Better Team Communication

1:00 - 2:30 Room 220
Susan Flint, Synergy Inc

o H R -

Figure 6-9: Select all text that is formatted using a
certain style in the document.

Styles v
Clear All
MNormal T
Mo Spacing Ta
Heading 1 Ta
Heading 2 a
Heading 3 Ta

Update Title to Match Selection
£ Modify...

Select All 1 Instance(s)

LClear Formatting of 1 Instance(s)

Delete Title...

Remove from Style Gallery

Subtle Keterence a
Intense Reference a
Book Title a
List Paragraph T
Show Preview
Disable Linked Styles
| (25| M Options..,

Figure 6-10: Remove the style from all text to which it
has been applied.
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Comparing and Cleaning Up
Styles

The Style Inspector helps identify styles and other
formatting in the document.

Clean up styles

If text isn’t updating to style changes the way you
expected, or if text is not included in a style selection as
you anticipated, it may not be formatted with a style.

1. Click the HOME tab on the Ribbon and click the
Dialog Box Launcher in the Styles group.

The Styles task pane appears.

2. Click the Style Inspector button in the Styles task
pane.

The Style Inspector appears.

3. Click the text you want to check or clean up.

The Style Inspector shows the underlying paragraph
and character styles that are used in the current text.

The Plus areas below the paragraph or text level
references other formatting properties that have been
added manually and are not part of the underlying
style.

4. Use the controls in the Style Inspector to clear all
styles and formatting, create a new style, or reveal
formatting.

Compare formatted text to other formatted
text

Comparing text makes it easier for you to identify the
formatting attributes applied to text.

1. Click the HOME tab on the Ribbon and click the
Dialog Box Launcher in the Styles group.
The Styles task pane appears.

2. Click the Style Inspector button in the Styles task

pane.

The Style Inspector appears.

3. Click the Reveal Formatting button.

The Reveal Formatting task pane appears.

[ Exercise

» Exercise File: Management6-7.docx

» Exercise: Apply the Intense Reference style to the
“Exploring Childcare” line.
Use the Style Inspector to check the formatting of the
“Better Team Communication” line.
Compare the text of the “Better Team Communication”
line and the “Exploring Childcare” lines.

Apply the Intense Reference style to the “The Internet
and Travel” and “Better Team Communication” lines.

Style Inspector ¥ %

Paragraph formatting

Lesson Step

The Plus
areas display
formatting that

Plus: <none> A

has been Text level formatting

added to the Command Text [}
style that is

fOrmatting the Plus: <none> 2
text.

| [2a| | clearan

Figure 6-11: Use the Style Inspector to investigate
formatting differences in text.
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Working with Themes and Styles

4,

Click or select text to view its formatting.

The formatting properties of the selected text are
displayed in the Reveal Formatting task pane.

Click the Compare to another selection check box

in the Reveal Formatting task pane.

Now you can compare the formatting of the selected
text to other text in the document. Notice that when
the text is compared to itself, there are no formatting

differences.

Click or select the text to compare to the previously

selected text.

The formatting differences between the two instances
are displayed in the Reveal Formatting task pane.

Close the Reveal Formatting task pane and Style

Inspector when you are finished.

L IR =

FILE HOME

Paste

PAGE1OF1

INSERT DESIGN PAGE LAYOUT
o Calibri Body) = |11 +| A & Aa- A IS
op:

¥ FormatPainter B T U 3 X X

A-¥-A- =

Clipboard ] Font [}

To get started, go to the Home tab and apply
Heading styles to the headings in your LAREN
document

Clear All

166 WORDS 2

REFERENCES

Navigation T % | Style Inspector ~ *
Paragraph formatti
Search document o~ o = A
No Spacing
HEADINGS = PAGES  RESULTS
Plus: After: 10 pt K
Create an interactive autline of your Text level formatting
document.
Default Paragraph |
It's a great way to keep track of where you are
or quickly move your content around. Plus: <none> 4

Internet to communicate with clients and reach ne\

List Paragraph
Footer

Line spacing: single

Management6-7 [Compatibility Mode] - Micrasoft Word Preview 7 H - 8
MAILINGS ~ REVIEW  VIEW
L ems= B - % Find -
€5 2001 AaBbCcDe  AaBbCeDe. AaBbCi AaBbCc AaBbCcl Ad]j AaBbCc. AaBbCcDt 5 renl
| 2 Replace
=. - - -
1=- O TNormal | NoSpacing Heading1 Heading2  Heading 3 Title Subtitle  Subtle Em.. [ <[ oy
Faragraph [} Styles n Ediing
2 3
Styles T % Reveal Formatting ~
Clear Al Selected text
Normal T Sample Text
Heading 1 e Compare to another selection
Heading 2 1 Formatting of selected text
Heading 3 12 4 Font
Annual Management = il
{Default) +Body (Calibri)
Subtitle Ia 11pt
Subtle Emphasis a LANGUAGE
English (United States)
. Emph a
Seminar Schedule mphasts
Intense Emphasis a 4 Paragraph
strang a PARAGRAPH STYLE;
Mo Spacing
The Internet and Travel Quote 1 P
.00 — 12+ Left
10:00-12:00 Room 212 ntense Quote E T
John Barrons, High Energy Computer Corp. Subtle Reference a Left: 07
Right: 0
o o Intense Reference a SPALIG
The Internet has revolutionized the marketing indu Book Title a Before: 0 pt
After: 10 pt
T
12
13

expert, will discuss how the Internet can be used as

Better Team Communication
1:00-2:30 Room 220
Susan Flint, Synergy Inc |

Header

Show Preview

Disable Linked Styles

B |

Options...

I section

Options
Distinguish style source
Show all farmatting marks

Figure 6-12: The Reveal Formatting task pane displays formatting differences between text selections in the
document.

~

x
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Working with Themes and Styles

Applying Document Themes

Word 2013’s document themes provide a consistent and
professional look for your documents. Each document
theme consists of three design elements:

e Theme Colors: A set of eight coordinated colors
used in formatting text and objects in the document.

e Theme Fonts: A set of coordinated heading and body
font types.

o Theme Effects: A set of coordinated formatting
properties for shapes and objects.

@ Tip:

v" Document themes work best when saved in .docx
files. They may not display correctly in .doc format.

Apply a document theme
Applying a document theme affects all elements of the
document: colors, fonts, and effects.

1. Click the DESIGN tab on the Ribbon and click the
Themes button in the Document Formatting group.

A list of built-in document themes appears. The
default theme is “Office,” which is highlighted in
orange.

@ Tip: If the theme you want to use doesn’t appear
in the list, it may be saved somewhere else. If a
theme is saved elsewhere on your computer or
network location, click Browse for Themes to go
to the theme’s location.

2. Select the document theme you want to apply.

The formatting associated with the document theme
is applied to the document.

Mix and match document themes

You are not bound to the colors, fonts, or effects that are
assigned to a document theme. You may mix and match
theme colors, theme fonts, and theme effects.

1. Click the DESIGN tab on the Ribbon.

2. Click the Theme Colors, Theme Fonts, or Theme
Effects buttons in the Document Formatting group
and select the colors, fonts, or effects that you want to
use.

The change is applied to the document. The
document theme isn’t changed, but it is no longer
applied.

[ Exercise

» Exercise File: Management6-8.docx
» Exercise: Apply the “Integral” document theme.
Apply the “Franklin Gothic” theme font.

Themes
Office
g il
ra B A2 N 2 | | Ac
[ [ 1] . '! . L
Office Facet Integral len

Aol Aa ’E Aaj_ As T

icn board... Office Th.., Organic Retrospect

Aaf |Ad]

Slice Whisp

Reset to Theme from Template
ﬂ|f| Browse for Themes...
|

Save Current Theme...

Figure 6-13: The built-in list of Document Themes in
Word coordinates colors, fonts, and shape effects.

Theme Fonts
Theme Colors

H A = Paragraph Spacing =
(O] Effects + ———————

Colors Fonts
- - O Set as Default

Theme Effects

Figure 6-14: Customize a document theme by mixing
and matching colors, fonts, and effects.
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Creating New Theme Colors
and Fonts

You will probably be able to find a document theme that
suits your needs among Word’s built-in options. However,
you can also create your own customized theme colors
and fonts.

Click the DESIGN tab on the Ribbon and click the
Theme Colors or Theme Fonts buttons in the
Document Formatting group.

Select Customize Colors or Customize Fonts from
the list.

A dialog box appears where you can select the colors
or fonts you want to use.

Select the colors or fonts you want to use.

Click the Name text box and type a name for the new
color or font theme.

If you want to coordinate new theme colors and
fonts, save them under the same name, just as they
are with built-in themes.

Click Save.

If you want to use the new colors and fonts together,
save them under the same name so that it is easy to
identify that they go together.

9 Tips:

v

v

You can’t create your own theme effects. You can
only create your own theme colors and fonts.

You can delete or edit custom theme colors or fonts.
Select the DESIGN tab, click on Theme Colors or
Theme Fonts buttons. Right-click a custom color or
font and select Delete or Edit.

[ Exercise

» Exercise

» Exercise: Create a new theme color named “Acadia”.

File: Management6-9.docx

Theme colars Sample
Text/Background - Dark 1 -
. g L Text
Text/Background - Light 1 [ | = CI
Text/Background - Dark2 [l ~ -
A t1 b
ceent |:| Hyperlink
Accent 2 I:l -
Accent 3 ] ~
Accent 4 (] ~
Accent 5 (o] ~
Accent § [ -
Hyperlink [ ~
Eollowed Hyperlink I:I -
Hame:  Custom 1
Figure 6-15: Creating a new theme color.
Colors
Custom -
HEOEEECENE Customdl
HOEEEEENE Customi?
Office
EOEENEONE Office
EOEEEEEE Office 2007 - 2010

| ]
AN
EONEE .
| sl |

ECOEONEE.
| [ ] ]
| L]
AN

BN

Grayscale
Blue Red

Blue

Bluell

Blue Green
Green

Green Yellow
Yellow

Yellow Orange
Orange
Orange Red
Red Orange
Red

Red Violet
Violet

Violet Il
Median -

Customize Colors...

Figure 6-16: Theme elements that you have created
appear in a special Custom section at the top of the
list.
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Save a New Document Theme

You can use theme fonts or colors that you have created to
create an entire document theme. For example, you could
create a document theme that uses specific colors and
fonts for your organization.

You can save any combination of theme colors, theme
fonts, and theme effects as a new document theme.

1. Apply the theme colors, fonts, and effects that you
want to use in the new document theme to the
document.

This can be a combination of items you have created,
and built-in items.

2. Click the DESIGN tab on the Ribbon and click the
Themes button in the Document Formatting group.

A list of built-in themes appears.

3. Select Save Current Theme.
The Save Current Theme dialog box appears.

When you give the new document theme a name, use
a naming scheme similar to other items, such as the
theme colors or fonts, so that it is easy to identify that
they go together.

4. Click the File name text box, enter a name, and click
the Save button.

The document theme is now available under the
Themes button in the Themes group.

@ Tips:

v" When you save a new document theme, it becomes
available in all Office programs.

v" You can delete custom themes. Select the DESIGN
tab, click the Themes button in the Document
Formatting group, right-click on the custom theme
and select Delete.

[ Exercise

» Exercise File: Management6-10.docx

» Exercise: Apply the custom Acadia theme color to the
document.

Save a new document theme named “Acadia”.

= G = Managem

FILE HOME  INSERT  DESIGN | PAGELAYOUT  REFERENCES  MAILING!

6-10 [Compatibility Mode] - Micros

VIEW
BT
A
|
~ Colo

s Fonts
- - Ose

Office Dacument Formatting

f f 2
Aa 8

lon
B [ [

ionboard... OfficeTh., Organic  Retrospect

Annual Managen

Reset to Theme from Template

Seminar Schedule

T8 Browse for Themes.
g s

THE INTERNET AND TRAVEL
10:00-12:00 Room 212
John Barrons, High Energy Computer Corp.

The Internet has revolutionized the marketi
Internet to communicate with clients and re
expert, will discuss how the Internet can be

BETTER TEAM COMMUNICATION

100-2:30  Room 220
- Susan Flint, Synergy Inc.

PAGETOF1 te6WORDs (7

Figure 6-17: You can save your combination of theme
colors, fonts, and effects as a new document theme.
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Working with Themes and Styles
Review

Quiz Questions

2. If you decide that you don't want to use the style set that you applied to the document, you can reset document styles.

3. Which of these keystroke combinations opens the Apply Styles task pane?
A. <Shift> + <S>
B. <Ctrl> + <Shift> + <A>
C. <Shift> + <A>
D. <Ctrl> + <Shift> + <S>

4. The easiest way to create a style in Microsoft Word is to:
A. Base the style on an existing paragraph's formatting.
B. Create a style from scratch.
C. Use the Styles task pane.
D. Click your heels and think really hard.

5. As soon as a style has been modified, all instances of the style in the document are updated to reflect the changes.

6. If you aren't given the option to delete a style, Word may instruct you to:
A. Revert to a similar style.
B. Modify the style.
C. Hide the style.
D. Remove the style from the Styles Gallery.

7. Removing a style from the Styles Gallery removes the style from the document. (True or False?)

8. Any styles that appear in the Styles Gallery will be included in the new style set. (True or False?)

9. You can't select all of the text in a document that uses the same style. (True or False?)

10. A printed styles summary does NOT include:
A. A list of all styles used in the document.
B. A description of each style's properties.
C. A list of commonly used styles.
D. A description of each style's settings.

11. To see how text is formatted click the button in the Style Inspector.
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12.

13.

14.

15.

16.

17.

A. Show Formatting

B. Reveal Formatting

C. Illustrate Formatting
D. Document Formatting

You can compare formatted text to other formatted text in Word 2013. (True or False?)

Which of the following is not a design element that document themes consist of?
A. Theme Colors
B. Theme Alignment
C. Theme Fonts
D. Theme Effects

What is the default theme used in Word?
A. Office
B. Opulent
C. Apex
D. Civic

You can create your own theme effects in Word 2013. (True or False?)

When you save a new document theme, it becomes available in all Office programs. (True or False?)

You can't remove a custom document theme in Word once you have added one. (True or False?)

Quiz Answers

LA

o

10.
11.
12.
13.
14.

True. If you decide that you don't want to use the style set that you selected, you can reset document styles.
D. Press <Ctrl> + <Shift> + <S> to open the Apply Styles task pane.
A. The easiest way to create a style in Microsoft Word is to base it on an existing paragraph's formatting.

True. As soon as a style has been modified, all instances of the style in the document are updated to reflect the
changes.

A. If you aren't given the option to delete a style, Word may instruct you to revert to a similar style.
False. Styles that are removed from the Styles Gallery are still available, they just are not shown in the Styles Gallery.

True. Any styles that appear in the Styles Gallery will be included in the new style set, so make sure to edit the gallery
as necessary.

False. You can select all of the text in a document that uses the same style.

C. A printed styles summary does NOT include a list of commonly used styles.

B. To see how text is formatted click the Reveal Formatting button in the Style Inspector.

True. Using the Style Inspector, you can compare formatted text to other formatted text in Word 2013.
B. Theme Alignment is not a design element used in Word.

A. Office is the default theme used in Word.
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15.
16.
17.

False. You can't create your own theme effects. You can only create your own theme colors and fonts.
True. Once a document theme is saved, it becomes available in all Office programs.

False. To remove a custom document theme, click the Themes button, right-click the custom theme, select Delete, and
click Yes to confirm the deletion.
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Shapes and
Pictures

Inserting Clip Art...........coooiiii e, 123
Inserting Screenshots.................cccceeviiinene 124
Insert a screenshot of an open window. 124
Insert a screen clipping............oceeeeeeen. 124
Inserting Pictures and Graphics Files........... 125
Removing a Picture’s Background................ 126
Altering the Look of Pictures and Graphics . 127
Apply corrections .........ccocceeeviiiiiieninnen. 127
Adjust COlOr.......oeeiiiiiiiiii 127
Apply artistic effects........cccoevie 127
Formatting Pictures or Graphics ................... 129
Crop a picture or graphic............ccec..... 129
Change the visual style of a picture or
GraphiC ......eeeiiiiiiiii e 129
Inserting Shapes................cccoce v, 130
Draw a shape.............ccccceeii. 130
Adjust ashape.......cccccevvieeiiiiiiiin, 130
Add text to a shape.........ccccevvieeiininnen. 130
Formatting Shapes..............ccocceevviiinniinnnnne 131
Change the fill color of a shape.............. 131
Change the outline of a shape............... 131

Change the visual style of a shape........ 132
Resizing, Moving, Copying, and Deleting

ODbBJECtS.......ooiiiiiiiei 133
Resize an object ... 133
Move an object .............ccooeeee . 133
Copy an objecCt......ccccccevvvciviiiieeee i, 133
Delete an object...............coooee 133
Positioning Objects...............ccccceeeeiiiiiinennnn. 134
Adjust text wrapping ........cccccveiiieiinnnn. 134
Display/hide the grid ............ccccovvverenen 134
Adjust grid settings .........cccccoviiiiininnn. 134
Turn on/off the Snap to Grid feature...... 135
Applying Special Effects................cccoeerennn 136
Grouping Objects ..............cccoviiiiiiiiiiiiiieee 137
Select multiple objects..........ccccocveeennnee 137

Documents that include pictures,
drawings, and graphics can be much more
compelling and effective than documents
that only contain boring text. Once you
know how to work with pictures and
graphics, you can make all kinds of neat
documents, such as newsletters, greeting
cards, and pamphlets.

This chapter explains how to use Word’s
drawing tools to insert shapes and text
boxes in your documents; how to insert
pictures and clip art; and how to format
pictures, shapes, and clip art.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

e Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

e Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Group ObJECES ....ovvvvvveeiiiiiiiieee e 137

Ungroup objects.........cccccevveeeeviiciiiinennn. 137
Aligning and Distributing Objects ................. 138
Align objects ... 138
Distribute objects ........cccccceveeeevviciiinnnnn. 138
Flipping and Rotating Objects ....................... 139
Flip an object ........cccocovieiiii 139
Rotate an object...........ccccoviiiiiiiiincnnn 139
Rotate an object with greater precision. 139
Layering Objects ..............oociiiieiiiiiniiiiieee, 140
Inserting a Text BoX ............ccoeeiiiiiiiiiiiineeen, 141
Insert a built-in text boX ... 141
Create a text bOX ....coovvvveeiiiiiiiiiiieee 141
Link text bOXeS.......coovvvvvieiieeeiiiiiieeee, 141
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Inserting Cllp Art [ Exercise

Clip art is a collection of pictures and graphics that * Exercise File: American History7-1.docx
Microsoft has included with Word. » Exercise: Insert an image of a lighthouse on page 6
under the last paragraph.
1. Click the INSERT tab on the Ribbon and click the
Online Pictures button in the Illustrations group.

The Insert Pictures dialog box appears.

© Trap: Depending on how Word is installed and
configured on your computer, an error message
may appear, informing you that the clip art feature
has not been installed. Try inserting the Office
2013 CD-ROM.

Type what you want to
search for.

4BACK TO SITES

|:I Office.com Clip Art
149 sea f

lighthouse
9 search results for lighthouse

2. Type the name of what you’re looking for in the
search text box. _

E e - - 4
3. Click the search button . et @ *~4i & %E
() 'TART | e -
=1
~ : N
_

em selected. Insert Cancel

4. Scroll through the clip art until you find a file that

you like. : r'?:: ij

Click the clip art that you want to insert.

Lighthouse in Westk
667 x 1050 - iStockphoto

Click Insert.
The Office.com Clip Art dialog box closes. Figure 7-1: The Office.com Clip Art dialog box.

D Tip:

v' Alittle star in the bottom-right corner of a graphic
indicates animation.
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Inserting Screenshots [ Exercise
A screenshot is an image of any visible item you see on * Exercise .Fi.le: American History7-2.docx and
your monitor. http://en.wikipedia.org

» Exercise: Look up Mount Rushmore in Wikipedia. Take
a screen clipping of the Mount Rushmore picture and

Insert a screenshot of an open window : X :
insert it on page 2 next to the bulleted section.

1. Click the INSERT tab on the Ribbon and click the
Screenshot button list arrow in the Illustrations

group.
The Available Windows gallery appears.

- l=] N American History7-2 [Compatibility Mode] - Micrasft,
INSERT | DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW
0 a8
d Bl e T
apes SmartArt Chat Screenshot Appsfor  Online
Office~ | Viceo
Husteations Available Windows

Navigation ™

/] Tip: If a program window is minimized to the ==l

Search document L~ —

taskbar, it will not appear in the Available enms. | paces | eesurs
Windows gallery.

4 Welcome to New York City!
Attractions

2. Select an image. v

The screenshot is inserted into the document.

Insert a screen clipping
Rather than inserting an entire window, use the Screen
Clipping tool to take a screenshot of part of the window. §

PAGE10F7 765WORDs LR

1. Make the window from which you want to take a

screen clipping active. Figure 7-2: The Screenshot gallery is populated

@ Tip: Minimize all programs to the taskbar except with thumbnails of all open program windows.

for the one from which you want to take a screen
clipping.

2. In Word, click the INSERT tab on the Ribbon and
click the Screenshot button list arrow in the
Illustrations group.

3. Select Screen Clipping.

The Word window minimizes to the taskbar, the
desktop fades, and the cursor changes to a crosshair.

4. Move the cursor to the corner of the area you want to
clip.
/] Tip: To cancel a screen clipping, press the <Esc>
when the screen clipping screen is active.

Figure 7-3: A Screen clipping in progress.
5. Click and drag the cursor around the area you want to
clip, and then release it.

The screen clipping is inserted into the document.

The Richard Stockton College of New Jersey 124



Working with Shapes and Pictures

Inserting Pictures and
Graphics Files

In addition to inserting clip art into a document, you can
also insert pictures or graphics that you have on file—
such as pictures uploaded from a digital camera or
graphics created in another program.

1. Click the INSERT tab on the Ribbon and click the
Pictures button in the Illustrations group.

The Insert Picture dialog box appears.
2. Navigate to the file you want to insert.

3. Click the name of the file that you want to insert and
click Insert.

The picture is inserted into the document as ‘In line
with text’, and the FORMAT contextual tab appears
on the Ribbon under PICTURE TOOLS.

9 Tips:

v' If you don’t want the picture to appear ‘In line with

[ Exercise
» Exercise File: American History7-3docx,
Philadelphia.jpg

» Exercise: Insert the Philadelphia.jpg image located in the
Practice folder under the last paragraph on page 4.

Table 7-1: Supported Graphics File Formats

Graphics Interchange Format .gif, .gfa

JPEG File Interchange
Format

Jpeg, .jpg, -jfif, jpe

Microsoft Windows Bitmap .bmp, .1le, .dib
Portable Network Graphics .png

Tagged Image File Format tiff
Microsoft Windows Metafile .emf, .wmf

Computer Graphics Metafile .cgm

X R .. L Macintosh PICT .pct
text’, you’ll need to adjust its text wrapping in the
Arrange group. WordPerfect Graphics .Wpg
v To insert more than one picture or graphics file at a Encapsulated PostScript -Cps
time, press and hold down the <Ctrl> key as you
click each file in the Insert Picture dialog box.
PICTURE TOOLS
FORMAT
r Corrections~ [, Compress Pictures — == L? picture Border - = LringForward + [ Align [T amfisp -
PE‘;e Color - £ Change Picture : ol ||l : : : m - | & Picture Effects - [ Send Backward ~ i s :

Background [E3] Artistic Effects = “L] Reset Picture -

Adjust Picture Styles

- Position Wrap Crop = N
=] BL Picture Layout~ + Text- OliSelectionPane  “hRotate~ o |28

[F] Arrange Size [F]

Figure 7-4: When a graphic is inserted, the Format contextual tab appears on the Ribbon by default. These commands allow

you to work with and format the selected picture.
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Removing a Picture’s [ Exercise
BaCkg rou nd + Exercise File: American History7-4.docx

» Exercise: Remove the background from the image on

Word 2013 now has the ability to remove backgrounds
page 2. Refine as necessary.

from pictures and graphics.

1. Double-click the picture or graphic from which you @ ‘ T
want to remove the background. =T B i
The FORMAT tab appears on the Ribbon under awigoms
PICTURE TOOLS. ;

Black Hills, South Dakota

The American West

2. Click the FORMAT tab, and select the Remove
Background button in the Adjust group.

e Mount Rushmore
The BACKGROUND REMOVAL program tab o Badlands

appears on the Ribbon and the area that will be * Needles Highway
removed from the picture or graphic appears in » Cigterstat Park

purple.

Welcome to the Black Hills and Black Hills Tourist Info web site, your complete guide to vacationing in
the beautiful Black Hills of South Dakota! Your travel and vacation plans come alive when you enter the
majestic Black Hills with its numerous attractions, incluc ainment, dining, motels, shopping,

3. Click and drag the sizing handles of the inlaid e
rectangle around the area you want to keep.

e

The area identified as the background changes. % 2 — B
It is unlikely that Word will get it exactly right, so I noe-
. Background Astistic Effect
you will have to refine the areas to be kept and 3 s
removed.
. Black Hills, South Dakota
4. Click Mark Areas to Keep button or the Mark The Afnerican West
Areas to Remove button in the Refine group.
* Mount Rushmore
The cursor changes to a pencil. * Badlands
o Needles Highway
. . e Custer State Park
5. Click the drag the mouse over the areas of the image
that you want to keep or remove. v oo . : —_
Welcome to the Black Hills and Black Hills Tourist Info web site, your complete guide to vacationing in
. . . the beautiful Black Hills of South Dakota! Your travel and vacation plans come alive when you enter the
A line is drawn across the area. It changes depending i - i —

on whether you want to keep it or not.

FIERCE
6 oME s DEsn

To remove a mark, click the Delete Mark button in T S
the Refine group and click on the mark you want to ;

delete. - e

- Send Backward +
emave

The mark is removed.
Black Hills, South Dakota

The American West

7. When you are finished, click the Keep Changes

button in the Close group. { * MountRushmore T :
* Badlands B Y
The background is removed and Word returns to Print o Needles Highway
Layout view. K * Custer State Park
a Tip: TO return the image to ltS Origina] Statea . Welcome to the Black Hills and Black Hills Tourist Info web site, your complete guide to vacationing in

the beautiful Black Hills of South Dakota! Your travel and vacation plans come alive when you enter the

double-click the image, click the Remove
Background button and click Discard All T LT
Changes.

/] Tip:

Figure 7-5: Removing the background from a picture.
v Try experimenting with different styles or fills to

replace the removed background.
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Altering the Look of Pictures
and Graphics

Word 2013 has greatly expanded the user’s ability to alter
the appearance of pictures and graphics. Now you can
easily sharpen or soften an image, change brightness and
contrast, adjust coloring, and apply artistic effects.

Apply corrections
Corrections that can be applied include sharpening or
softening, and adjusting the brightness and contrast.

1. Double-click the picture or graphic to which you
want to apply corrections.
The FORMAT tab appears on the Ribbon under
PICTURE TOOLS.

2. Click the FORMAT tab and then select the
Corrections button in the Adjust group.

A gallery of corrections options appears.

3. Select a correction option from the gallery.
The picture or graphic corrected accordingly.

/] Tip: To preview how the correction will change
your picture or graphic, briefly hold the mouse
over the correction option.

Adjust color
When you adjust color, you can change the color
saturation, color tone, or simply re-color the image.

1. Double-click the picture or graphic for which you
want to adjust color.
The FORMAT tab appears on the Ribbon under
PICTURE TOOLS.

2. Click the FORMAT tab and select the Color button
in the Adjust group.
A gallery of color options appears.

3. Select a color option from the gallery.
The picture or graphic is re-colored accordingly.

/] Tip: To preview how the color adjustment will
change your picture or graphic, briefly hold the
mouse over the color option

Apply artistic effects
Perhaps the most interesting new feature for image
adjustment is the ability to apply artistic effects. You can

[ Exercise

» Exercise File: American History7-5.docx

» Exercise: Apply the Temperature: 8800K Color Tone to
the picture on page 2.

Apply the Marker artistic effect.

Black Hills, South Dakota

= ) The American West
m A} t Rushmore

- B3
| 50 s
es Highway
o Custer State Park

Visit the awe-Inspiring Mount Rushmore or view the magnificent carving of Crazy Horse. Take
through Custer State Park, in the heart of the Black Hills (where the buffalo roam). Or experie

Figure 7-6: The Corrections gallery.

@ e
'.:v_ Qe g 75 ‘n‘ “
‘B & S O R
- - E - - - - Hills, South Dakota
B S m -'he American West
3+ B B i s v v |

'\xl\
M
v

Visit the awe-inspiring Mount Rushmore or view the magnificent carving of Crazy Horse. Take a ti
through Custer State Park, In the heart of the Black Hills (where the buffalo roam). Or experlence

Figure 7-7: The Color gallery.
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make your picture or graphic appear as if it was painted or
drawn with the click of a button.

1. Double-click the picture or graphic to which you
want to apply an artistic effect.

The FORMAT tab appears on the Ribbon under
PICTURE TOOLS.

2. Click the FORMAT tab, then select the Artistic
Effects button in the Adjust group.

A gallery of artistic effects appears.

3. Select an artistic effect from the gallery. Black Hills, South Dakota

The American West

The artistic effect is applied accordingly.

] unt Rushmore
/] Tip: To preview how the artistic effect will Al s -
change your picture or graphic, briefly hold the ® Neadies Highueny

e Custer State Park
mouse over the effect.

Visit the awe-inspiring Mount Rushmore or view the magnificent carving of Crazy Horse. Take a t
through Custer State Park, in the heart of the Black Hills (where the buffalo roam). Or experience

Figure 7-8: The Artistic Effects gallery.
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Formatting Pictures or
Graphics

Word comes with several features that allow you to alter a
picture or graphics file once it has been inserted.

Crop a picture or graphic

When you crop a picture or graphic, you trim its
horizontal and vertical sides. Cropping is useful when you
only want to include a portion of a picture or graphic.

1. Double-click the picture or graphic that you want to
crop.

The FORMAT contextual tab appears on the Ribbon
under PICTURE TOOLS.

2. Click the FORMAT tab, then select the Crop button
list arrow in the Size group.

A list of options appear. See Table 7-2: Cropping
Options, for a description of each option.

3. Click Crop.

4. Click and drag the picture or graphic’s cropping
handles.

Word crops the picture or graphics.

/] Tip: To crop all four sides of a picture or graphic
at once while maintaining the graphic’s
proportions, press and hold down the <Ctrl> key
as you drag the mouse.

5. Click the Crop button in the Size group once again to
turn off the cropping tool.

The image is cropped.

Change the visual style of a picture or
graphic

Changing the visual style of a picture or graphic changes
how it appears on the page.

1. Double-click the picture or graphic that you want to
adjust.

The FORMAT contextual tab appears on the Ribbon
under PICTURE TOOLS.

2. Click the FORMAT tab, then select a Picture Style
from the Picture Styles Gallery in the Picture Styles
group.

@ Tip: To view all the available styles, click the

More button () in the Picture Styles group. The
style is applied to the picture or graphic.

[ Exercise
» Exercise File: American History7-6.docx

» Exercise: Crop the picture on page 4.
Apply the Rotated, White picture style to the image.

) gl

Crop £ 238"

Size r

Figure 7-9: The Size group on the FORMAT tab.

Table 7-2: Cropping Options

Crops your graphic to fit inside a
shape selected from the gallery.

Crop to Shape

Crops your picture or graphic
according to an aspect ratio.

Aspect Ration

Fill Resizes the picture so that the entire
picture area is filled while keeping the
aspect ratio. Use when enlarging an
image.

Fit Resizes the picture so that the entire
picture area is filled while keeping the
aspect ratio. Use when shrinking an
image.

Black |
Tie mimercan vest

Mount Rushmore =

.

¢ Badlands *ﬂ
L Ay

. i

Needles Highway

Custer State Park

Welcome to the Black Hills and Black Hills Tourist Info web site, your complete guide to vacationir
the beautiful Black Hills of South Dakota! Your travel and vacation plans come alive when you ent
majestic Black Hills with its numerous attractions, including entertainment, dining, motels, shopp
camping, Deadwood gambling, Sturgis camping and bike rally.

Visit the awe-Inspiring Mount Rushmere or view the magnificent carving of Crazy Horse. Take a tr
through Custer State Park, in the heart of the Black Hills (where the buffalo roam). Or experience

Figure 7-10: The Picture Styles gallery.
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Inserting Shapes

Word 2013 comes with an extensive set of ready-made
shapes, called AutoShapes that you can use to easily draw
shapes on your documents. The Shapes gallery contains
over a hundred common shapes and lines, such as stars,
arrows, and speech balloons.

Draw a shape
To insert a shape into a document, draw it.

1. Click the INSERT tab on the Ribbon and click the
Shapes button in the Illustrations group.

The AutoShapes gallery appears.

2. Click the shape you want to insert.

The arrow pointer changes to a crosshair.

3. Click and drag on the page or drawing canvas until
the shape reaches the desired size.

@ Tip: To draw a straight line, perfect square or
circle, or to constrain the dimensions of other
shapes, press and hold down the <Shift> key as
you drag.

4. Release the mouse button.

The shape is inserted and the FORMAT contextual
tab appears on the Ribbon under DRAWING
TOOLS.

Adjust a shape

You can adjust the most prominent feature of a shape—
such as the point on an arrow or the spikes on a star—by
using its adjustment handle.

1. Click the shape you want to adjust.

2. Click and drag the shape’s adjustment handle (&),
and release the mouse button when you’re finished.
The shape is adjusted.

@ Tip: Some shapes have more than one adjustment

handle, while others don’t have any at all.

Add text to a shape

Adding text to a shape is extremely easy.

e  Click the shape you want to add to and start typing.

Other Ways to Add Text to a Shape:
Right-click the shape you want to add text to,
select Add text from the contextual menu, and
type your text.

[ Exercise

» Exercise File: American History7-7.docx

+ Exercise: Insert a 16-point star over the Statue of Liberty
image and adjust so that the points are longer.

Table 7-3: AutoShape Categories

Lines Straight lines, curved lines, scribbled
lines, arrows, and free form drawing
shapes.

Basic Shapes Squares, rectangles, triangles, circles,

pentagons, and more.

Block Arrows Arrows that point up, down, left, and
right.

Flowchart Basic shapes used to create
flowcharts.

Callouts Text box shapes that point to and

describe something.

Stars and Banners  Shapes that boldly announce
something.

Ty,
D

Figure 7-11: Click and drag to create an AutoShape.

Figure 7-12: Click and drag the adjustment handle
to change the AutoShape.

The Richard Stockton College of New Jersey 130



Working with Shapes and Pictures

Formatting Shapes

The first thing you’ll probably want to do after inserting a
shape is change its fill and outline color. This lesson will
show you how to format a shape.

Change the fill color of a shape
You can add, adjust, or remove the fill color of the shapes
you create in Word.

1. Double-click the shape whose fill color you wish to
change.

The FORMAT tab appears on the Ribbon under
DRAWING TOOLS.

2. Click the FORMAT tab, then select the Shape Fill
button list arrow in the Shape Styles group.

The Shape Fill menu appears. You have several
options to choose from. See Table 7-4: Shape Fill
Options.

3. Select an option from the menu.

Other Ways to Change the Fill Color of a
Shape:

Right-click the shape and select Format Shape
from the contextual menu. Click the Fill tab,

select your options, and click Close when you’re
finished.

Change the outline of a shape
You can add an outline to shapes or adjust or remove an
existing outline.

1. Double-click the shape whose outline you wish to
change.

The FORMAT tab appears on the Ribbon under
DRAWING TOOLS.

2. Click the FORMAT tab, then select the Shape
Outline button in the Shape Styles group.

The Shape Outline menu appears. You have several
options to choose from. See Table 7-5: Shape
QOutline Menu.

3. Select an option from the menu.

Other Ways to Change the Outline of a Shape:
Right-click the shape and select Format Shape
from the contextual menu. Click the Line Color
tab to add a line, click the Line Style tab to select
your options, and click Close when you’re
finished.

[ Exercise

» Exercise File: American History7-8.docx

» Exercise: Apply a yellow fill color to the star shape on
page 3.
Then apply a thick, orange outline color to the shape.

Table 7-4: Shape Fill Options

Theme Select a fill color from the
Colors colors in the current theme.

Standard Select a fill color from one of
Colors the 10 standard colors.

No Fill Removes the fill color.

More Fill Select a fill color from one of

Colors the thousands of colors in the
Colors dialog box.
Picture Fills the shape with a graphic

you have on file.

Gradient Color gradually changes from
one color to another.

NN

Texture Fills the shape with a texture.

+| 22 ShapeFill -
s Shape Outline -

4

Shape Styles T

ME" Shape Effects -

Figure 7-13: The Shape Styles group.

Table 7-5: Shape Outline Menu

Theme Select an outline color from the
Colors colors in the current theme.

Standard  Select an outline color from

Colors one of the 10 standard colors.
No Removes the outline.

Outline

More Select an outline color from
Outline one of the thousands of colors
Colors in the Colors dialog box.

Weight Changes the thickness of an
outline.

Dashes Changes the look of the
outline.

Arrows Changes the look of an arrow ° ,
shape.
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Change the visual style of a shape

Changing the visual style of a shape is an easy way to
spice up its appearance. A visual style is a set of different
formatting commands that can be applied to a shape in
one single step.

1. Double-click the shape that you want to change.

The FORMAT tab appears on the Ribbon under
DRAWING TOOLS.

2. Select the FORMAT tab, then select a style from the
Shape Style Gallery in the Shape Styles group.

9 Tip: To view all the available styles, click the
More button (7)) in the Shape Styles group to
display the Styles gallery.

The visual style is applied to the shape.
@ Tip:

v’ The colors of the Shape Style options change with the
document theme and/or theme color.

o o
|Ab|:| Abc| Abc Abc |Abc|‘Abc|

Sl Sl I
e e e R -
() (e (me m) s ] ]

Other Theme Fills »

Figure 7-14: The colors available in the Shape
Style gallery change with the Theme color.
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Resizing, Moving, Copying,
and Deleting Objects

More often than not, the objects that you insert into your
documents will need to be modified in order to coincide
with the other elements in a document. This lesson will
show you how to resize, move, copy, and delete the
shapes and graphics in your documents.

Resize an object

Make an object larger or smaller by resizing it.

1. Click the object to select it.

Sizing handles appear around the object once it is
selected. You can use these sizing handles to change
the size and proportions of the selected object.

2. Click and drag one of the object’s sizing handles.

@ Tip: To maintain the object’s proportions while
resizing, hold down the <Shift> key as you drag.

3. Release the mouse button.

Move an object

By simply clicking and dragging with the mouse, you can
move an object to a new location on the page.

1. Click and drag the object to a new location.

2. Release the mouse button when the object is
positioned where you want it.

Copy an object
You can also copy an object by clicking and dragging.

1. Press and hold down the <Ctrl> key, and click and
drag the object to a new location.

2. Release the mouse button, and then release the key.

Delete an object

If you decide you don’t want an object, delete it.

e Select the object that you want to delete and press the
<Delete> key.

The object is removed from the document.

[ Exercise

» Exercise File: American History7-9.docx

» Exercise: Enlarge the Mount Rushmore image on page
2.

Then, make a duplicate of the cowboy hat image on page
5 and delete the duplicate image.

Figure 7-15: To resize an object, click one of its
sizing handles and drag to the new size.
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Positioning Objects

Whenever you insert a graphic into a document, it is
inserted In line with text by default. This means that the
text in the document moves in order to accommodate the
graphic. This lesson will show you how to adjust text
wrapping and how to use the grid to position objects.

Adjust text wrapping
To adjust how text reacts to the objects in your
documents, change the object’s text wrapping.

1. Double-click the object whose text wrapping you
wish to adjust.

The FORMAT tab appears on the Ribbon.

2. Click the Wrap Text button in the Arrange group.

A list of text wrapping styles appears. See Table 7-6:
Text Wrapping Styles table for a description of each
style.

3. Select a text wrapping style from the list.
The text wrapping style is applied to the image.

Other Ways to Adjust Text Wrapping:
Right-click the image, point to Wrap Text in the
contextual menu, and select an option from the
submenu.

Display/hide the grid

Just like the graph paper you used to use in geometry
class, the grid consists of horizontal and vertical lines that
help you draw and position objects.

1. Click the VIEW tab on the Ribbon.

2. Click the Gridlines check box in the Show group.
Horizontal and vertical gridlines appear on the page.

@ Tip:

v Gridlines do NOT appear in the printed document.

Adjust grid settings

To adjust grid settings, such as how much space appears
between gridlines, open the Drawing Grid dialog box.

1. Click the FORMAT tab on the Ribbon.

(/] Tip: If the FORMAT tab isn’t displayed on the
Ribbon, double-click an object in the document to
display it.

[ Exercise

» Exercise File: American History7-10.docx

» Exercise: Change the text wrapping style of the
lighthouse image on page 6 to “Tight”.

Display the grid, then turn off the Snap to Grid feature.
Hide the grid.

Table 7-6: Text Wrapping Styles

This places the object at the insertion

— g‘l tI;lme point in a line of text in the document.
e Text The object remains on the same layer
as the text. This is the default setting.
N Wraps text around all sides of the
& T Square square bounding box for the selected
— object.
— Wraps text tightly around the edges of
™ Tight the actual image (instead of wrapping
— around the object's bounding box).
— Similar to the Tight option, this option
E Through wraps text throughout the image.
=——  Topand Wraps text around the top and bottom
Fa B It)t of the object, leaving the area to the
—_— ottom right and left of the object clear.
=——  Behind This removes text wrapping and puts
=—= T:xtm the object behind text in the document.

The object floats on its own layer.

This removes text wrapping and places
In Front the object in front of text in the
of Text document. The object floats on its own
layer.

The Pacific Coast
Majestic Natural Beauty

e Olympic National Park (WA)
o Crater Lake National Park (OR)
* Yosemite National Park (CA)

Olympic National Park
o twio mites of Olympid's PAcifit copstiing are alike. From baathes (that might be sandy, rocky, ar

haulderstrewn) tolcliffs alinsing intn the sea vali'll find it camewhere alene Divmnic's 72 miles af

Figure 7-16: The page with the grid displayed.
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2. Click the Align button in the Arrange group and
select Grid Settings from the list.

The Drawing Grid dialog box appears.
3. Make your adjustments and click OK when you’re
finished.

Turn on/off the Snap to Grid feature

The Snap to Grid feature causes objects to “snap” to the
nearest gridline when you move them around in your
documents. This can be convenient or extremely
inconvenient depending on your personal preferences.
The Snap to Grid feature is turned off by default in Word
2013, but you can easily turn it on.

1. Click the FORMAT tab on the Ribbon.

/] Tip: If the FORMAT tab isn’t displayed on the
Ribbon, double-click an object in the document to
display it.

2. Click the Align button in the Arrange group and
select Grid Settings from the menu.

The Grid and Guides dialog box appears.

3. Click the Snap objects to grid check box.

/] Tip: To set this as the default setting, click the Set
as Default button in the Grid and Guides dialog
box.

4. Click OK.

5 Bing Forard -

— i 0 Send Backward - :'—E'z Group =
Position Wrap .
- Test = k Rotate -

Arrange

Figure 7-17: Click the Align button in the Arrange
group to align objects and adjust grid settings.

Grid and Guides ?

Alignment Guides
[ Bispiay alignment guides:
/| Page guides
/| Margin guides
+| Paragraph guides
Object Snapping
Snap objects to other objects

Grid settings
Horizontal spacing: 0137
Vertical spacing: 0137

Grid origin
Use margins

Horizontal origin: 1
Wertical origin: 1
Show grid
Display gridlines on screen
Vertical every: 1
Horizontal every: 1

I:‘ Snap objects to grid when the gridlines are not displayed

Set As Default Cancel

Figure 7-18: Adjust grid settings in
the Grid and Guides dialog box.
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Applying Special Effects

You can apply special effects such as reflection, glow, and
3-D rotation to clip art, shapes, and pictures.

1. Select the picture or shape that you want to apply
special effects to.

The FORMAT tab appears on the Ribbon under
PICTURE TOOLS or DRAWING TOOLS.

2. Depending on the object, click the Picture Effects
button in the Picture Styles group or the Shape
Effects in the Shape Styles group.

A list of different types of effects appears.

3. Point to the type of effect that you want to use, then
select an option from the submenu.
The special effect is applied to the picture.

/] Tip: To preview how a special effect will change
your image or object, point to different effects in
the gallery before clicking them to select.

[ Exercise

» Exercise File: American History7-11.docx

» Exercise: Apply a glow effect to the first rectangle
shape on page 5.

Apply the special effect of your choice to the second and
third rectangle shapes.

= o
| shadow
= feteci
Fres ..
Birt
X == SoftEdges
o Independence Nati¢ . =
= e
o Franklin Court =

o Independence Hall
e Liberty Bell

Dining

Figure 7-19: The Picture Effects gallery.

Table 7-7: Special effects

Shadow

Preset

Reflection
! Glow

Soft Edges Bevel

3-D Rotation
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Grouping Objects

It is often easier to work with a single object than it is to
work with several smaller objects. A group is a collection
of objects that Word treats as a single object.

Select multiple objects
Before you can work with multiple objects, you must
select them.

e  Press and hold down the <Shift> or <Ctrl> key as
you click each object that you want to select.

Group objects

By grouping several objects together you can format an
entire group of objects rather than formatting each object
individually.

1. Select the objects that you want to group and click
the FORMAT tab on the Ribbon.

2. Click the Group button in the Arrange group and
select Group from the list.

Other Ways to Group Objects:

Select the objects that you want to group. Then,
right-click one of the selected objects, point to
Group in the contextual menu, and select Group.

Ungroup objects
If you need to make changes to an object that is part of a
group, you’ll need to ungroup the objects first.

1. Select the group of objects that you want to ungroup
and click the FORMAT tab on the Ribbon.

2. Click the Group button in the Arrange group, and
select Ungroup from the menu.

The selected objects are ungrouped. Now you can
work with each object individually.

Other Ways to Ungroup Objects:
Right-click the group, point to Group in the
contextual menu, and select Ungroup from the
submenu.

[ Exercise

» Exercise File: American History7-12.docx

» Exercise: Group the rectangles and arrows on page 5.

Then, ungroup the objects.

down the <Shift> key as you click

[
| Select multiple objects by holding
| each object...

IL|_
v |

4 e
e 3

Figure 7-20: Selecting multiple objects in a
document.

...or by drawing a box
around the objects you
want to select.

Spanish si [:.;." &' E’

|
| " Style  Fill OQutline
| I JI. |’

Mexicans db Cut
‘,- By Copy

=

1 Uy Paste Options:

: Texas Re ==a %4 |

- 8] Group > I8 Group
T, Bring tlc:/\\’F[c:nt »
%% Send to Back »
Insert Caption...

e romance of the = Wrap Tet N

> stomp your feet T More Layout Options...

Ik, come experient _
%4 Format Object...

slorful cities!

Figure 7-21: You can also use the contextual
menu to group and ungroup objects.
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Aligning and Distributing
Objects

Align objects

Documents that have pictures and graphic scattered
randomly about them look terrible. This lesson will show
you how to use the Align and Distribute features to
organize the objects in your document. The Align
command aligns objects relative to one another.

1. Select the objects that you want to align.

2. Click the FORMAT tab on the Ribbon and click the
Align button in the Arrange group.

A list of alignment options appears.

3. Select an alignment option from the menu.

The selected objects are aligned accordingly.

Distribute objects
The Distribute command spaces objects evenly.

1. Select the objects that you want to distribute.

2. Click the FORMAT contextual tab on the Ribbon
and click the Align button in the Arrange group.

You can distribute objects vertically or horizontally.

3. Select a distribution option from the list.

The selected objects are distributed accordingly.

[ Exercise

» Exercise File: American History7-13.docx.

» Exercise: Align the Legislative, Executive, and Judicial
images on page 7 with the bottom-most image. Then,
distribute the objects horizontally.

rosoft Word Preview PICTURE TOOLS 7 = -
WAILNGS — REVIEW  VIEW FORMAT

= ad an

Picture Styles
1

Washington, D.C.

The Branches of Government

Legislative Executive

[ E——

Figure 7-22: The selected objects are aligned so that the
top edges are even.

Figure 7-23: The selected images are distributed
horizontally.
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Flipping and Rotating Objects

Flip an object

When you flip an object, you create a mirror image of it.
Word allows you to flip an object horizontally or
vertically.

1. Select the object that you want to flip.

2. Click the FORMAT tab on the Ribbon, then select
the Rotate button in the Arrange group.

3. Select Flip Vertical or Flip Horizontal from the list.
The object is flipped accordingly.

Rotate an object

When you rotate an object, you turn it around its center.
You can rotate objects in 90-degree increments or you can
use the rotation handle to rotate an object manually.

1. Select the object that you want to rotate.

A rotation handle appears.

2. Click and drag the object’s rotation handle.
Word rotates the selected object.

Other Ways to Rotate an Object:

Double-click the object that you want to rotate,
click the Rotate button in the Arrange group and
select Rotate Right 90° or Rotate Left 90° from
the list.

Rotate an object with greater precision

Using an object’s rotation handle is the fastest and easiest
way to rotate an object, but you can rotate an object with
greater precision using a dialog box.

1. Double-click the object that you want to rotate.
The FORMAT contextual tab appears on the Ribbon.

2. Click the FORMAT tab, then select the Rotate
button in the Arrange group and select More
Rotation Options from the list.

A dialog box appears, offering rotation options
relative to the type of object that is selected.

3. In the Rotate box, enter the number of degrees that
you want to rotate the object.

4. Click OK to close the dialog box.

The object is rotated accordingly.

[ Exercise

» Exercise File: American History7-14.docx

» Exercise: Flip the upward-pointing arrow shape on page
5, so that it faces downward. Then, rotate the second arrow
shape so that it faces downward as well.

.1Ering Forward - |: Align -~

0 Send Backward ~ E-E'l: Group -

Position Wrap \
“k Rotate -

- Text -
Arrange

Figure 7-24: The Rotate button in the Arrange group.

Table 7-8: Flip and Rotate Commands

d 7)

Original Picture Rl

Free Rotate

“k  Rotate Right i: Rotate Left

b e

™ [Flip Vertical 4 Flip Horizontal

Format Picture ?

=" | Layout | Picture | Text Box | AltText

Colors and Lines

Height
(® Absolute  |0.3°

ar| [

Relative relative to | Page
Width
(® Absolute |0.6"

Relative

k|4

relative to | Page
Rotate

Raotation: o ~
Scale

Height: 44 % = Width: 54 % o

Lock aspect ratio

Relative to original picture size

Qriginal size
Height: 0.69° ‘Width: 111"

Reset

Figure 7-25: The Layout dialog box.
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Layering Objects

How can you make sure one object on a page appears in
front or in back of another object? Word solves this
problem by layering objects, like a stack of papers.
There are four layering commands in Microsoft Word:

e Bring to Front: You can choose to Bring to Front,
Bring Forward, or Bring in Front of Text with this
command.

e Send to Back: You can choose to Send to the Back,
Send Backward, or Send in Behind Text with this
command.

e Bring Forward: Brings the selected object up one

layer.

¢ Send Backward: Sends the selected object down one
layer.

9 Tip:

v' By default, the first object that you insert in a
document is assigned to the bottom layer of the page.
Each object that you insert thereafter is assigned one
level above, and so on. The final object that you
insert will appear on the topmost layer.

1. Select the object that you want to layer.
The FORMAT contextual tab appears on the Ribbon.

2. Click the FORMAT tab, then select the Bring
Forward or Send Backward button in the Arrange
group, or click the Bring Forward or Send
Backward button list arrow and select an option
from the list.

The object is layered accordingly.

Other Ways to Layer an Object:

Right-click the object that you want to layer, point
to Bring to Front or Send to Back in the
contextual menu, and select an option from the
submenu.

[ Exercise

» Exercise File: American History7-15.docx

» Exercise: Move the star shape behind the Statue of
Liberty on page 3.

Layered objects, as

Layered objects are
simply stacked on top
of one another, like
sheets of paper.

Figure 7-26: Layered objects.

Figure 7-27: Layering allows you to stack
objects on top of each other.

they appear onscreen.
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Inserting a Text Box

A text box is a special type of drawing object that lets you
insert and position text anywhere in a document.

Insert a built-in text box
1. Click the INSERT tab on the Ribbon and click the

Text Box button in the Text group.

A list of built-in text box options appears.
2. Select a built-in text box to insert in the document.

Create a text box
You don’t have to use one of Word’s built-in text boxes;
you can create your own.

1. Click the INSERT tab on the Ribbon and click the
Text Box button in the Text group.

2. Select Draw Text Box from the list.
The arrow pointer changes to a crosshair, indicating

you can draw the text box.

3. Click and drag on the page, until the text box reaches
the desired size.

4. Click in the text box and type your text.

Link text boxes

Linking text boxes allows text to flow between them. For
example, you could make the text of an article flow
through several text boxes.

1. Enter text into a text box and select the text box.

In order to link the text box to a new one, there has to
be more text in the text box than can be shown.

2. Under DRAWING TOOLS, click the FORMAT tab
and click the Create Link button in the Text group.

The cursor changes into a pitcher full of letters@.

The pitcher will change to indicate it is ready to
“pour” text into a text box.

3. Place the pitcher over an empty text box and click.

/] Tip:

v Formatting a text box is similar to formatting a shape.

You can also format the text in a text box just as you
would any other text.

[ Exercise

» Exercise File: American History7-16.docx

» Exercise: Use a text box underneath the Judicial image
(the courthouse image on the right) on page 7 to insert a
“Judicial” label under the image.

Center the text, and remove the text box border.

[Grab your reader’s attention with a
great quote from the document or

use this space to emphasize a key i
point. To place this text box anywhere
on the page, just drag it.] '

Figure 7-28: This is an example of a built-in text box.

| Type in the text
‘ box.|

Figure 7-29: Click and drag to create the text box. Then
enter text in the text box and format as necessary.

o,

| boxes allows

| Linking text| E

1. Click the Create Link button when the text box with
overflow text is selected. Place the pitcher full of letters
over the empty text box.

Linking text you could make
boxes allows the text of an
text to flow article flow

between them. through several

For example, text boxes.

2. The text boxes are linked and the text flows between them.

Figure 7-30: Linking text boxes.
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Review

Quiz Questions

18.  Which tab on the Ribbon is the Clip Art button located?
A. Tllustrations
B. Insert
C. Design
D. Home

19. To insert a screenshot of a program window, you must ensure that the window is NOT minimized to the Windows
taskbar. (True or False?)

20. Whenever a picture or graphics file has been inserted, the contextual tab appears on the Ribbon by default.
A. Graphics
B. Picture
C. Format
D. Insert

21. When using the Remove Background tool, how can you refine the area that will be removed?
A. By simply clicking the areas you wish to keep.
B. By using the Mark Areas to Keep and Mark Areas to eemove commands.
C. By using the Paintbrush tool and using a color that matches your slide’s background.
D. By doing nothing; you cannot refine the area to be removed.

22.  Which picture tool would you use in order to adjust the brightness and contrast of a picture?
A. Artistic Effects
B. Color
C. Change Picture
D. Corrections

23.  The cropping tool is NOT useful in which of the following situations:
A. When you want to change the color of a picture or graphic.
B. When you only want to include a portion of a graphic—for example, a person’s face instead of their entire body.
C. When you want to trim the edges of a picture.
D. When you want to remove a portion of a picture or graphic.

24.  What is an adjustment handle used for?
A. To adjust the size of the shape.
B. To move the shape to a new location.
C. To adjust the color of the shape.
D. To adjust a shape's most prominent feature, such as the point on an arrow or the spikes on a star.
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25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

In Word, what does the term ‘weight’ mean?
A. The color of a line.
B. The thickness of a line
C. How heavy your computer is.
D. The style of a line.

A visual style is a set of different formatting commands that can be applied to a shape in one single step. (True or

False?)

What happens if you hold down the <Shift> key as you click and drag an object's sizing handles?
A. Word copies the object.
B. Word moves the object.
C. Word maintains the object's proportions as it resizes the object.
D. Word changes the color of the object.

Gridlines do NOT appear in the printed document. (True or False?)

Text wrapping refers to the way objects interact with the text on a page. (True or False?)

Which of the following is NOT a type of special effect in Word 2013?
A. Reflection
B. Glow
C. Morph
D. Bevel

Which of the following is the correct way to select more than one object in a document?
A. Click the Format contextual tab on the Ribbon and click the Select Object button in the Arrange group.
B. Hold down the <Ctrl> key as you click each object.
C. Hold down the <Shift> key as you click each object.
D. You can only select one object at a time in Word 2013.

You cannot make changes to an individual object when it is grouped. (True or False?)

To rotate an object with more precision, use:
A. a dialog box.
B. the Ribbon.
C. the rotation handle.
D. the contextual menu.

Which of the following is NOT a layering command in Word?
A. Send to Back
B. Send to Middle
C. Bring to Front
D. Bring Forward

Text boxes are the only objects that permit you to add text. (True or False?)

Word includes built-in text boxes that you can insert into your documents. (True or False?)
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Quiz Answers

L

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

20.

B. The Clip Art button is located in the Illustrations group on the Insert tab.
True. To insert a screenshot of another program window, it must NOT be minimized to the Windows taskbar.

C. Whenever a picture or graphics file has been inserted into a document, the Format contextual tab appears on the
Ribbon under Picture Tools.

B. By using the Mark Areas to Keep and Mark Areas to Remove commands you can refine the area to be removed
from the picture or graphic.

D. The Corrections command not only allows you to adjust the brightness and contrast of an image, but you can also
sharpen and soften an image.

A. The cropping tool is not useful when it comes to changing the color of a picture or graphic.

D. An adjustment handle is used to adjust a shape's most prominent feature, such as the point on an arrow or the spikes
on a star.

B. In Word, the term ‘weight’ refers to the thickness of a shape's outline.

True. A visual style is a set of different formatting commands that can be applied to a shape in one single step.

C. Holding down the <Shift> key as you click and drag an object's sizing handles maintains the object's proportions.
True. Gridlines do not appear in the printed document.

True. Text wrapping refers to the way objects interact with the text on a page.

C. Morph is not a type of special effect in Word 2013.

C. The correct way to select more than one object on a slide is to hold down the <Shift> key as you click each object.
True. In order to make changes to an object that is part of a group, you need to ungroup the object first.

A. To rotate an object with greater precision, use a dialog box.

B. Send to Middle is not a layering command in Word.

False. You can add text to any drawing object—simply right-click the object and select Add Text from the contextual
menu.

True. Rather than formatting the text box and text on your own, choose a built-in option.
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Edit text....ccooeii 149
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Apply text effects ..o 151
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Edit text in a SmartArt graphic............... 152
Add a picture to a SmartArt graphic ...... 153

Working with SmartArt Elements................... 154
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Formatting SmartArt ..................ccoeeiiinne 156
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Change style.......cccccooviieiiiiiiiiiee, 156
Discard formatting changes................... 157

InsertingaChart.................ccoooveniiiiiee, 158
Insertachart.........cccooeiiiiiiiis 158
Insertchartdata..........ccccooiiis 158

FormattingaChart .....................coc 160
Change chart layout ............ccccceerinnnnen 160
Change chart style..........cccccceeeeeiiinnnee, 160
Resize achart........ccooiiiieiiiiiee. 161

Working with Labels....................cccooie 162
Insert or modify a label .......................... 162

Word processors have come a long, long
way since their introduction more than
twenty years ago. Older word processors
were just a little better than typewriters
and could only create simple letters,
reports, and memos. Today, people
routinely use the advanced text and
graphic capabilities of modern word
processors to create beautiful newsletters,
brochures, and catalogs—tasks that would
have seemed impossible fifteen years ago.
This chapter explains how you can
incorporate three types of objects into
your documents to give them pizzazz and
present information in an organized
manner.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

e Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

e Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Formatting Chart Elements ........................... 163
Format a chartelement ......................... 163
Delete a chartelement ...............cc..... 163
Using Chart Templates....................ooevvvnnennnn. 165
Save a chart as a chart template........... 165
Changing Chart Type ............ccocceeiviiiiiniienne 166
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Inserting WordArt

WordArt is a fast and easy way to add dramatic and
colorful effects to text in your documents.

Insert WordArt
Inserting Word Art is like inserting any other text box into
your document, but with some additional formatting.

1. Place the insertion point where you wish to insert the
WordArt.

2. Click the INSERT tab on the Ribbon and click the
WordArt button in the Text group.

The WordArt gallery appears.

3. Select a WordArt style from the gallery.
A text box appears.

4. Type the text you want to appear in the WordArt.
The WordArt is inserted in the document.

0o Trap: If you view a document with 2013 WordArt
in a previous version of Office, the WordArt text
will appear but all text effects will be removed.

Position WordArt
You can reposition the WordArt you insert, wherever you
want.

1. Click and drag the inserted WordArt object to a new
location.

2. Release the mouse button when the object is
positioned where you want it.

D Tip:

v' Working with WordArt in Word 2013 is a lot like
working with pictures and shapes. You can change
text wrapping, move WordArt, even flip and rotate it
like a picture or shape.

[ Exercise

» Exercise File: Destination8-1.docx

» Exercise: Insert “WordArt” with the text “Destinations”
under the text “North Shore Travel’s” on page 1. Use the
“Gradient Fill — Purple, Accent 4, Outline — Accent 4”
style.

Figure 8-1: There are several styles of WordArt available.

+Ta
. %’orth Shore Travel's

Destinations

Two Nation Vacation perhaps because most Americ:
ridden on a passenger train. Fc
ground travel usually means dr

rail travel is considered to be a

Travelers heading for the Pacific Northwest
have the opportunity to sample two nations in a
single visit. Seattle and the Canadian cities of
Vancouver and Victoria form a triangle of

option in America, train travel
comparison to European rail tr

Figure 8-2: Click and drag the WordArt object to move it.
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Editing WordArt

Once you’ve added WordArt to your document, it’s easy
to edit or change the object’s style

Edit text
You can edit a WordArt object the same way you edit any
other text box.

1. Place the insertion point where you wish to add or
delete text in the WordArt object.

2. Enter or delete text as necessary.
The WordArt text is changed
Change WordArt style
If you decide that you don’t like the style of WordArt, you

can easily change the style without adding text to a new
object.

1. Select the WordArt object that you want to modify.

2. Click the FORMAT tab, then select the More button
in the WordArt Styles.

3. Select the style you want to apply.
The style of the WordArt is changed.

o Tips:

v" As you point to different selections, Word shows you
a preview of how the text would look if the selected
Style were applied.

v Select Clear WordArt from the WordArt Styles
gallery to remove any WordArt formatting.

[ Exercise

+ Exercise File: Destinations8-2.docx
» Exercise: Add an exclamation point to “Destinations!”

Center the WordArt on the page and apply the “Gradient
Fill — Aqua, Accent 1, Reflection” style to the WordArt
object.

DESTINATIONS

perhaps because most Americans have never
ridden on a passenger train. For Americans,

Two Nation Vacation

Travalefs baading for the Puciflc Northwest ground travel usually means driving a car. While
have the opportunity to sample two nations in a
single visit. Seattle and the Canadian cities of

Vancouver and Victoria form a triangle of

rail travel is considered to be a poor travel
option in America, train travel pales in
comparison to European rail travel in most

destinations that are worth visiting. In a week ety Srry e el ik vy

I
or less you can visit all three with plenty of time N . e S v

Figure 8-3: Choose a new WordArt Style by clicking the
more button.
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Formatting WordArt

Sometimes you may not like all the preconfigured
WordArt styles. You can format WordArt so it fits your
needs. For example, you can change the text fill and
outline color, or apply a cool text effect.

Change text size or font type
1. Select the WordArt object you wish to format.

2. Click the HOME tab on the Ribbon and format the
text with the options listed in the Font group.

Other Ways to Change WordArt Font:

Select the text in the WordArt object and select a
formatting option from the Mini Toolbar. Or, click
the Dialog Box Launcher in the Font group, or
press <Ctrl> + <Shift> + <F> to open the Font
dialog box. Select an option from the Font dialog
box and click OK.

Change fill color
You can further change your WordArt by selecting a
different text color.

1. Select the WordArt object you wish to format.

2. Under DRAWING TOOLS on the Ribbon, click the
FORMAT tab and click the Text Fill button list
arrow in the WordArt Styles group.

A list of color options appear.

Other Ways to Change WordArt Fill Color:
Click the HOME tab on the Ribbon and click the
Font Color button in the Font group.

3. Select the text fill you wish to use.
As you point to a text fill, Word displays a preview of

how the outline would work.

Change outline color
Outlining your text helps it stand out, especially if you’ve
chosen a muted color for the text.

1. Select the WordArt object you wish to format.

2. Under DRAWING TOOLS on the Ribbon, click the
FORMAT tab and click the Text Outline button list
arrow in the WordArt Styles group.

A list of color options appear.

Other Ways to Change the Outline Color:
Click the FORMAT tab on the Ribbon under

[ Exercise

» Exercise File: Destination8-3.docx
» Exercise: Change the WordArt font to Century Gothic.

Change the text color to light green and the outline color
to blue.

Apply the Can Up transform text effect.

A 4 A Text Fill

& A Text Outline
Quick . —— Text Effects
Styles ~ &

WordAart Styles =

DRAWINGTOOlS 7 H - O X

@ d = Destinationzt
IRl ove wseRT  pEsien

[

W FORMAT

E % Bring Forward [T+ Hil
~ []Align Ted~ Send Backward -
B Position Wrap Size

@9 Create Link + TJext- Ol SelectionPane  “h- -

v |If} Text Directi

P
nsert Shapes Shape Styles 5 Wordart Styles Text Arrange -
1 % 1 2 34 4

North Shére Travel’s

DESTINATIONS

perhaps because most Americans have never
ridden on a passenger train. For Americans,
ground travel usually means driving a car. While

[E]

Two Nation Vacation

Travelers heading for the Pacific Northwest
have the opportunity to sample two nations in a
single visit. Seattle and the Canadian cities of
Vancouver and Victoria form a triangle of

" destinations that are worth visiting. In a week

rail travel is considered to be a poor travel
option in America, train travel pales in
comparison to European rail travel in most

rinns ramard Testhic traual mathad far e

baGE10F3 __10F 418 WoRDS % = -+ 0%

Figure 8-4: Format WordArt using the WordArt Styles
group on the FORMAT tab of the Ribbon.

Format Shape T
SHAPE OPTIONS = TEXT OPTIONS

A& E

I SHADOW

P REFLECTION
I GLOW

I SOFT EDGES
b 3-D FORMAT
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Figure 8-5: The Format Text Effects dialog box.
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DRAWING TOOLS and click the Dialog Box
Launcher. Click Text Qutline.
3. Select the text outline you wish to use.

As you point to a text outline, Word displays a
preview of how the outline would look.

Apply text effects o :
Text effects add a little bit of emphasis to WordArt, A el B >, | o
making it stand out even more than bright colors or size. e s = =

B\ g
1. Select the WordArt object you wish to format. T B A
2. Under DRAWING TOOLS on the Ribbon, click the A »on G

FORMAT tab and click the Text Effects button in

=] X, Transtorm
the WordArt Styles group. FNNATIONS

perhaps because most Americans have never

A list of text effects appears. ridden on 3 passenger train. For Americans,

= ground travel usually means driving a car. Wh V/a\
nsina REFLECTION

//////

. I rail travel is considered to be a poor travel
@ Tip: In addition to the standard text effects, you pof cptonin America, raintweipaesin. | A A\ 4 il
comparison to European rail travel in most Perspective
can add the Transform text effect to WordArt. ok e s e e e
>f time 2 5 "
Transform reshapes your WOI'dAl’t. ' next European vacation. (See the diagramon  « <

Page 2 for popular Eurail countries.)
B E B -—+—+ vox
3. Select the text effect you wish to use.
Figure 8-6: Reshape your text using the Transform text
As you point to a text effect, Word displays a preview effects.

of how the effect would look.

/] Tip:

v" While you can make individual changes to WordArt,
you cannot save these changes as a WordArt Style.
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Inserting SmartArt

The SmartArt feature lets you create and customize
designer-quality diagrams. You can even convert bulleted
lists into a diagram using the SMARTART TOOLS tab.

Insert a SmartArt graphic

1. Click the INSERT tab on the Ribbon and click the
SmartArt button in the Illustrations group.

The Choose a SmartArt Graphic dialog box appears.
Here you need to select the type of graphic you want
to insert.

2. Select a chart or diagram type, then select a chart or
diagram.

See Table 8-1: SmartArt Graphics for description
of each type of SmartArt graphic available.

3. Click OK.

The SmartArt object is inserted in the document.

Add text to a SmartArt graphic
There are two ways to add text to a SmartArt graphic:
using the Text pane or the graphic itself.

1. Click the [Text] placeholder in the shape where you
want to insert your text.

A blinking cursor appears, indicating that you can
type your text.

2. Enter the text you want to use in the graphic.

Other Ways to Add Text to SmartArt:

Click a bullet in the Text pane and type your text.
If the Text pane is not visible, click the tab in the
middle of the left border of the SmartArt graphic.
Or, select the SmartArt graphic and click the
DESIGN tab on the Ribbon under SMARTART
TOOLS. Click the Text Pane button in the Create
Graphic group.

9 Tips:

v In the Text pane, use the <up> or <down> arrow
keys on your keyboard to move between
placeholders.

v To add an additional placeholder, press <Enter> in
the Text pane.

Edit text in a SmartArt graphic
Once you’ve had a chance to edit your document, you
may need to rearrange text in the SmartArt graphic. Word

[ Exercise

» Exercise File: Destinations8-4.docx, Destinations12-
3.docx.

» Exercise: Insert a Basic Block List, SmartArt graphic on
page 2 with all the countries listed to replace the the
current table.

Table 8-1: SmartArt Graphics

List Show non-sequential information.
Process Show steps in a process or timeline.
Cycle Show a continual process.
Hierarchy Create an organization chart or decision tree.
Relationshi  Illustrate connections.
p
Matrix Show how parts relate to a whole.
Pyramid Show proportional relationships with the
largest component on the top or bottom.
Picture Create a SmartArt graphic that incorporates
pictures
Choose a SmartArt Graphic
List ~

=T -s —

-n‘ L -s —

_—= = |
Matrix T — ‘
PR == ]
& Ficture 0o oo T oL
@ Office.com

BEa gas e
“ ga= HEE EES

Figure 8-7: The Choose a SmartArt Graphic dialog box.
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Figure 8-8: The SmartArt and its text in the document.
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makes it easy for you to rearrange text without worrying
about retyping, cutting, copying, or pasting.
1. Select the text you wish to move.
The SMARTART TOOLS tab appears on the Ribbon.
2. Click the DESIGN tab under SMARTART TOOLS
on the Ribbon.

The Create Graphic group lists several options for
rearranging your text. Read more about each option
in the table to the left.

3. Select the option you wish to use in the Create
Graphic group.
Your text is moved.
Add a picture to a SmartArt graphic
If you select a Picture SmartArt layout, follow these steps
to include a picture in your SmartArt graphic.
1. Insert a SmartArt picture graphic into your document.

The SmartArt graphic appears.

2. Click the Picture icon.
The Insert Picture dialog box appears.

3. Find and select the picture you want to insert and
click Insert.

The picture is inserted into your SmartArt graphic.

Table 8-2: Text Options

Promote Moves a bullet point up one level.
Demote Moves a bullet point down one level.
Right to Left Changes the text order to read right to

left.
Reorder Up Moves a bullet point up in a list.
Reorder Down  Moves a bullet point down in a list.

Layout This option is only available for
organizational charts. Changes the layout
of your organizational chart.

ity Mode] - Micrasoft Word Preview SMARTART TOOLS
CES  MALINGS  REVIEW  VIEW  DESIGN  FORMAT

ASBOCEDc AsBbCc¢ AaBbCi A Aab

H
P
il

Font n Paragraph 3 Styles

x [{/ ]
] | Spain
e

b3
o Britain France @ Germany
Norway Spain

Figure 8-9: Rearrange text in a SmartArt graphic using
the Create Graphic group.

Type your text here E

* [Ted]

* [Ted]

Figure 8-10: Click the picture icon to insert a picture into a
SmartArt Graphic.
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Working with SmartArt
Elements

In order to create an effective SmartArt graphic, you need
to know how to work with its elements. This includes
adding new shapes, replacing shapes with different ones,
or removing those you don’t need. This lesson will show
you how to do all of this and more.

Add a shape
Adding shapes to a SmartArt graphic is extremely easy.

1. Select the SmartArt graphic that you want to add a
shape to.

2. Under SMARTART TOOLS on the Ribbon, click the
DESIGN tab and click the Add Shape button list
arrow in the Create Graphic group.

A list of location options appears.

3. Select a location from the list.
The new shape is inserted in the location specified.

Other Ways to Add a Shape:

In the Text pane, place your cursor at the
beginning or end of a line of text and press
<Enter>.

Change a shape
You can also change a shape without replacing the text in
the shape.

1. Select the SmartArt shape that you want to change.

2. Under SMARTART TOOLS on the Ribbon, click the
FORMAT tab and click the Change Shape button in
the Shapes group.

The Shapes Gallery appears.

3. Select a shape from the gallery.
The existing shape is replaced, and the text in the
shape is not removed or changed.

Remove a shape
It’s easy to remove a shape if you don’t want it in the
SmartArt graphic any longer.

1. Select the shape you want to remove.

2. Press the <Delete> key.
The shape is removed from the SmartArt graphic.

[ Exercise

» Exercise File: Destinations8-5.docx

» Exercise: Add a shape for Sweden after the Spain shape
in the SmartArt graphic on page 2.

Change the Sweden shape to an oval.

Remove the Sweden shape.

Figure 8-11: Adding a shape to a SmartArt graphic

Figure 8-12: The Change Shape options on the FORMAT
tab.
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Other Ways to Remove a Shape:
Remove the bullet in the Text pane of the
SmartArt graphic.

/] Tips:

v

v

To resize a shape, click and drag one of its sizing
handles.

To move a shape, simply click and drag the shape to a
new location on the page. However, the automatic
spacing is not applied when you move shapes.

The Richard Stockton College of New Jersey
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Formatting SmartArt

Word 2013 has a variety of SmartArt layouts and styles
that allow you to format your SmartArt graphics with the
click of a button.

Change layout
If you find that the layout you selected isn’t the best fit for
your data, you can easily switch to a different layout.

1. Select the SmartArt graphic.

2. Under SMARTART TOOLS, click the DESIGN tab
on the Ribbon.

3. Select a layout from the Layouts group.
The selected layout is applied.

@ Tip: To view more layouts, click the More button
(7)) in the Layouts group; click More Layouts to
display the SmartArt Graphic dialog box.

Other Ways to Change Layouts:

Right-click the SmartArt graphic and select
Change Layout from the contextual menu. Select
a new layout and click OK.

Change color
If you don’t like the color that has been assigned to your
SmartArt graphic by default, change it.

1. Select the SmartArt graphic.

2. Under SMARTART TOOLS, click the DESIGN tab
on the Ribbon.

3. Click the Change Colors button in the SmartArt
Styles group.

The Color Gallery appears.

4, Select the color variation that you want to use.

Word updates the SmartArt graphic to reflect your
changes.

Change style

Changing the visual style of a SmartArt graphic is an easy
way to spice up its appearance. A visual style is a set of
different formatting commands that can be applied to the
graphic in one single step.

[ Exercise

» Exercise File: Destinations8-6.docx

» Exercise: Navigate to page 2. Change the layout of the
SmartArt to “Vertical Picture Accent List”.

Change the color to “Dark 2 Fill”.
Change the style to “White Outline”.

Cut the flags from the table and paste them into the
picture placeholders of the SmartArt graphic.

Delete the table.

MALINGS  REVIEW EW | DESIGN | FORMAT

[

Il

p ’.j

Accent 1

. Accent 2

A
O
il

&
Cl- -

Figure 8-14: Several different color styles are available.
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1. Select the SmartArt graphic.

2. Under SMARTART TOOLS, click the DESIGN tab
on the Ribbon.

3. Select a style from the SmartArt Styles group.
The selected style is applied.

@ Tip: To view all the available styles, click the
More button (7)) in the Chart Styles group to
display the Chart Styles gallery.

Discard formatting changes

Sometimes you might find yourself wanting to start all
over with a SmartArt graphic. When this happens, you
can easily restore the default formatting of the graphic
using the Reset Graphic command.

1. Select the SmartArt graphic and click the DESIGN
tab on the Ribbon under SMARTART TOOLS.

2. Click the Reset Graphic button in the Reset group.
The graphic is restored to its original state.

@ Tip: To restore defaults for only one shape, right-
click the shape and select Reset Shape from the
contextual menu.

I

]
|
i
.
if ¥

o
1l

Germany

Norway

Spain

Figure 8-15: Click the More button to view all of the
Chart Styles.

The Richard Stockton College of New Jersey

157



Working with WordArt, SmartArt, and Charts

Inserting a Chart

Like the idiom “a picture is worth a thousand words,” a
chart is often much better at presenting information than
numbers in a table.

Insert a chart

1. Navigate to the page where you want to insert the
chart.

2. Click the INSERT tab on the Ribbon and click the
Chart button in the Illustrations group.

The Insert Chart dialog box appears.

3. Select a chart type from the list.

A number of options are available under each chart
type. See Table 8-4: Chart Types, for a description
of each chart category.

4. Select a chart.

5. Click OK.

The chart is inserted onto the page, and an Excel
2013 worksheet opens in another window. This is
where you enter the data for the chart.

@ Tip: If you don’t have Office Excel 2013
installed, a Microsoft Graph datasheet appears
instead of an Excel worksheet. This is similar to
Excel, but you don’t have as many options for
working with data.

Insert chart data
After you insert a chart, you need to replace the sample
data in the worksheet with your own data.

1. On the contextual Excel worksheet, click the cell you
want to add data to.
Take a look at Table 8-3: Excel Navigation
Shortcuts, for a few navigation shortcuts.

2. Enter data in the Excel worksheet.
The sample data is replaced with your own, and the
chart updates to reflect your changes.

3. When you’re finished entering data, click the Close
button in the Excel window.

Excel closes and you return to the Word document.

[ Exercise

» Exercise File: Destinations8-7.docx
» Exercise: Insert a Clustered Column chart on page 3.
Enter the following data into the chart:

Business Pleasure Other

Western 10 12 5
Central 12 15 8
Eastern 7 8 2
Kazakhstan 0 0 1

Select a ...then select a

chart type...  chart sub-type.

Ipsert Chart ?

All Charts

= v (kR 1B Ho 88 08 49

Column

Line Clustered Column

Pie
Bar

Area .
X ¥ (Scatter) I I

Stock
Surface

Radar

FEXBEREMe X E

Combo

Figure 8-16: The Insert Chart dialog box.

A 3 C D E F G H J K [x
Series1 Series2 Series3
2 |western 10 12
3 |central 12 15
4 |Eastern 7 8
5 |Kazahkstan 0 0
6

e w

To resize chart data range, drag lower right comer of range.

9
Sheet! @ < v

Figure 8-17: Enter chart data in the contextual Excel
worksheet.
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@ Tips:

v" To include more rows and columns of data in the

Excel worksheet, click and drag the lower corner of
the cell range around the cells you want to include.

v" To edit a chart’s data, select the chart, click the
DESIGN tab on the Ribbon under CHART TOOLS,
and click the Edit Data button in the Data group to
open the Excel worksheet.

Table 8-3: Excel Navigation Shortcuts

<Tab> Moves to the right one cell.
<Shift> + <Tab> Moves to the left one cell.
<Enter> Moves down to the next cell.

<> <P><3><l> Moves in the direction of the
arrow key pressed.

Table 8-4: Chart Types

Il

Column

L

Area
3 F

Stock

Combo

Column charts are used when you want to
compare different values vertically, side-by-
side.

Pie charts are useful for showing values as a
percentage of a whole. The values for each item
are represented by different colors.

Area charts are the same as line charts, except
the area beneath the line is filled with color.

Stock charts are effective for reporting the
fluctuation of stock prices, such as the high,
low, and closing points for a certain day.

A combo, or combination, chart shows the
relationship of two or more data series in a
single chart.

LIR-aE

Bar

Line charts are used to illustrate trends. Each
value is plotted as a point on the chart and is
connected to other values by a line.

Bar charts are just like column charts, except they
display information in horizontal bars rather than
in vertical columns.

Scatter charts are used to plot clusters of values
using single points. Multiple items can be plotted

XY (Scatter) by using different colored points or different point

&

symbols.

A surface chart is useful for finding optimum
combinations between two sets of data. Colors

Surface and patterns indicate values that are in the same

range.

Radar charts compare the aggregate values of a
number of data series.

Radar
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Formatting a Chart [ Exercise

Word 2013 has a variety of built-in chart layouts and * Exercise File: Destinations8-8.docx

styles that allow you to format your charts with the click » Exercise: Apply “Layout 2” to the chart. | ==

of a button. Then apply “Style 6” to the chart. Resize i
the chart so that it is smaller.

Change chart layout ko

Built-in chart layouts allow you to quickly adjust the
overall layout of your chart with different combinations of
titles, objects, and chart orientations.

1. Select the chart.

2. Under CHART TOOLS on the Ribbon, click the
DESIGN tab.

3. Click the Quick Layout button in the Chart Layouts
group and select a layout from the gallery.
The selected layout is applied to the chart.
Change chart style
Changing the visual style of a chart is an easy way to
spice up its appearance. A visual style is a set of different

formatting commands that can be applied to a chart in a
single step.

1. Select the chart.

2. Under CHART TOOLS on the Ribbon, click the

DESIGN tab.
— Click the Quick
_[[|[|1 Layout button to
- view different
Cluick layouts for the

Layout - chart.

[v=[=] Destinations8-9 [Compatibility Mode] - Microsoft Word Preview CHARTTOOLS
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DESIGN FORMAT

it me s e = b =— = 7] ] Click the More
Ade Chart| Quick || Change | 1118 i Al AT [Hlhm Tlie sl I Select  Edit Change = button to view
Element~ Layout v lors - Data Data Chart Type —_— A

—— Chart styes bata oe available chart

e8| EE | g : g ’ ‘ i o styles
Ny e b | Survey Travel Destinations and Purposes
5
Search d E=E
e Jﬂ[[l Jﬂ[h_ i Here are the results of last month’s survey. It is clear that the results of the survey indicate a high

interest in all regions of Europe: Western, Central, and Eastern.

Our first endeavor in adventure travel to Kazakhstan is not nearly as successful, with the only participant
being a Peace Corps volunteer.

Chart Title

+| 31

@Business M Pleasure & Other

[N

;
%
4

2
o o !

Western Central Eastern Kazakhstan

PAGE 3 OF 3 0% B B -

Figure 8-18: Change the layout and style of the chart under the DESIGN tab.
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3. Click the More button in the Chart Styles group and
select a style from the gallery.

The selected style is applied to the chart.

@ Tip: To view all the available styles, click the

More button (7)) in the Chart Styles group to
display the Chart Styles gallery.

Resize a chart
Make the chart larger or smaller by resizing it.

1. Select the chart.
Eight sizing handles appear along the frame of the
chart, as shown in the image below.

2. Click and drag one of the chart’s sizing handles.

A faint outline appears as you drag, allowing you to
preview the size of the chart.

@ Tip: To maintain the chart’s proportions while
resizing, hold down the <Shift> key as you drag.

3. Release the mouse button.
The chart is resized.

Other Ways to Resize a Chart:

Under CHART TOOLS on the Ribbon, click the
FORMAT tab and use the Height and Width
fields in the Size group.

Sizing handles

2]

M Business M Pleasure i Other

+

-

LY

0 0 !
-
Western Central Eastern Kazakhstan

Figure 8-19: To resize a chart, simply click and drag one of its sizing handles.
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Working with Labels

A label is an area of text that identifies a specific part of a
chart. Titles, legends and tables are all examples of labels.

Insert or modify a label
Insert a new label, or adjust chart label appearance.

1. Under CHART TOOLS on the Ribbon, click the
DESIGN tab.

2. Click the Add Chart Element button in the Chart
Layouts group.

There are several labels to choose from in the Labels
group:
e Chart Title: Add, remove or position chart title.

o Axis Titles: Add, remove or position the text used
to label the chart axes.

e Legend: Add, remove or position chart legend.

e Data Labels: Use data labels to label the values
of individual chart elements.

e Data Table: Add a data table to the chart.

/] Tip: Different chart types contain different chart
labels, so some of the options listed above might
not be available.

3. Click the button for the label you want to add in the
Labels group.
A list of options related to the selected label appears.

4. Select an option from the list.
The label is applied to the chart.

/] Tip: If you don’t see a label option that suits you,
click the More Options button to fine-tune the
label to meet your needs.

Edit label text
Change the placeholder text found in the chart and axis
title labels. You cannot edit data, such as series labels.

1. Select the chart.

2. Click the label twice

A blinking cursor appears inside the label, which
indicates that it is in editing mode.

3. Edit the label text.

Other Ways to Edit Label Text:
Right-click the label and select Edit Text from
the contextual menu. Edit the text as necessary.

[ Exercise

» Exercise File: Destinations8-9.docx

» Exercise: Move the chart legend to the right of the
chart.

Change the Chart Title to “Travel Destinations”.

it
Add Chart
Element~

Axes r
Aois Titles »
Chart Title

Data Labels ¥
Data Table r
Error Bars »
Gridlines

Legend r

E‘mﬁ E’HEE"LIE%

| Trendline 4

being a Peace Corps volunteer.

WBusiness M Pleasure W Other
15
2 h g
8
Central

12 1
10 i
7
5
1
iL
Western E

8
2
astern Kazakhstan

Figure 8-20: Use the Labels group to add labels, or
change the position of labels in the chart. The chart
legend has been moved to the bottom of the chart here.

being 2 Peace Corps volunteer.

Travel Destinations » O m

wBusin Pleasure  MOther noure

siness @
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I II u 1
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Figure 8-21: Editing the Chart Title label.
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Formatting Chart Elements

If none of Word’s default chart layouts and styles meet
your needs, you can format chart elements—such as
shapes and axes—individually.

Format a chart element
You can use the FORMAT tab to change the look of
individual chart elements.

1. Under CHART TOOLS on the Ribbon, click the
FORMAT tab and click the Format Selection button
in the Current Selection group.

The Format Data Series pane appears.

Other Ways to Select a Chart Element:
Click a chart element to select it.

To format the selected chart element, you can use the
commands in the groups of the Format tab, as shown
in Table 8-5: FORMAT Tab Commands.

2. Select the formatting command you want to use, and
any additional options as necessary.

Other Ways to Format a Chart Element:
Right-click the element and select Format Data
Series from the contextual menu. Make your
selections in the dialog box and click Close when
you’re finished.

Delete a chart element
If you decide you don’t need a specific chart element, you
can delete it.

1. Select the chart element you want to delete.

2. Press <Delete>.

Other Ways to Delete a Chart Element:
Right-click the chart element and select Delete
from the contextual menu.

@ Tips:

v To change the location of a chart element, click and
drag the chart element to a new location in the frame.

v' Many chart elements cannot be resized individually.

L3 Exercise

« Exercise File: Destinations8-10.docx

» Exercise: Change the Series “Business” chart element to
an orange color and then delete the Chart Title on page 3.

Travel Destinations =
+ | sve  color
2 e Golorful
12 12
o . v/| ANER
: , 1 EEEEEE
o [ | B ]

Western Central Eastern Kazakhstan

W Business M Pleasure M Other

How do| change these colors?

Figure 8-22: The chart with the “Business” series color
changed to orange.

Table 8-5: FORMAT Tab Commands

Current Select and format chart elements, and reset

Selection  formatting of the individual element to match
the chart’s style.

Shape Select a style from the Shape Styles gallery.

Styles Or, click the Shape Fill, Shape Outline, or
Shape Effects button list arrows to select
additional options.

WordArt Select an element that includes text or

Styles numbers and select a style from the WordArt
Styles gallery. Or, click the Text Fill, Text
Outline, or Text Effects button list arrows to
select additional options.

Arrange  Click the Selection Pane button to display the

Selection pane, where you can select
individual chart elements to format. Use the
other commands in this group to change the
order of overlapping elements or adjust their
alignment and distribution.
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Formatting a Chart Area

To help your chart stand out from other text in your
document, you can format the chart area. You can add
background color to a chart, add a border to a chart, or
add other text effects to make your chart look even better.

1.

Select the chart you wish to format.

The CHART TOOLS tab appears on the Ribbon.

Under CHART TOOLS on the Ribbon, click the
FORMAT tab and click the Format Selection button
in the Current Selection group.

The Format Chart Area pane appears.

Other Ways Open the Format Chart Area
Dialog Box:

Right-click the chart and select Format Chart
Area from the contextual menu.

Select the formatting options you would like to use.

Your chart with the new formatting appears in the
document.

[ Exercise

» Exercise File: Destinations8-11.docx.
» Exercise: Apply a solid, 17’ black line to the chart area

Chart Area -
%’ Format Selection

23 Reset to Match Style

Current Selection

interest in all regions of Europe: Western, Central, and Eastern.

Our first endeavor in adventure travel ta Kazakhstan is not nearly as successful, with the only participant
being a Peace Corps volunteer.

e 063 ] [

Figure 8-23: Select the chart and use the commands on
the FORMAT tab to format your chart.

Format Chart Area A

CHART OPTIONS ¥  TEXT OPTIONS
] =l
SO0 E
4 FILL -
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Solid fill
Gradient fill

Picture or texture fill
Pattern fill

#® Automatic
Color -

4 BORDER

Mo line
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Gradient line

® Automatic

Color & ~J

Transparency | 0%

Figure 8-24: The Format Chart Area pane.
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Using Chart Templates

After you’ve customized your chart, you can save that
chart as a chart template. Saving a chart as a chart
template lets you apply the chart’s formatting to another
chart with new data.

Save a chart as a chart template
1. Select the chart you want to save.

2. Right-click the chart.

The contextual menu appears.

3. Click Save as Template... in the contextual menu.
The Save Chart Template dialog box appears.

4. Click the File name text box, enter a name for the
template, and click Save.
The chart is saved as a template.

Apply a chart template to a chart

After you insert a new chart into your document, you can
apply a chart template to the new chart.

1. Select the chart to which you want to apply the
template.
The CHART TOOLS tabs appear on the Ribbon.
2. Under CHART TOOLS on the Ribbon, click the

DESIGN tab and click the Change Chart Type
button in the Type group.

The Change Chart Type dialog box appears.

3. Select Templates.

A list of your saved templates appears.

4. Select the chart template you wish to use and click
OK.

The chart template is applied to the selected chart.

[ Exercise

» Exercise File: Destinations8-12.docx

» Exercise: Save the current chart as a chart template
called “Destinations Chart Template”.

Figure 8-25: Save a chart as a template to reuse the
chart with new data.

Find your templates in the Templates folder.

Change Chart Type ?

All Charts

Iy | [LRELR R

Column

Line Clustered Column

XY (Scatter)
Stock
Surface

Radar

EXBEREBEIMeRE

Combe

Figure 8-26: The Change Chart Type dialog box.
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Changing Chart Type

Different types of charts are better for presenting different
types of information. For example, a column chart is great
for comparing values of different items, but not for
illustrating trends or relationships.

If you find that a chart you’ve created isn’t the best fit for
your data, you can switch to a different chart type.

1. Select the chart.

2. Under CHART TOOLS on the Ribbon, click the
DESIGN tab and click the Change Chart Type
button in the Type group.

The Change Chart Type dialog box appears.

3. Select a chart type from the list.
A number of options are available under each chart
type.

4. Select a chart.

5. Click OK.
The chart type is changed.

Other Ways to Change Chart Type:
Right-click the chart frame and select Change
Chart Type from the contextual menu. Select a
new chart type and click OK.

@ Tip:

v Changing chart type only changes how data is
displayed; it does not alter the data itself.

[ Exercise

» Exercise File: Destinations8-13.docx

» Exercise: Change the chart on page 3 to 3-D M
Clustered Column chart.

Change Chart
Type button

bt T TR TR T

interest in all regions of Europe: Western, Central, and Eastern

Our first endeavor in adventure travel to Kazakhstan is not nearly as successful, with the only participant
being a Peace Corps volunteer.

15 4
5 “Plot dres
8 ; 8
2
u I 0 o :
L i

Central Eastern Kazakhstan

!

Western

12
Business @ Pleasure  Other

Figure 8-27: The updated chart.
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and Charts Review

Quiz Questions

10.

11.

You cannot repostion WordArt once it has been inserted. (True or False?)

You must open the WordArt dialog box to edit WordArt text. (True or False?)

Which of these WordArt elements can you format?
A. Text color
B. Text size
C. Font type
D. All of the above

You can add text to a SmartArt graphic simply by clicking a bullet in the Text pane and typing your text. (True or

False?)

The SmartArt feature lets you design your own clip art. (True or False?)

How do you remove a shape from a SmartArt graphic?
A. Click the SmartArt Tools group on the ribbon and select Uninsert.
B. Press <Ctrl> + <R>.
C. Select the shape and press the <Delete> key.
D. Under SmartArt Tools on the Ribbon, click the Erase Shape button.

When you replace a shape in SmartArt, the existing text is deleted and must be re-entered. (True or False?)

You can change the layout, color, or style of a SmartArt graphic by clicking:
A. The Design tab under SmartArt Tools on the Ribbon.
B. The Graphics button under Formatting on the Ribbon.
C. The Format menu on the Images toolbar.
D. Any of these options will let you change the layout, color or style of a SmartArt graphic.

If you don’t have Office Excel installed, you cannot insert a chart into a Word document. (True or False?)

Which of the following type of charts is not available to insert into a Word document?
A. Pie Chart
B. Doughnut Chart
C. Bar Chart
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12.

13.

14.

15.

16.

17.

D. All of these charts are available to insert into a Word document.

Clicking and dragging a sizing handle around a chart will:
A. Change the chart layout.
B. Change the chart style.
C. Change the chart shape or size
D. Show all available layouts

To label the values of individual chart elements, add:
A. Axis Titles.
B. Data Labels.
C. Chart Titles.
D. Table Labels.

You can format a chart element by right-clicking the element and selecting Format from the contextual menu. (True or
False?)

You cannot add a border to a chart. (True or False?)

What is the easiest way to save a chart so you can use it in another document?
A. Copy and paste the chart into the new document.
B. Save the chart as a chart template.
C. You cannot reuse a chart in a new document.
D. Create a chart in Excel and link it to the new document.

When you change the chart type:
A. The data changes as well.
B. The data is automatically deleted.
C. The data stays exactly the same.
D. Data options are offered in a Change Chart Type contextual menu.

Quiz Answers

w

W O N O u A

False. You can reposition WordArt once it has been inserted.

False. You can edit WordArt text by placing the insertion point where you wish to add or delete text and editing the
text as necessary.

D. You can format a WordArt object’s text color, text size, and font type.

True. You can add text to a SmartArt graphic by clicking a bullet in the Text pane and typing.
False. The SmartArt feature lets you create and customize designer-quality diagrams.

C. To remove a shape from a SmartArt graphic, select the shape and press the <Delete> key.
False. When you replace a shape in SmartArt, the text in the shape is not removed or changed.

A. You can change the layout, color, or style of a SmartArt graphic by clicking the Design tab under SmartArt Tools
on the Ribbon.
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10.

11.
12.
13.
14.
15.
16.

17.

False. If you do not have Office Excel installed, you can enter chart data onto a Microsoft Graph datasheet instead of
an Excel worksheet.

D. You can insert Pie Charts, Doughnut Charts, and Bar charts into a Word document.

C. Clicking and dragging a sizing handle around a chart will change the chart’s shape or size.

B. To label the values of individual chart elements, add data labels.

True. You can format a chart element by right-clicking the element and selecting Format from the contextual menu
False. You can add a border to a chart by formatting the chart area.

B. You can save a chart as a chart template. This allows you to change the data, but reuse the chart’s formatting and
styles.

C. When you change the chart type, the data stays exactly the same.
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Tables rank right up there with the spell
checker as one of the neatest word
processing features. A table neatly
arranges text and data in a grid, organized
by columns and rows. Once you have
entered information in a table, you can do
all kinds of things with it. For example,
you can sort the information
alphabetically or numerically; add and
delete columns and/or rows; and make
your table stand out by formatting it with
border, shading, and color options. Tables
can be used in place of tab stops to
organize and layout information in an
attractive, organized manner.

As powerful as tables are, most people
don’t know how to use them effectively, if
at all. Tables are so important that this
entire chapter is devoted to helping you
become a table expert.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

e Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

e Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Create a custom table style................... 187
Using Table Style Options ................ccccvvvee. 189
Converting or Deleting a Table....................... 190
Convert atable totext .........ccccceeevnnnee 190
Delete atable.......cccoiiiiiieiiiiiniiiiee. 190
Using Quick Tables ..............c.cccooiiiiininnnne. 191
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Creating a Table

Tables are very useful tools in creating and formatting
documents. For example, with a table you can:

Align Text, Numbers, and Graphics: Tables make it
easy to align text, numbers, and graphics in columns
and rows. Many users prefer using tables to align text
instead of tab stops, because text can wrap to
multiple lines in a table.

Create a Form: You can use tables to store lists of
telephone numbers, clients, and employee rosters.

Share Information: You can use tables to share
information between programs. For example, you can
copy and paste a table’s information into a Microsoft
Excel worksheet or Access database.

Create a Publication: Tables make it easier to create
calendars, brochures, business cards, and many other
publications.

Insert a table

To create a table, you must first specify how many
columns (which run up and down) and rows (which run
left to right) you want to appear in your table. Cells are
small, rectangular-shaped boxes where the rows and
columns intersect. The number of columns and rows
determines the number of cells in a table.

If you don’t know how many columns and rows you want
in your table, take an educated guess—you can always
add or delete columns and rows later.

Click the INSERT tab on the Ribbon and click the
Table button in the Tables group.

A grid appears, representing rows and columns in the
table. As you move the cursor inside the grid, the
number of rows and columns that will appear in the
table is updated at the top of the list. A preview of
how the table will look in the document also appears
as you drag your cursor across the grid.

Select the number of columns and rows you want to
create using the new table grid.

The table is inserted with the number of columns and
rows you selected.

Other Ways to Insert a Table:

Click the INSERT tab on the Ribbon and click
the Table button in the Tables group. Select
Insert Table from the list and select the number

of columns and rows you want to use in the Insert
Table dialog box. Click OK.

[ Exercise

» Exercise File: None required.

» Exercise: Open a new Word document and insert a
table that is three columns wide by four rows tall.

Figure 9-1: Inserting a table.

|

Insert Table
Table size
Mumber of columns: 5 =
Mumber of rows: 2 =

AutoFit behavior
(®) Fixed column width: |Auto -
(") AutoFit to contents

i) AutoFit to window

|:| Eemember dimensions for new tables

Cancel

Figure 9-2: The Insert Table dialog box.
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Working with a Table

In order to work with a table, you need to learn a few
basic skills: how to move the insertion point between
cells, how to enter or edit table data, and how to select
items.

Move between cells
There are several ways to move between cells in a table:

e  Click in a cell with the mouse.
e  Use the up, down, left, and right arrow keys.

e  Press <Tab> to move forward one field or cell, and
press <Shift>+ <Tab> to move back one field or
cell.

Enter or edit information in a table

1. Click a cell in the table.
The insertion point appears in the cell.
2. Enter or edit text or numerical data as desired.

If you enter more text than fits in a cell, the cell
height expands automatically to hold it.

Select cells, rows, columns, and tables
Just like other elements in Word, you have to select the
parts of a table in order to work with them.

1. Position the insertion point in the cell, row or column
you want to select.

2. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click the Select button in the Table

group.

3. Choose the table item you want to select: Cell,
Column, Row or Table.

Other Ways to Select:
Cells: Click the left edge of the cell.

Multiple Cells: Drag across the cell, row, or
column. Or select a single cell, row, or column
and hold down the <Shift> key while you click
another cell, row, or column.

Row: Click to the left of the row (outside of the
table).

Column: Click the column's top border (the
pointer will change).

Table: Click the move handle next to the table
(must be in Print Layout view).

[ Exercise

» Exercise File: SalesReps9-2.docx

» Exercise: Practice moving the cursor around within the
table cells.

Enter the following text in the three cells of the first row:
Last, First, Sales. In the second row, enter: Jones, Marvin,
1200. In the third row, enter: McKenzie, Shandra, 1400.
Select the third row.

[-} Select =

(E view Gridlines

rDPererties
Table

Figure 9-3: The Table group.

Figure 9-4: A table with the first row selected.

Move handle

Figure 9-5: A table that is entirely selected.
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Resizing and Moving a Table [0 Exercise

You can quickly and easily resize or move a table in * Exercise File: SalesReps9-3.docx
Word. » Exercise: Resize the table so that it is about five inches
wide by one inch tall (use Word’s rulers as a guide).

Resize a table Move the table down about one inch.
You can use the mouse to resize a table.

1. Make sure you are in Print Layout view. Last First Sales
2. Click anywhere inside the table, if necessary. lones Marvin 1200
The table’s resize handle appears in the lower right- Mckenzie Shandra 1400
hand corner of the table until the table is the desired JI_
size.
As you resize the table, a dotted outline appears to )
show you the new outline of the table. Figure 9-6: Resizing a table. Eae:ézl:
MOYe a table, Lo . Move handle
Moving a table is very similar to resizing it.
1. Make sure you are in Print Layout view. o _ -
St irst ales
. . : . Jones Marvin 1200
2. Click anywhere inside the table, if necessary. —— —— 5
The table’s move handle appears in the upper left-
hand corner of the table. P
3. Click and drag the table’s move handle to a new
location on the page.
As you move the table, a dotted outline appears to
show you the new location of the table. Figure 9-7: Moving a table.
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Adjusting Table Alignment and
Text Wrapping

In the Table Properties dialog box, you can adjust the
alignment of a table within the document, as well as the
way document text wraps around a table.

1. Select the table.

2. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click the Properties button in the
Table group.

The Table Properties dialog box appears.

/] Tip: Click the Options, Positioning, or Borders
and Shading buttons for even more detailed table
options.

3. Select the Table tab if it isn’t already selected.

Here you can adjust table alignment within the
document—select from Left, Center, or Right
alignment—as well as whether or not you want the
document text to wrap around the table.

4. Select an Alignment or Text wrapping option and
click OK.

The table alignment or text wrapping is adjusted.

0o Trap: If your table is as wide as the page, or if
you don’t have any text in the surrounding
document, you won’t notice any difference
between the alignment or text wrapping options,
respectively.

@ Tip: The Table Properties dialog box also
includes tabs for Row, Column, and Cell
properties. Here you can adjust row and column
size, as well as individual cell size and alignment
of cell contents.

[ Exercise

» Exercise File: SalesReps9-4.docx
» Exercise: Align the table in the center of the page.

Table Properties ?

Table Row Column Cell Alt Text
Size
+ | Measurein: |Inches
Alignment
Indent from left:
== == B 2
Left Center Right
Text wrapping
MNone Around
EBorders and Shading... Options...

Figure 9-8: The Table Properties dialog box.
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Working with Cell Formatting

In this lesson, you will learn how to align text
horizontally and vertically in a cell, change text direction,
and adjust cell margins.

Align cell contents

1.

Select the cell(s) containing information you want to
align.

The Design and Layout tabs appear under the TABLE
TOOLS on the Ribbon.

Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click an alignment button in the
Alignment group.

Other Ways to Align Cells:

Select the cell(s), right-click, select Cell
Alignment from the contextual menu, and select
an alignment.

Change text direction

1.

Select the cell(s).

The Design and Layout tabs appear under the TABLE
TOOLS on the Ribbon.

Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click the Text Direction button in
the Alignment group.

The text direction for the selected cell(s) changes.

Click the Text Direction button again to cycle
through available directions.

Other Ways to Change Text Direction:
Select the cell(s), right-click, and select Text
Direction from the contextual menu. Select an
orientation from the Text Direction dialog box.

Adjust cell margins
You can adjust how much space appears between a cell’s
contents and its borders by adjusting cell margins.

1.

2,

Click anywhere inside the table.
The Design and Layout tabs appear under the TABLE
TOOLS on the Ribbon.

Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click the Cell Margins button in
the Alignment group.

The Table Options dialog box appears.

[ Exercise

» Exercise File: SalesReps9-5.docx

» Exercise: Select the first row and change the text
direction. Then undo the action.

Apply Bottom Center alignment to the first row of the
table.

Change the top default cell margin to 0.05” and allow
spacing between cells of 0.03”.

Alignment
buttons

E88 A3 [

SIEE Taxt- Cell
=
E=E Direction Margins
Alignment

Figure 9-9: The Alignment group.

1587
SCATH|
s3|eg

Jones Marvin 1200
Shandra 1400

McKenzie

Figure 9-10: Changing text direction.

|

Table Options
Default cell margins
Top: o | Left  |0.08 o
Bottom: |07 = | Right: |0.08" =
Default cell spacing
|:| Allow spacing between cells |0 =

Options
Automatically resize to fit contents

Figure 9-11: Changing table cell margins using the
Table Options dialog box.

Cancel
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3. Adjust the cell margins and click OK.

Not only can you change the distance from the cell
contents to the cell borders, but you can also separate
individual cells from other cells in the table by
adjusting the Default cell spacing area of the dialog
box.

/] Tip: Adjusting cell margins changes the margins
of the current table and all subsequent tables. Your
changes become the default settings for all tables.
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Merging and Splitting Cells
and Tables

You can adjust the number of cells that appear in a table
by merging and splitting cells. You can also split a table
into two tables.

Merge cells

The merge cells command combines several smaller cells
into a single larger cell that spans the space that the
previous cells occupied.

1. Select the cells you want to merge.

2. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click the Merge Cells button in
the Merge group.

Other Ways to Merge Cells:

Select the cells you want to merge, then right-
click and select Merge Cells from the contextual
menu.

Split a cell
Cells can also be broken up into several smaller cells by
using the Split Cells command.

1. Select the cell you want to split.

2. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click the Split Cells button in the
Merge group.

Other Ways to Split a Cell:
Select the cell you want to split, then right-click
and select Split Cells from the contextual menu.

3. Specify how you want to split the cell in the Split
Cells dialog box and click OK.

Split a table

You can also split a table into two separate tables.

1. Select the table row where you want to split the table.

The row you select will become the first row of the
new table.

2. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click the Split Table button in the
Merge group.

The table is split into two tables. If the new table
overlaps or obstructs the original table, you may need
to move the tables in order to view them.

[ Exercise

» Exercise File: SalesReps9-6.docx

» Exercise: Split the first cell in the fourth row of the table
into two cells, then merge the two cells back together.
Split the table so that the Shandra McKenzie row is the
first row of the new table.

Undo the split.

Merge Split  Split
Cells  Cells  Table

Merge

Figure 9-12: The Merge group.

4 x|

Split Cells

4k

Mumber of columns: |4

4k

Mumber of rows: 1

Merge cells before split

Figure 9-13: The Split Cells dialog box.

Before
4
Last First Sales
Jones Marvin 1200
McKenzie Shandra 1400|
After
Last First Sales
lones Marvin 1200
McKenzie Shandra 1400

Figure 9-14: Before and after splitting a table.
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Inserting and Deleting Rows [0 Exercise
an d Col umns . Exerc!se File: SalesReps9-7.docx

. . . » Exercise: Insert a row between the first and second rows,
In this lesson, you will learn how to delete entire columns then delete the row.

and rows and how to insert new columns and rows. You’ll
also learn how you can repeat the header row on tables
that span multiple pages.

Insert a row B‘_{ Ijl IJ,J :{_ _]%

1. Place your insertion point in the row that is above or Delete  Insert Insert  Insert  nsert
below where you want to insert the new row. - Above Below Left Right
Rows & Columns Ma

2. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click the Insert Above or Insert

Below button in the Rows & Columns group. Figure 9-15: The Rows & Columns group.

Other Ways to Insert a Row:

Place the insertion point in the bottom-right cell
of the table and press <Tab> to insert a new row
at the bottom of the table. Or, right-click a row,
point to Insert, and select Insert Rows Above or
Insert Rows Below from the contextual menu.

Insert a column

1. Place your insertion point in the table in the column
that is left or right of where you want to insert the
new column.

2. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click the Insert Left button or the
Insert Right button in the Rows & Columns group.

Other Ways to Insert a Column:

Right-click and point to Insert and select Insert
Columns to the Left or Insert Columns to the
Right from the contextual menu.

Delete a row or column
1. Select the column(s) or row(s) you want to delete.

2. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click the Delete button in the
Rows & Columns group.

3. Select Delete Rows or Delete Columns from the list.

Other Ways to Delete Rows or Columns:
Select the row(s) or column(s), right-click, and
select Delete Rows or Delete Columns from the
contextual menu.

9 Tip: You can also delete individual cells in a
table. Select the cell(s) you want to delete and
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click the Delete button in the Rows & Columns
group. Select Delete Cells and click OK.

Repeat header rows

If you have a table that extends across several pages, you
can repeat the header row at the top of each page of the
table.

1. Select the rows you want to use as headings.

2. Click the LAYOUT tab under TABLE TOOLS on
the Ribbon.

3. Click the Repeat Header Rows button in the Data
group.

/] Tip: You can also keep a table row from breaking
and separating the row’s contents onto two pages.
Right-click the table and select Table Properties
from the contextual menu. On the Row tab of the
Table Properties dialog box, deselect the Allow
row to break across pages option.

,ﬂgl Repeat Header Rows
Z Ef'g Convert to Text
Sort

fx Formula

Data

Figure 9-16: The Data group.
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Adjusting Row Height and
Column Width

When you create a table, all of the rows and columns are
the same size. As you enter information in a table, you
will quickly discover that some of the rows and columns
are not large enough to properly display the information
they contain.

Adjust row height

You will seldom need to change a row’s height because,
unless you specify otherwise, rows automatically expand
to the tallest cell in the row—the one that contains the
most lines of text.

1. Select the row(s).

2. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab.

3. Click the Table Row Height text box in the Cell Size
group and specify the row height.

Other Ways to Adjust Row Height:
In Print Layout view, click and drag the row’s
bottom border up or down.

@ Tip: You can distribute selected rows evenly so
they are the same height. Select the rows, click the
LAYOUT tab under TABLE TOOLS, and click
the Distribute Rows button in the Cell Size
group.

Adjust column width
1. Select the column(s).

2. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab.

3. Click the Table Column Width text box in the Cell
Size group and specify the column width.

Other Ways to Adjust Column Width:

In Print Layout view, click and drag the column’s
right border to the left or right. Or, double-click
the column’s right border. Or, click the AutoFit
button and select an option to automatically resize
the columns to fit their contents or the size of the
window.

/] Tip: You can distribute columns evenly so that
they are the same width. Select the columns, click
the LAYOUT tab under TABLE TOOLS, and
click the Distribute Columns button in the Cell
Size group.

[ Exercise

» Exercise File: SalesReps9-8.docx
» Exercise: Adjust the third column’s width to 1.

Table Row Height

EE Distribute Rows

% [[Height 018"

AutoFit

E‘Nidth: EE' Distribute Columns

-

Cell 5ize T

Table Column Width

Figure 9-17: The Cell Size group.
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Using Table Drawing Tools

In Word, you can draw and modify tables the same way
you would use a pencil to draw a table on a piece of
paper. You may find the table drawing tools to be
especially helpful when creating or modifying
complicated or irregular tables.

Draw borders

1. To draw a table from scratch, or add lines or borders
to an existing table, click the LAYOUT tab under
TABLE TOOLS on the Ribbon and click the Draw
Table button in the Draw Group.

The pointer changes to look like a pencil.
2. Click and drag to draw boundaries, rows, columns, or

table cells.

(/] Tip: Use the Line Style, Line Weight, and Pen
Color commands in the Borders group on the
DESIGN tab to determine how the borders appear.

Erase borders

1. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click the Eraser button in the
Draw group.

The pointer changes to look like an eraser.

2. Click and drag across table lines to erase the lines.

The border is erased.

[ Exercise

+ Exercise File: SalesReps9-9.docx

» Exercise: Add a vertical line to the last cell of the first
column so that the cell is split in half, then erase that line.

Erase the vertical line in the fourth row that separates the
first and second columns.

-

2% pt . — -

Border o Borders Border
F - .

Styles - s PEN ColOT = Painter

Borders T

Figure 9-18: The Borders group.

+
Last First Sales
Jones Marvin 1200
McKenzie[% Shandra 1400

Figure 9-19: Erasing a table border.
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Working with Sorting and
Formulas

Word provides many options for working with table data.
You can sort table data into a more useful order and even
perform calculations by inserting formulas into table cells.

Sort table data

Word can sort data in a list alphabetically, numerically, or
chronologically (by date). In addition, Word can sort
information in ascending (A to Z) or descending (Z to A)
order. You can sort an entire table or a portion of a table
by selecting what you want to sort.

1. Select the cells or information you want to sort.

Usually, you’ll want to select the header row along
with the rows you want to sort.

2. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab, and click the Sort button in the Data

group.
The Sort dialog box appears.

3. Define how you want to sort the data and click OK.

Use formulas in a table

Word is not a spreadsheet program like Microsoft Excel,
which is made to perform calculations, but it can do some
simple arithmetic.

To enter your own calculations, called formulas, you can
use the Formula dialog box, and you can refer to the cells
in a table using cell references. A cell reference identifies
where a cell is located in a table.

Although tables don’t have visible headers identifying the
rows and columns, every cell reference uses a letter (A, B,
C and so on) to represent its column and a number (1, 2, 3
and so on) to represent its row. A1, B3, and D5 are all
examples of cell references.

1. Place the insertion point in a blank table cell where
you want to insert the formula.

2. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click the Formula button in the
Data group.

The Formula dialog box appears.

3. Enter the formula in the Formula box.

For example, =SUM(C2, C3) calculates the sum of
table cells C2 and C3.

[ Exercise

» Exercise File: SalesReps9-10.docx

» Exercise: Select the first three rows and sort by the
Sales column in descending order so that the salesperson
with the most sales is listed first.

Enter a SUM formula in the last cell of the third column
to calculate the total sales.

Al Repeat Header Rows
V4 B Convert to Text
Sort

fx Farmula

Data

Figure 9-20: The Data group.

Sort 2 < |

Sort by
Column 1 v| Type | Text w '?‘Ascendmg

Using:  Paragraphs | - Destending
Then by

v| Type: |Text v| ® Ascending

Using: |Paragraphs LCesenuay
Then by

Type: Text ® Ascending

Using: |Paragraphs DE Sding
My list has
() Header row () No header row
Options... _OK Cancel

Figure 9-21: The Sort dialog box.

Before

4
‘ Last ‘ ‘ First ‘ ‘ Sales ‘
‘ Jones H Marvin H 1200 ‘
‘ McKenzie H Shandra H 1400 ‘

Column sorted in

After Cell A1 descending order

ku
Last First Sales
McKenzie Shandra 1400
Jones Marvin 1200
Sum formula

Figure 9-22: A table before and after sorting the table
data and adding a formula to sum the third column.
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Use the Number format list arrow to define how the Instead of entering specific cell references you want to sum, you
formula result appears. Use the Paste function list can use a reference such as ABOVE, which indicates all the cells
arrow to build a formula using built-in functions. above the cell containing the formula.

4. Click OK. Formula ?
The formula result appears in the cell. e

=SUM{ABOVE]

o TIPS: Humber format:

v" Remember: All formulas start with an equal sign (=), hd
followed by a function name (such as SUM), Paste function: Paste bookmark:
followed by parentheses containing the location of v
the cells on which you want to perform the
calculation. Cancel

v Besides regular cell references, you can use terms
that describe the location of cells in a table, such as
Above or Left, which reference all cells above or to
the left, respectively, of the selected cell. For
example, =SUM(ABOVE) totals all the cells above
the selected cell in a table.

Figure 9-23: The Formula dialog box.

v If you change a value in a Word table, you’ll need to
recalculate the formulas manually.
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Working with Borders and
Shading

Borders improve a table’s appearance, giving it a
polished, professional look. Borders can make it easier to
read the information in a table, especially when the
information is numerical.

Adding shading to a table is similar to adding borders—
you select the cells and then select shading options.

Apply a table border

When you create a table, Word automatically adds borders
or lines around every cell in the table, but it’s very easy to
change, add, or remove your table’s borders.

1. Select the cells where you want to adjust the borders.

/] Tip: To select the whole table, click the table’s
Move handle.

2. Under TABLE TOOLS on the Ribbon, click the
DESIGN tab, and click the Borders list arrow.

Here you can choose from several border options.

9 Tip: Select No Border to remove a border from
the selection.

3. Select the border type you want to apply to the
selected cells.

The border is applied.

Other Ways to Apply a Table Border:
Right-click the selection and select Borders and
Shading from the contextual menu. Use the
commands on the Borders tab in the Borders and
Shading dialog box.

View gridlines

Gridlines are dashed lines that show you the location of
the table cell borders. They do not appear by default.

You can easily display and hide table gridlines, but the
gridlines won’t be visible if the table is in the default table
format because the black border covers the gridlines.

1. Select a table.

2. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click the View Gridlines button in
the Table group.

Gridlines are displayed in all tables in the document.
@ Tip: Gridlines do not print.
Now let’s hide the gridlines.

[ Exercise

» Exercise File: SalesReps9-11.docx
» Exercise: Apply No Borders to the whole table.
Display gridlines.

Apply a Light Blue fill color (in the Standard colors area)
to the first row.

Select the entire table again and apply All Borders.

Last First Sales
McKenzie Shandra 1400
Jones Marvin 1200

2600

Figure 9-24: A table with no border and gridlines
displayed.
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3. Click the View Gridlines button again.
Gridlines are hidden.

Apply a fill color

Shading includes fill colors and also patterns that you can

apply to table cells.

1. Select the cells where you want to apply a fill color.
The TABLE TOOLS tab appears on the Ribbon.

2. Click the DESIGN tab and click the Shading list
arrow in the Table Styles group.
A palette of fill colors appears.

3. Select a fill color from the list.

The color is applied.

Last First Sales
McKenzie Shandra 1400
Jones Marvin 1200
2600

Figure 9-25: A table with a fill color applied.

‘ EBorders I Page Border ‘

Fill

[

Patterns

sty

Preview

Apply to:

Cell

e

Figure 9-26: The Shading tab of the Borders and Shading

dialog box.
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[ Exercise

Using Table Styles

You can easily spice up your tables by applying built-in
table formatting styles.

» Exercise File: SalesReps9-12.docx
» Exercise: Apply the “List Table 4 — Accent 1” table style.

Apply a table style

By default, a table is created with the Table Grid style,
which includes a basic black border around each cell in
the table. Word includes many built-in styles that include
more interesting formatting.

Table styles gallery

1 Shading

1. Select the table.

Table Styles

More button

2. Under TABLE TOOLS on the Ribbon, click the

DESIGN tab. Figure 9-27: The Table Styles group.

Here you can see the Table Styles group. You can use
the arrow buttons to scroll through the table styles in
the gallery.

3. Select the style you want to use in the Table Styles
group.

@ Tip: To display the entire Table Styles gallery,
click the More button in the Table Styles group.

Remove a table style
You can easily remove table styles.

1. Select the table from which you want to remove the
style.

2. Under TABLE TOOLS on the Ribbon, click the

DESIGN tab and click the More button in the Table Create New Style from Formatting 2
Styles group. ropertes
Mame: Style2
3. Select Clear. Style type: Table w
The Table Normal style, which doesn’t have any F:,t::tﬁ::d - o fepietom -
fOI’matting, iS applled Apply formatting to: Whole table b4
Calibri (Body) w11 |w|[ B I U Automatic v
Create a custom table style T ]| - o= |
You can also create a new, custom table style that meets
your exact specifications. lan Feb Mar Total
East 7 7 5 19
1. Select the table you want to format with a style. e : ] : ;Z
Total 21 18 21 60
2. Under TABLE TOOLS on the Ribbon, click the
DESIGN tab and click the More button in the Table ine spacing: singte. space
Styles group. Based ore Table Normal
3_ Se]ect New Table Style (®) Only in this document () Mew documents based on this template
The Create New Style from Formatting dialog box — =

appears.
Figure 9-28: The Create New Style from Formatting
dialog box.
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4. Select the formatting attributes you want to use in the

! Last First Sales
new table style and click OK.
McKenzie Shandra 1400
The new style will appear in the Custom area of the
: 1 Marvi 1200
Table Styles gallery in the Table Styles group. ones v
2600
@ Tips:
v" You can make the new table style available only in Figure 9-29: A table with a style applied.

the current document or for new documents as well.
Select either the Only in this document or the New
documents based on this template option in the
dialog box.

v" You can also use styles in the Styles group on the
HOME tab to apply styles to the text inside a table.
These can be applied in addition to a table style.

v You can also modify an existing table style. Apply
the style you want to modify, then click the More
button in the Table Styles group and select Modify
Table Style. Modify the table properties and click
OK.
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Using Table Style Options

Besides applying table styles, you can format individual
table style elements.

1. Select the table.
2. Under TABLE TOOLS on the Ribbon, click the

DESIGN tab.

The formatting options available in the Table Style
Options group include:

e Header Row: Displays special formatting for the
first row of the table.

e Total Row: Displays special formatting for the
last row of the table.

o First/Last Column: Displays special formatting
for the first or last columns in the table.

¢ Banded Rows/Columns: Displays odd and even
rows and columns differently for easier reading.

3. Select the option(s) you want to use in the Table Style
Options group.

[ Exercise

» Exercise File: SalesReps9-13.docx
» Exercise: Select the Total Row formatting option.

+| Header Row |+ First Column
Total Row Last Column
+| Banded Rows Banded Columns

Table Style Options

Figure 9-30: The Table Style Options group.

With banded rows

Last First Sales
McKenzie Shandra 1400
Jones Marvin 1200
2600

Without banded rows

Last First Sales
McKenzie Shandra 1400
Jones Marvin 1200
2600

Figure 9-31: A table with and without banded rows.
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Converting or Deleting a Table

If you don’t want table data to appear in a table any
longer, preferring that the contents are part of the other
text of the document, you can convert a table to text. You
can also simply delete a table.

Convert a table to text
1. Place your insertion point in the table.

2. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click the Convert to Text button
in the Data group.

The Convert Table To Text dialog box appears.
3. Select the character you want to use to separate the
text contained in each cell.

You can select one of the options to separate text or
define your own separation character in the dialog
box.

4. Click OK.

The table disappears and the table’s contents appear
as document text—although the text is contained
inside a frame. The contents of each table cell are
separated by the character you selected.

Delete a table
1. Place your insertion point in the table.

2. Under TABLE TOOLS on the Ribbon, click the
LAYOUT tab and click the Delete button in the
Rows & Columns group.

A list appears.

3. Select Delete Table.
The table is deleted from the document.

Other Ways to Delete a Table:
Right-click the selection and select Delete Table
from the contextual menu.

[ Exercise

» Exercise File: SalesReps9-14.docx

» Exercise: Convert the table to text, using tabs as
separators.

Undo the action, then delete the table.

Convert Table To Text  ?

Separate text with

() Paragraph marks

52

| Convert nested tables

Figure 9-32: The Convert Table To Text dialog box.

Before
[+
Last First Sales
McKenzie Shandra 1400
Jones Marvin 1200
2600
After
‘Last First Sales
McKenzie Shandra 1400
;Jones Marvin 1200 ‘
2600

Figure 9-33: Before and after converting a table to text
using tabs to separate the text.
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Using Quick Tables [ Exercise
Insert a formatted table quickly by inserting one of * Exercise File: None required.
Word’s built-in Quick Tables.  Exercise: Open a new document and insert the Calendar
2 Quick Table.
1. Click the INSERT tab on the Ribbon and click the
Table button in the Tables group. Built-In =
A list of table options appears. Calendar 1
December
2. Point to Quick Tables.
A gallery of built-in tables appears. !
As you point to each built-in table, a description of Pt e
the table and how it might best be used is shown. Calendar 2
MAY
3. Select the table you would like to insert. M T W T F S ¢
1 2 3 4 5 [
The table is inserted in the document. All you have to 78 8 10 11 12 13
do is modify the table contents to your needs. il el (e B Rl Rl B
Calendar 3
D i
ip:
P December
v' The selection of built-in tables is dependent on the
current document theme. Sun Mon T Wed  Th Fri s

| 3l il 51 6l 71 ] | -

Figure 9-34: The Quick Tables gallery.
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Working with Tables Review

Quiz Questions

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

Tables include
A. rows
B. columns
C. cells
D. all of these

You can press the arrow keys to move between cells in a table. (True or False?)

Once you create a table, you cannot change its size. (True or False?)

You can adjust table alignment and text wrapping in the
A. Table Options dialog box
B. Table Properties dialog box
C. Tables dialog box
D. Table Alignment dialog box

When adjusting cell margins, not only can you change the distance from the cell contents to the cell borders, but you

can also separate individual cells from other cells in the table. (True or False?)

Which of the following is NOT a button found in the Merge group on the Layout tab.
A. Split Cells
B. Split Table
C. Merge Table
D. Merge Cells

You can insert a row above, but not below, a row you've selected. (True or False?)

Table rows automatically expand to the tallest cell in the row—the one that contains the most lines of text. (True or

False?)

When you use the Draw Table tool, the mouse pointer changes to a pencil icon. (True or False?)

Which of the following can you NOT do in the Formula dialog box?
A. Use the Number format list arrow to define how the formula result appears.
B. Use the Paste function list arrow to build a formula using built-in functions.
C. Sort a column of numbers.
D. Enter a formula.

Table gridlines appear by default. (True or False?)
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29.

30.

31.

32.

Click the button to expand the Table Styles gallery.
A. More
B. Open
C. Expand
D. Gallery

Which of the following is NOT an option in the Table Style Options group?
A. Header Row
B. Total Row
D. Title Row

The Delete button used to delete a table is found in the group.
A. Table
B. Rows & Columns
C. Data
D. Merge

Click the Quick Parts button on the Insert tab of the Ribbon to insert a Quick Table into a document. (True or False?)

Quiz Answers

L 0 N o bk~ w N E

I S S S S S
o Uk W NP O

D. Tables include rows, columns, and cells.

True. Using the arrow keys is one of a few different ways to move between cells in a table.
False. You can easily resize a table in Word.

B. You can adjust table alignment and text wrapping in the Table Properties dialog box.
True. You can adjust the margins between cells and borders and between other cells.

C. Merge Table is not a button found in the Merge group on the Layout tab.

False. You can insert a row above or below a row you've selected.

True. Table rows automatically expand to the tallest cell in the row.

True. When you use the Draw Table tool, the mouse pointer changes to a pencil icon.
C. You cannot sort a column of numbers in the Formula dialog box.

False. Table gridlines do not appear by default.

A. Click the More button in the Table Styles group to expand the Table Styles gallery.
D. Title Row is not an option in the Table Style Options group.

B. The Delete button used to delete a table is found in the Rows & Columns group.

False. Click the Tables button on the Insert tab of the Ribbon to insert a Quick Table into a document.
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Mailings

An Overview of the Mail Merge Process ....... 195
Step 1: Setting Up the Main Document ......... 197
Step 2: Creating a Data Source....................... 198
Create a data source ..........cccceeevuverennee. 198
Customize data source fields ................ 198
Step 2: Using an Existing Data Source.......... 200
Select an existing data source............... 200
Use Outlook contacts ......ccccccevvevvvvnnnnnn. 200
Step 3: Inserting Merge Fields ....................... 201
Step 3: Inserting Rules Fields ........................ 202
Step 4: Previewing a Mail Merge..................... 203
Step 5: Completing the Mail Merge................ 204
Editing the Data Source...................ccccvneeen. 205
Select and sort recipients in the data
SOUICE ..uteteieeeeee ettt e e e e et e e e e e e e 205
Edit the data source.........cc.cccoovniiieeen. 206
Creating Labels...............cccccooviiiiiiiincniiee 207
Create labels with the same information 207
Create mail merged labels..................... 207
Creating Envelopes.............c.ccccevviieiiiiinnne 209
Change envelope options...................... 209

Here’s a secret for you: your dentist
probably didn’t have someone manually
type that check-up reminder you received
this month. And no one manually typed
your weekly Publisher’s Clearing House
sweepstakes letter addressed to you either.
A process known as mail merge has
created these “personalized” letters.

Mail merge letters are used to send the
same or similar documents to many
different people at once. Since they
contain the recipient’s name, address, and
other information, mail merge letters feel
more personal—just like Publisher’s
Clearing House: Bob Boyarksi, if you
have the winning number, you are the
winner of $10 Million Dollars!

Performing a mail merge isn’t a very
difficult process, but it is a rather lengthy
one. This chapter will take you step-by-
step through the mail merge process.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

e Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

e Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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An Overview of the Mail Merge
Process

Mail merge letters are used to send the same or similar
documents to many different people. Since they contain
the recipient’s name, address, and other information, mail
merge letters feel more personal than letters that aren’t
specifically addressed to anyone.

Creating and performing a mail merge is a lengthy and
multi-stepped process, but Microsoft has done a lot to
make performing mail merges in Word user-friendly. If
you become confused during one of the next lessons,
come back here to see how the step you’re on fits into the
mail merge process.

Since this chapter primarily deals with mail merges, you
may also want to take a look at Table 10-1: Mail Merge
Definitions. You will be seeing these terms frequently in
the upcoming lessons, so it’s a good idea to become
familiar with them.

Step 5: Complete the Mail
Merge!

Merge the data from the data
source into the merge fields in
the document, creating a unique
document for each record in the
data source.

[ Exercise

» Exercise File: None required.

» Exercise: Understand the steps of the mail merge

process.

David Meche
200 Park Drive
Le Sueur, MN 56058

Dear David,

Thanks for your
wonderful graduation

B N L I

Step 1: Set up the Main
Document

Select the type of document you
want to create with the mail merge.
You can create letters, e-mails,
envelopes, labels, and directories.
The main document contains the
text that is the same in all of the
merged documents.

. | Step 2: Select or Create a
First Last le s
e Tsmm iz Data Source .
Sam_ |Nelson The data source contains the
Jill Peck ¥ information you want to appear in
Tracy |Olden ¢ the main document. You can create
Brad _|Potts ’  anew data source, use an existing
Jim __ |Lewis " data source, or use a database as
the data source.
<<First>> <<Last>> Step 3: Insert Fields
<<Address>> Write and/or edit the starting
<<City, State, Zip>> .
document and specify where you
Dear <<First>> want to insert the information from
Thanks for your your data source into your starting
derful graduati
wonderful raduation document.
Sam Nelson Step 4: Preview the Mail
Far Pine Drive Merge
Chaska, MN 55437 : .
Preview how your document will
Dear Sam, appear when combined with the
Thanks for your information in the data source.
wonderful graduation
nift nf cor2iftss |
<<First>> <<Last>> First |Last Joe Smith
<<Address>> Joe Smith 2014 Pleasant Ave.
<<City, State, Zip>> Sam_|Nelson |f Chaska, MN 55437
) Jill Peck [
Dear <<First>>, + Tracy |Olden - | Dear{y sam Nelson
Thanks for your Brad |Potts - ThanH Far Pine Drive
T . Chaska, MN 55437
wonderful graduation Jim__ | Lewis wond aska,
e ~* ™ Dear Sam,
Thanks for your

wonderful graduation

ik £ e -
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Table 10-1: Mail Merge Definitions

Starting Document (Main Document) A document that contains the information that is the same for each merged document.
The starting document contains the field names for the variable information, like the names and addresses
that will be inserted.

Data Source or A file that contains the information to be inserted into the main document during a mail merge. For
Recipients List example, it has records containing the names and addresses of the people a mail merge letter is sent to.
Field A data category that stores a specific piece of information. For example, the field LastName would only

contain people’s last names.

Record A record is an entire set of data fields that relate to a single thing or person. For example, a single record
would include information about a person’s first and last names, address, phone number, and date of birth.

Merge Field A merge field is where you want to insert the information from a data source into a main document. Merge
fields appear with chevrons (« ») around them. An example would be: Dear «FirstNamey.

Address Block A group of merge fields that make up the address block in a mail merge document. Word can automatically
insert all the appropriate address fields at once, so that you don’t have to insert the five or six merge fields
yourself.

Greeting Line A group of merge fields that make up the greeting line of a mail merge document, such as “Dear Mr.

McDonald”. Word can automatically insert all the appropriate greeting text and fields at once, so that you
don’t have to insert the text and required merge fields yourself.

Header Row Data source information is stored in a table. The first row of the table is the header row and contains the
field names for the data source. For example, FirstName, LastName, Address.
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Step 1: Setting Up the Main [ Exercise

Docu me nt . Exercise File: North Shore Mailin.g.10-2.d0cx
. . . . » Exercise: Use the North Shore Mailing10-2.docx
All mail merges in Word require two files: a main document to set up a Letter mail merge.

document and a data source. The main document contains
the text that is the same in all of the merged documents.
The first step in the mail merge process is specifying
which type of mail merge document you want to create.
Let’s get started!
@ e
1. Open a blank document, or open the document you N
want to use as the main document. -

If you open to a blank document, you can add text
later in the process. B

2. Click the MAILINGS tab on the Ribbon.

g news for youl Since you used North Share Trawsl on X for your Right snd
s to Canada we thought you might be i “

All the commands needed to perform a mail merge
are presented on the Ribbon.

(/] Tip: You can also use the Mail Merge task pane,
which leads you through the mail merge process
step by step. To open the task pane, click the Start
Mail Merge button in the MAILINGS tab on the
Ribbon and select Step by Step Mail Merge Figure 10-1: Selecting a document type for the main
Wizard. document of the mail merge.

3. Click the Start Mail Merge button in the Start Mail
Merge group.

A list of document types appears:

e Letters: The basic content is the same in all the
letters, but each one contains information that is
specific to an individual recipient, such as name
or address.

o E-mail Messages: Like a letter, the basic content
is the same in all the letters, but each one contains
information that is specific to an individual
recipient.

e Envelopes: Creates envelopes that have the same
return address, but different destination addresses.

e Labels: Creates labels for each of the recipients
attached to the document.

¢ Directory: The same kind of information, such as
name and description, is shown for each item, but
the name and description in each item is unique.
This type of document can be used for catalogs as
well.

4, Select the type of main document you wish to use for
the mail merge.

The main document is set up.
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Step 2: Creating a Data Source

The data source provides the information that is unique in
mail merge. It provides the information that is unique to
each recipient, such as their name and address.

Create a data source
If you do not have a list of recipients that you want to use
for the mailing, you can easily create one.

1. Click the Select Recipients button in the Start Mail
Merge group under the MAILINGS tab.

A list of options you can use for a data source
appears.

2. Select Type a New List.
The New Address List dialog box appears.

3. Enter recipient information in the table.

Each row contains information that is unique for a
single recipient. This is called an entry, or record.
Each column contains the information for a field, or
category, of information.

4. Click the New Entry button to add a new row for
another recipient’s information. Repeat until all
recipients have been added.

Continue adding rows and entering information until
all the recipients you want to include have been
added.

Other Ways to Add a Row:
Press <Tab> at the end of a row.

5. Click OK.

The Save Address List dialog box appears. Save the
data source so you can use it for future mailings and
edit the data source as necessary.

@ Tip: By default, the data source is saved in the
My Data Sources folder in the Documents folder.

6. Enter a name for the data source in the File name text
box and click Save.

The data source is connected to the main document,
and will remain connected even when the document
is closed.

Customize data source fields

Customizing the data source fields, or columns, lets you
control which information you want to include in each
record, and therefore in the mail merge. Choose or create

[ Exercise

» Exercise File: North Shore Mailing10-2.docx

» Exercise: Create a new data source with the same fields
shown in the image below.

Enter data for yourself and a friend so that there are two
more records in the data source.

Use the column headers to filter and sort
mail recipient records.

= ?
New Address List :
Type recipient information in the taple. To add more entries, click Mew Entry.
Title w | First Name - ‘ Last Name - |Company Name w | Address Line 1 = |

|| Associate Joshua Clark 101 Tth 5t 5E Ste. 320
| | Coworker Sarah Kelly 504 Oark Center  Ste. 5
i

< >

New Entry FEind...
Delete Entry Customize Columns... oK Cancel

Specify criteria to find a

Add a new record specific record.

Delete this record — Add, rename, or delete
mail merge fields.

Figure 10-2: Creating a new data source for the mail
merge.
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fields for each piece of information you want to have
available in the mail merge.

1.

Click the Customize Columns button to customize
the fields in the data source.

The fields are the columns in the table, and the name
of the field appears in the header row of the table. For
example, if you know you need to use the people’s
first and last names, you can use the First Name and
Last Name fields.

You can also add fields that are specific to your
needs. For example, if you want to include the name
of a spouse for a recipient, you can add Spouse First
and Spouse Last fields.

Add, delete, or rename fields you want to use in the
data source.

These fields will appear as columns in the data source
table.

Click OK.

The fields appear as columns in the table.

Customize Address List ?
Field Names
add.. —=— Add a new field.
First Name
Last Mame
Company Name peete  — Delete the selected
Address Line 1 field.
Address Line 2 Rename... 8-
City
oy Rename the
ZIP Code selected field.

Country or Region
Home Phone

‘Work Phone
E-mail Address
Move Down

\
\\

Field names used in the data source file. Word
automatically adds common fields to a new data
source unless you remove or rename them.

Figure 10-3: Choose the fields you want to include in the
data source with Customize Address List dialog box.
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Selecting an Existing Data
Source

There’s no need to reinvent the wheel and create a new
data source if one exists that contains the information you
want to include in a mail merge.

Select an existing data source

If you already have a data source, such as an Access
database, an Excel spreadsheet, or a delimited text file,
you can use it for your mail merge.

1. Click the Select Recipients button in the Start Mail
Merge group under the MAILINGS tab on the
Ribbon.

A list of options you can use for a data source
appears.

2. Select Use an Existing List.
The Select Data Source dialog box appears.

3. Navigate to the location of the data source you want
to use.

4. Select the data source and click Open.

The data source is connected to the main document,
and will remain connected even when the document
is closed.

Use Outlook contacts

If you use Microsoft Outlook, you can select the names
and addresses from your Contacts list and use them as the
data source for your mail merge.

1. Click the Select Recipients button in the Start Mail
Merge group under the MAILINGS tab.
A list of options you can use for a data source
appears.

2. Seclect Choose from Outlook Contacts.

The Select Contacts dialog box appears. If there are
several contact folders that contacts can be imported
from, they are listed in the dialog box.

3. Select the contact folder you want to use as the data
source and click OK.

The data source will remain connected to the
document, even when the document is closed.

3 Exercise
» Exercise File: Canada tourists.mdb and North Shore
Mailing10-2.docx

» Exercise: Connect the Canada tourists.mdb file to the
main document.

Table 10-2: Types of Data Sources

Spreadsheet Files You will need to specify the cell
Microsoft Excel range or the entire file.
Lotus 1-2-3

Database Files If the database contains more than
dBase one table, you will have to select
Fox Pro the table you want to use.
Microsoft Access

! Data sources you have created
Microsoft Outlook  reviously in Word are database
files.

Word Processing Files Records must be stored in a table

Microsoft Word or in a tab-delimited list.
WordPerfect
Text Files Must be a tab or comma delimited
text file.
m; Select Data Source ﬂ
® - 1 <« Word 2013 » Practice » v| ¢ | SearchPractice »
Organize ¥ New folder =~ I @
A Name ’ Date modified Type "
i Libraries % Board of Dircctors Meeting4-12 Microsoft Word C
4 Documents {51 Board of Directors Meeting4-13 Microseft Word
o Music (2] Board of Directors Meeting4-14 Microsoft Word
=] Pictures (2] Board of Directors Meeting4-15 Microsoft Word T
B Videos 2 Bob's Report Microsoft Word [
{15 Bob's Report2 Microsoft Word T
#% Homegroup {2 Budget comments Microsoft Word C

{15 Business Proposal Microsoft Word T
(4] Canada tourists
[15] CompanyMeeting3-1
5] CompanyMeeting3-2
5] CompanyMeeting3-3
v < >

1% Computer
&, THoesa ()

9PM  Microsoft Access
Microsoft Word C

Microsoft Word C

€l Network Microsoft Word € &

New Source...

File name: | Canada tourists v | All Data Sources v

Figure 10-4: Select a data source to use for the mail
merge.

Select Contacts ?

Select a contact folder to import:

Mame Count  Location

3 Mailbox - Elizabeth Bertrand|

< >

Figure 10-5: Select the folder you want to use for the data
source.
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Step 3: Inserting Merge Fields

After the main document is set and the recipient list is
connected and edited, you are ready to insert the merge
fields in the document. The merge fields are placeholders
in the document for unique information from the
recipients list. So when you put a merge field in the main
document, information from that field will appear for the
document that is unique to that recipient.

1. Place the insertion point where you want to insert a
merge field.

The merge fields that are available for you to insert
depend on the fields in the data source. There are
three buttons you can use to insert merge fields in the
main document:

e Address Block: This is a combination of several
fields that you can use to insert the name and
postal address of recipients. You can specify
which information is included in the address
block, such as how you want the recipient’s name
to appear and whether or not you want the country
and region included in the address. A preview of
how the information will appear for each of the
recipients is also available here.

e Greeting Line: This is a combination of fields
you can use to insert the recipient’s name in the
greeting line. This option also allows you to
specify how you want the greeting line to appear.
For example, choose a greeting (“To” or “Dear”)
and specify how you want the recipient’s name to
appear.

o Insert Merge Field: Insert a single field from the
data source in the main document. When you
click this button, a list of merge fields you can
insert appears.

2. In the Write & Insert Fields group on the Ribbon,
click the button for the field you want to insert.

When a merge field is inserted, chevrons (<< >>)
surround the name of the field. This helps you
distinguish the fields from the regular text in the
document.

When the mail merge is performed, the information
will not appear in chevrons.

3. Repeat for each merge field you want to insert.

LJ Exercise
» Exercise File: North Shore Mailing10-3.docx and
Canada tourists.mdb

» Exercise: Insert Address Block and Greeting Line fields
after the date at the top of the letter.

Insert the TravelDate field in place of the X in the second
sentence of the letter.

)
Insert Address Block :
Specify address elements Preview
Insert recipient's name in this format: Here is a preview from your recipient list:
Joshua ~ 1 [PE
Joshua Randall Jr.
Joshua Q Randall Jr.
Mr. Josh Randall Jr. Mr. James Britt
550 Pine Rd
Mr. Josh Q. RandallJr. Codar Falls, MH 55543
Mr. Joshua Randall Jr. v edarFalls.
V| Insert company name
Insert postal address:
Never include the country/region in the address
Always include the country/region in the address
Correct Problems
® Only include the country/region f different than:
If items in your address block are missing or out of order, use
United States Mateh Fields to identify the correct address elements from
your mailing list.
V| /i
Format address according to the destination country/region T

Figure 10-6: Choose how you want the address block to
appear in the Insert Address block dialog box.

Insert Merge
Field ~

Title
First_Mame
Last_Mame
Address_Line_1
City

State
ZIP_Code

TravelDate

Figure 10-7: Insert a single merge field in the main
document.

wAddressBlocks|

May1,2010

wGreetinglinen

We have some exciting news for you! Since you used North Shore Travel on kTravelDates for your flight

and accommodation neads to Canada we thought you might ba Interested in our new Explore Canada

tour packages.

North Shore Travel has teamed up with the finest hotels and touring companies in Canada to offer &
Canadian tour package unlike any ather. All Explore Canada tours are all-inclusive so you don't have to
warry about airline flights, meals, guided sightseeing teurs, lodging, and entertainment. Explare Canada
affers tour packages nd Toranto, The cost for the
Explare Cansda tours s start at under 51,0001

r than you might expe

Figure 10-8: The main document with merge fields
inserted. The merge fields are shaded gray and have
chevrons << >> around them.
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Inserting Rules Fields

In addition to merge fields, you can insert rules fields that
customize your mail merge documents even more.

/] Tip:

v

You’ll probably want to skip this lesson unless you’re
really into mail merges; most people will never really
need to use rules fields.

Place the insertion point where you want to insert a
rules field.

Click the Rules button in the Write & Insert Fields
group of the MAILINGS tab on the Ribbon.

A list of fields you can insert appears. Refer to Table
10-3: Mail Merge Rules Fields below for more
information on the types of fields you can insert.

Select the field you want to insert in the main
document.

If a dialog box appears, enter the information
necessary to insert the field.

/] Tip:

v

When these fields are entered, they don’t appear with
chevrons (<< >>) around them, like other merge
fields. You may not even know the field has been
inserted until the mail merge is finished.

[ Exercise

Exercise File: North Shore Mailing10-4.docx and
Canada tourists.mdb

Exercise: Insert an If... Then...Else... field at the end of
the last paragraph in the letter. If the record has Mankato
in the City field, insert this text: “Visit our Mankato

office!” Otherwise, insert this text: “Thank you for your
business.”
Insert Word Field: IF v
IF
FEield name: Comparison: Compare to:
City v | |Equalto v | |Mantako
Insert this text:
Visit our Maktako site! -
¥
Otherwise insert this text:
Thank you for your interest. ~
W
OK Cancel

First, specify what you want to test for. Then insert the text if the
test is or is not true.

Figure 10-9: The Insert Word Field: IF dialog box.

Table 10-3: Mail Merge Rules Fields

Ask
Fill-in

If... Then... Else...
Merge Record #
Merge Sequence #

Next Record

Next Record If

Set Bookmark

Skip Record If

Prompts for information from the user and assigns the response to a bookmark.

Prompts for information from the user as Word merges each data record with the main document. The
response is printed in the specific form letter.

Merges information only if a specified condition is met.
Prints the number of the merged data record in the merged document.

Counts the number of data records that were successfully merged with the main document. This could
be helpful to calculate postage.

Instructs Word to merge the next data record into the current merged document, rather than starting a

new merged document. This is often used with labels and catalogs.

current merge document.

Compares two expressions. If the comparison is true, Word merges the next data record into the

This field assigns specific information to a named variable, which is called a bookmark. In order for

the information to appear in the document, insert a REF field that refers to the bookmark.

This field compares two expressions. If the comparison is true, the current record is skipped. If the

comparison is false, the current record is merged. (It may be easier to filter the recipient list.)
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Step 4: Previewing a Mail
Merge

Sometimes it is helpful to see what the data will look like
once it has been inserted into a document, instead of only
viewing the obscure merge field names. You can easily
preview how the mail merge will appear before finishing
the mail merge. This is encouraged to make sure the
results appear as you want them to.

1. Click the Preview Results button in the Preview
Results group of the MAILINGS tab.

The data from the first record is previewed in the
document.

2. Use the preview results buttons to preview how
records from the data source will appear when
merged.

As you browse through the previews, you see how
each record in the data source will appear when
merged with the main document.

@ Tips:

v Click the Find Recipient button in the Preview
Results group to search for a specific recipient.

v You can simulate the mail merge process to make
sure it will run smoothly before performing the final
merge. Click the Auto Check for Errors button in
the Preview Results group. Select the Simulate the
merge and report errors in a new document option
and click OK.

v' Previewing the mail merge does not include preview
rules fields.

[ Exercise

» Exercise File: North Shore Mailing10-5.docx and
Canada tourists.mdb

» Exercise: Preview all the records in the mail merge.

<<First>> <<Last>> First |Last Joe Smith

<<Address>> Joe Smith 4 2014 Pleasant Ave.

<<City, State, Zip>> Sam | Nelson Chaska, MN 55437
-

Dear <<First>>, + == | Dear Joe,

Thanks for your Thank for your

winderful aradnatinn

winndarful araduatinn

Figure 10-10: An example of how a data source record is
merged into the letter.

Previous Next
Record Record

I I
First Record —f 4 |7 b T Last

Record

W Al Potstscs

1536 P Wy

Figure 10-11: A preview of the merged main document.
Use the buttons in the Preview Results group to cycle
through previews of merged records in the data source.
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Step 5: Completing the Mail [ Exercise

» Exercise File: North Shore Mailing10-5.docx and
M e rg e Canada tourists.mdb
After you’ve previewed how the main document and data - Exercise: Finish the mail merge to individual documents.

source will merge, and everything looks correct, you are
ready to complete the mail merge.

1. Click the Finish & Merge button in the Finish group Merge to New Document ?
of the MAILINGS tab on the Ribbon.

. . . Merge records
There are three different ways you can finish the mail

merge:

() Current record

e Edit Individual Documents: Puts the results of

the mail merge in a new document. You are free to {_) Erom: To:
edit the results of the mail merge and save and
print them, just like any other document. T

e Print Documents: Merges records and sends
them directly to the printer.

. Fi 10-12: The M to New D t dialog box.
¢ Send E-mail Messages: Sends the mail merge as 'gure e Merge fo Tlew Hocument dialog box

an e-mail message. This works best if you have
used Microsoft Outlook Contacts as your data
source.

2. Select the option you want to use to finish the mail
merge.
A dialog box appears, asking which records you want
to merge from the data source.

3. Select the records you want to merge and click OK.

Word merges the main document and the information
from the data source into a new Word document,
sends it to the printer, or creates an e-mail message.

/El=| s Directory [Compatibility Mode] - Microsoft Word Preview ?2 H - & %
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
o P P == A #iFind ~
- E: ) .
& Calibri Body) -1 -| A A7 Aa : €= 20 T amped AaBbcd AaBbC aaebce AAD assscer acsboep Acsbced Repiace
%
“{“E ¥ Formatpainter B T W vk X %" A~ ¥-A-E=== =- O TNormal | TNoSpac.. Headingl Heading 2 Title Subtitle  Subtle Em.. Emphasis |<|

[3 Select~

Clipboard 3 Font 3 Paragraph 5 Styles 5 Editing -

5 1 g : 2 F s : B = ; =

‘Mr. James Britt

550 Pine Rd

Cedar Falls, MN 55543
May 1, 2010

Dear Mr. Britt,

We have some exciting news for you! Since you used North Shore Travel on 7/8/07 for your flight and
accommodation needs to Canada we thought you might be interested in our new Explore Canada tour
packages.

North Shore Travel has teamed up with the finest hotels and touring companies in Canada to offer a

PAGE1OF5 154 WORDS [

Figure 10-13: The new, merged document.
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Editing the Data Source

Once you have connected a data source to the main
document, you can choose which data source records you
want to include in the mail merge, and you can also edit
the data source to add records or change record
information.

Select and sort recipients in the data source
You can change the recipients list without changing the
data source by choosing which recipients you want to be
included in the mail merge, and by rearranging and
filtering the recipient list.

1. Click the Edit Recipient List button in the Start Mail
Merge group on the MAILINGS tab.

The Mail Merge Recipients dialog box appears. By
default, all the records in the data source will be
included in the mail merge.

There are three ways you can work with the
recipients list:

e Select individual records: If the list of recipients
is relatively short, this is the easiest way to
include or remove records from the data source.
Records that are checked will be included: records
that are not checked are removed.

Additionally, you can check or clear all the
records at once by clicking the check box in the
header row.

e Sort records: Click a column heading to sort the
list by that field. If you want to use a more
complex sorting method, such as sorting by
several fields, you can:

Click the Sort link and choose the field(s) you
would like to sort by. For example, you could
alphabetically sort recipients by their last name
within each state.

o Filter records: Filtering the list is useful for
filtering out large groups of records.

Click the Filter link and choose the criteria you
want to filter for. For example, to only include
records from Texas, select State for the field,
Equal to for the comparison, and TX in the
compare to text box. Only records with TX in the
State field are shown.

2. Edit the recipient list as necessary and click OK.

The recipient list is ready for the mail merge.

[ Exercise

+ Exercise File: North Shore Mailing10-5.docx and
Canada tourists.mdb

» Exercise: Sort the data source by last name.
Deselect the Jeff Mitchell record.
Apply a filter that only shows records from MN.

Add a record to the data source using information about
you.

Mail Merge Recipients ?
This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.
Data Source | Fa |Lagt Name | First Name - | Tile - | Address Line 1 - ‘th
Canada tourists...  |[¥  Britt James Mr. 550 Pine Rd Cedar
Canada tourists... [V Richter Kim Mrs. 103 7th St. Manka
Canada tourists... [V Pauls Joe M. 39 Park Ave. Hudso
Canada tourists...  [¥ Cho Susan Mrs. 4311 Riverside Lane Minne]
Canada tourists... [ Erickson Jane Mrs. 900 Redwood St. Apt #... St Pay
Canada tourists.... [JEall Mitchell | et | M. |P.0.Box 103 | Le Seu
Canada tourists... [ Peterson Melissa Mrs. 1536 Penkwe Way Rock |
< >
Data Source Refine recipient list
Canada tourists.mdb 8] sort...

¥ Filter...

#4 Find duplicates...

[0 Eind recipient...

[ validate addresses...

Figure 10-14: The Mail Merge Recipients dialog
box. To sort the list, click the appropriate column
heading. Use the check boxes to add or remove a
recipient from the mail merge.

Filter and Sort ?

Filter Records | Sort Records

Field: Comparison: Compare to:
City v | |Equalto v MM

And |v -

Ciear T

Figure 10-15: Specifying filter criteria for the data source.
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Edit the data source Mail Merge Recipients ?
You can edit the data source to add recipients or to change This is the list of recipients that will be used in your merge. Use the options belowrto add te or change your lst.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.
record data after the data source has been connected to the Data Source [[@ [lthame o [Fratame o [Tte o |Addess e B ES
maln document Canada tourists.... [V Britt James Mr. 550 Pine Rd Cedar
. Canada tourists.... [+ Richter Kim Mrs. 103 7th St. Manka
Canada tourists.... ¥ Pauls Joe Mr. 39 Park Ave. Hudso|
. . o e . . . Canada tourists.... [+ Che Susan Mrs. 4311 Riverside Lane Minne|
1. Click the Edit Recipient List button in the Start Mail Canadatourists... [¥  Erickson Jane Mrs. 900 Redwood St. Apt £... St. Pay
Canada tourists.... [+ Mitchell Jeff Mr. P.0.Box 103 Le Seu
Merge group under the MAILINGS tab. —— ey
The Mail Merge Recipients dialog box appears. . N
Data Source Refine recipient list
2. Seclect the data source in the Data Source box in the le i
ottom left corner of the dialog box. K3 Find duplicates...
bottom left f the dialog b )
D Eind recipient...
You can only have one data source connected to a — [ valioate screses.
document at a time, so there should only be one item ) B Cw
listed here. o
Once the data source is selected, the two buttons Select the data source in order to edit it.

below the box become available.

Figure 10-16: The Mail Merge Recipients dialog box.
3. Click the Edit button.

The Edit Data Source dialog box appears.

. . . B ? x
You can edit the data in records, or use the buttons in Edit Data Source L <]
1 To edit it i dat: 5 h in the table below. Col headi displ
the lower left corner of the dialog box tf) add or il from your data souree and any recpient L felds 56 which they have been matched ™
delete records, find a record, or customize the fields TG,
: Data source being edited: Canada tourists.mdb
n the data source. Title w | First Name w | Last Name w | Address Lne 1 |Gry -
2 Mr.
4. Edit the data source as necessary and click OK. || Mrs. Kirn Richter 103 7th 5t. Mankato
L Mr. Joe Pauls 3% Park Ave. Hudson
A dialog box appears, asking if you want to update | s, Susan Che 4311 Riverside L. Minneapolis
- Mrs. Jane Erickson 900 Redwood 5. 5t Paul
these changes to the data source. | Jeff Mitchell P.0O.Box103  LeSeuer
L Mrs. Melissa Peterson 1536 Penkowe W... Rock Island
5. Click Yes.
The Edit Data Source dialog box closes. You’re back
. - . < >
at the Mail Merge Recipients dialog box. You can :
. . MNew Entry Find...
still makg changes to the data source before returning el pom——— ox Cancel
to the main document.
6. Click OK Figure 10-17: Edit the data source by changing previous

entries or adding new ones.
The recipient list edited and is ready for the mail
merge.

D Tip:

v" Click the Refresh button under the Data Source box
to update the recipient list if the data source has been
changed since it was connected to the main
document.
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Creating Labels

So far we’ve been using the mail merge feature to create
formal letters, but you can also use it to create
professional-looking mail labels or envelopes.

[ Exercise

» Exercise File: Canada tourists.mdb
» Exercise: Open a new Word document.

Create a page of labels using your home address as the
address.

Create labels with the same information
This process shows you how to create a sheet of labels
that contain the same information, for example, return

Create labels using the records from the Canada
tourists.mdb data source.

address labels, or print a single label on a sheet.

1.

Click the MAILINGS tab on the Ribbon and click
the Labels button in the Create group.

The Envelopes and Labels dialog box appears.

Select the Labels tab and then click the Address box.

Enter the address you want to appear on the labels.

The address is what will be printed on the labels.

Choose Full page of the same label or Single label
to select how you want to print the label.

If you choose Single label, indicate the label you
want to print on by specifying the row and column
where the label is located on the sheet.

Click the Options button to select the type of label
being used.

The label package should tell you the type of label
being used.

Click Print to print the labels, or click New
Document to open a document that lists the address
on a single page.

Use the New Document option if you want to do any
formatting with the labels.

Create mail merged labels
Use the mail merge process to create labels from a data
source.

Click the MAILINGS tab on the Ribbon.

The commands needed to create a mail merge appear.

2. Click the Start Mail Merge button in the Start Mail
Merge group and select Labels from the list.
The Label Options dialog box appears.

3. Select the type of label you will be printing on and

click OK.

The document changes into a table that is separated
into cells that are the size of the labels.

2
Envelopes and Labels :
Envelopes | Labels

Address: [EE » [ use return address
John Sputh ~

3387 Brownlow Ave.
Samt Louis Park, M 35426

Print Label
—— (®) Full page of the same label Microsoft, 1/2 Letter
=— (O single label 1/2 Letter Postcard

Row: |1 +| Column: |1 e []

Before printing, insert labels in your printer's manual feeder.

Print Mew Document Dptions.. E-postage Properties...

Cancel

Print the same label on the full page, or specify the row and
column coordinates for the label you want to print on.

Figure 10-18: The Labels tab of the Envelopes and Labels
dialog box.

Label Options ?
Printer information
() Continuous-feed printers
(®) Page printers Tray: |Defaulttray |«
Label information
Label vendors: | Microsoft v

Find updates on Office.com
Product number: Label information

1 Letter ~ Type: 1/2 Letter Postcard
e Height:  85°
/ . e
1/4 Letter WL BC
30 Per Page Page size: 11" = 8.5
30 Per Page b
Details... Hew Label... Cancel

Figure 10-19: The Label Options dialog box. Select the
type of label you want to use from the Product number.

Click the Details button to change the dimensions of the
label, or click New Label to create a custom-sized label.
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The rest of the process is standard mail merge
procedure.

4. Click the Select Recipients button in the Start Mail
Merge group and select the data source you want to
use.

Notice that once you select a data source, <<Next
Record>> merge fields appear in all the label cells,
except the first one. This allows the mail merge to
merge the results from each record into each cell of
the table, rather than repeating the information from
the first record.

You can also edit the data source after it has been
attached to the document.

Since labels typically include an address, all you have
to do is insert the address block as a merge field in
the first cell.

5. Click the Address Block button in the Write & Insert
Fields group.
The Insert Address Block dialog box appears.

6. Choose how you want the name to appear and click
OK.
The merge field is inserted.

The next step is specific to creating a mail merge for
labels. It copies the Address Block merge field in
each label cell of the table.

7. Click the Update Labels button in the Write & Insert
Fields group.

The Address Block merge field is inserted in each
cell of the table.

Now you’re ready to preview the labels. e e—— —
8. Click the Preview Results button in the Preview rosveim i i e
Results group. '

If the preview looks good, you’re ready to finish the B
mail merge.

9. Click the Finish & Merge button and select how you
want to finish the mail merge. Figure 10-20: The merged label document.
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Creating Envelopes

If you suffer from terrible handwriting, you can have
Word address your envelopes for you. Word is great for
printing envelopes if your printer can handle envelopes.
That’s a big if—many printers don’t handle envelopes
very well, and many others don’t handle envelopes at all.
The only way to really find out if you can print envelopes
with your printer is by consulting the manual that came
with your printer.

/] Tip:

v' If you’ve misplaced your printer manual, you can try
printing several envelopes with the printer to see how
they come out—just be prepared to go through
several envelopes before you find out how to feed the
envelope into the printer!

1. Click the MAILINGS tab on the Ribbon and click
the Envelopes button in the Create group.

The Envelopes tab of the Envelopes and Labels
dialog box appears.

2. Click the Delivery address text box and type the
delivery address.

This is where you want the envelope to be delivered.

Other Ways to Enter the Delivery Address:

Click the Insert Address button ( 2~ ). Select the
profile you want to use (Outlook) and select a
contact from Outlook Contacts.

3. Click the Return address text box and type the
return address.

This should be the return address.

4. Click Print to print the envelope, or click Add to
Document to add the envelope to the beginning of
the document.

If you add the envelope to the document, make sure
the envelope and paper are in the correct order before
printing the document.

Change envelope options
If you want to use a different envelope size or change the
font used, you can change the envelope options.

1. Click the Options button in the Envelopes tab of the
Envelopes and Labels dialog box.

Two tabs can help you specify how the envelope will
be printed:

[ Exercise

» Exercise File: None required.

» Exercise: Create an envelope with your address as the
Return address and a friend’s address as the Delivery
address.

Change the font used for the delivery address.

Envelopes and Labels ?

Envelopes | Labels

Delivery address: EE~

Kathryn Cochran ol
8009 Sequoia Ct.
Binghamton, NY 13850

D Add electronic postage

Beturn address: EE = [] omit
Elizabeth Bertrand | [ Preview Feed
3387 Brownlow Ave.
Saint Louis Park, MN 55426 m
v
Verify that an envelope is loaded before printing.
Print Add to Document Dptions... E-postage Properties...

Cancel

Figure 10-21: The Envelopes tab of the Envelopes and
Labels dialog box.

. Envelope Options ?
Select the size

of the envelope

{Envelope Optians | | printing Options

here (Size 10 is Envelope size:
the most Size 10 [41/8%81/2in) v
common). Delivery address

Font... From left: |Auto

RIS

Change the font

used on the \\

Fromtop: Auto

" Return address
delivery address
and return
address.

Font... From left: | Auto

a4

Fromtop: |Auto

Preview

Figure 10-22: The Envelope Options dialog box.
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e Envelope Options: Verify the envelope size, the
font used in the return and delivery addresses, and
adjust the location of the addresses on the
envelope.

e Printing Options: If necessary, you can change
how the envelope is fed to the printer. These
settings are automatically selected, however, so it
is best not to adjust them.

2. Enter the envelope settings you want to use and click
OK.
The Envelope Options dialog box closes, but the
Envelopes and Labels dialog box is still open.

3. Click OK.

The Envelopes and Labels dialog box closes and the
changes are applied to the envelope.
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Quiz Questions

2. A mail merge is the process of combining a Word document with data. (True or False?)

3. Which of the following is NOT a type of mail merge document?
A. Letters
B. Labels
C. Envelopes
D. Spreadsheets

4. The rows in a data source contain information unique to the recipients in the mail merge. (True or False?)

5. Which of the following can you use as the data source for a mail merge?
A. An Excel spreadsheet
B. An Access database
C. A table in a Word document
D. All of the above.

6. You see a strange word, <<FirstName>> in a document. What is this?
A. It's a merge field - the information from the FirstName field will be inserted here.
B. It's a form field - enter your first name here.
C. It's a reminder that you need to sign the letter before you send it.
D. It's a really bad typing error.

7. How can you add an address to a mail merge document?
A. Click the Address Wizard button in the Insert tab on the Ribbon.
B. Click the Address Wizard button in the Mailings tab on the Ribbon.
C. Click the Address Block button in the Write & Insert Fields group of the Mailings tab on the Ribbon.
D. Click the Address Block button in the Write & Insert Fields group of the Insert tab on the Ribbon.

8. Which of these would a rules field allow you to do?
A. Add special text to records that met certain criteria.
B. Add special text to each record in the mail merge.
C. Count the number of data records that were successfully merged.
D. All of these.

9. The only way you can see the results of a mail merge is to complete the mail merge and send the results to the printer.
(True or False?)

10.  Which of the following is NOT a destination where you can send the results of a mail merge?
A. An e-mail message.
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B. An Excel spreadsheet.
C. A new document.
D. A printer.

11.  Which of the following CAN'T you do from the Mail Merge Recipients dialog box?
A. Add or remove recipients from the data source.
B. Update a recipient’s address.
C. All of these.
D. Sort the list alphabetically by last name.

12. To sort a list of records or recipients, simply click the column heading you want to use to sort the list. (True or False?)

13.  You can specify the type of label you are using by selecting its product number, such as Avery 5160, when creating
mailing labels. (True or False?)

14.  You can enter an Outlook Contact's address in the Delivery address text box by clicking the Insert Address button.
(True or False?)

Quiz Answers

True. The mail merge process combines a Word document with data.

D. There isn't a spreadsheet mail merge document type.

True. Each row in a data source contains information that is unique to each recipient in a mail merge.

D. You can use an Excel spreadsheet, Access database, or Word document table as data sources in a mail merge.

A. Chevrons << >> indicate a merge field, where information is inserted during a mail merge.

N o vk~ wnhoRe

C. Click the Address Block button in the Write & Insert Fields group of the Mailings tab on the Ribbon to insert an
address in a mail merge document.

o

D. Rules fields allow you to customize your mail merge all of these ways, and more.

9. False. You can preview the results of a mail merge to see what the data will look like once it has been inserted into a
document.

10. B. You can't send the results of a mail merge to an Excel spreadsheet.

11. C. You can add or remove recipients from the data source, update a recipient’s address, and sort the data source
alphabetically by last name from the Mail Merge Recipients dialog box.

12. True. Sort a list of records or recipients by clicking the column heading you want to use to sort the list.
13.  True. You can specify the type of label you are using by selecting its product number.

14. True. This is a very easy way to enter a delivery address.
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Using
Collaborative
Editing Tools

Tracking Revisions..............ccccocviiiiiinnn. 214
Change how tracked changes are
displayed.......cccccviiiiiiiiiiiii e 215

Accepting and Rejecting Revisions .............. 216
Use the Ribbon ..., 216
Use the Reviewing Pane ....................... 216

Using Comments ...............coccoveiviiiee e, 218
Insert a comment...........ccocveevineeeeinnnen. 218
Edita comment..........ccccocieeiiniiiee 218
Delete a comment.........cccoccveeeiiiiinennen 218
Review comments ........cccccceeevviiivinennnn. 218
Hide or display comments in a document
............................................................... 219
Print comments..........cccoociiiniiiiien. 219

Comparing and Combining Documents........ 220

Password Protecting a Document................. 222

Add a password to open a document.... 222
Add a password to modify a document . 222

Protecting a Document .....................cccviieeeen. 224
Protect a document’s formatting............ 224
Protect a document’s content................ 224
Add an exception..........ccccceeiiiiiiinninnnn. 225

Like it or not, it’s likely that someday you
will have to create a document with a
team of individuals. For example, you
might write a draft of a letter, have your
manager review it, make changes to it,
and get it back. Then you go back to the
document, make the changes, and then
send the document to its final destination.

The folks at Microsoft realized that
people often need to work together when
creating documents, so they included a
whole slew of features that enable several
people to work together to create and
update a document. Word includes tools
such as track changes and comparing
documents that allow you to examine
suggested changes and choose whether or
not to include them in the final draft.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

e Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

e Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Tracking Revisions [ Exercise

» Exercise File: Seniors11-1.docx

Revising a document with tracked changes in Word works
just like revising a document with a printed copy and a

» Exercise: Turn on tracking changes to make revisions:

- e Type “Thank you for your interest in North Shore
red pen; you can easily see the original text and any Travel!” at the beginning of the first body paragraph.
a(.idltl.ons, deletions, or changes made to the document are Replace “yourselves” in the last sentence of the second
highlighted. body paragraph with “Pleasant Hills”.
Turn on tracking so the author can see the changes you Replace “great” in the last sentence of the second body
recommend. In the end, they can choose which changes to paragraph with “wonderful”.
include in the final document. Show the tracked revisions in balloons. Return to

showing the revisions inline.
1. Click the REVIEW tab on the Ribbon and click the Turn off tracking changes.

Track Changes button in the Tracking group.
The button is highlighted, indicating that tracking is

turned on. =t [:ﬁ Simple Markup -

Other Ways to Track Changes: i [El Show Markup -

. Track
Press <Ctrl> + <Shift> + <E>. Or, right-click the Char:;er- . Rex

status bar and select Track Changes from the list.

Click the Track Changes button in the status bar Tracking s

to turn the feature on or off.

viewing Pane -

__ Display for
Review list
arrow

Figure 11-1: The Tracking group.

2. Edit the document as necessary.

The changes are highlighted as they are entered in the
document.

/] Tip:

v" To change the color used to mark changes, open the
Dialog Box launcher in the Tracking group and click
Advanced Options.

@EHS 6= Seniors11-1 [Compat
[ HoME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW

lode] - Microsoft Word Preview

ABC = ABC 43 B ! All Markuy - A B
: i A* [2 P MR
\/ B LJ 5 A \J o [E) Show Markup
Spelling & Define Thesaurus Word  Translate Language  New Track Accept Reject
Grammar Count - - Comment Changes~ [2]Reviewing Pane ~ -
d g f 2 3 4
These bars indicate Dear William,

that a revision has
been made in the
paragraph.

providing outstanding service and value to its customers for more than

?HE - f8 x

) Previous . D
s 8

Compare Restrct

- Edting

s 3 = 7

Thank you for your interest in North Shore Travel. You expressed interest in using North Shore Travel as
Pleasant Hills Retirement Home's officially endorsed travel agency. North Shore Travel has been

25 years and has been selected

as the top travel agency in the state by the Touring Association of America (TAA) for the past 3 years.

You mentioned in your call that Pleasant Hills would like to offer its resi
packages each year, through a local travel agency. North Shore Travel ¢!

dents several group tour
urrently offers dozens of senior

citizen group tour packages to a wide variety of destinations. Every year hundreds of senior citizens

book tour packages with us, and based on our survey data, almost all of them come back to North Shore

Travel for their future travel needs. Although we have never worked di
organization such a€ yeurselvesPleasant Hillspwe believe it is {grea

PAGE10F 1 227worps  [%

ectly with a senior citizen
oncept and are very

Figure 11-2: Tracked and Highlighted changes shown inline in a document.

Deleted and
replaced text.
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Change how tracked changes are displayed
By default, tracked changes are shown in line with the
other text in the document. You can change the revisions
so that they are shown in balloons, and you can also
change the color of the revisions.

The changes are called “markup”.

e Show changes in balloons: Click the Show Markup
button in the Tracking group on the Ribbon and select
Balloons. Then, select Show Revisions in Balloons
from the list.

e Display or hide markup: Click the Display for
Review list arrow and select an option from the list.

e Display or hide specific markup items: Click the
Show Markup button in the Tracking group to
display or hide specific markup items.

WmH S s Seniors11-1 [Compatibility Mode] - Micrasoft Word Preview ?7 =5 - x
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

A\/EC B Ej a"i?) ﬁ$ 3 B} S| Al Markup - £] Previous D

[ Show Markup~ 3 Next

Spelling & Define Thesaurus Word  Translate Language  New Track Accept Reject Compare Restrict
Grammar Count - - Comment Changes~ [2] Reviewing Pane ~ .= - Editing

Proofing Language Comments Tracking [ Changes Compare Protect ~
Lo g 1 2 3 . 5 6 = 7

Dear William,

Thank you for your interest in North Shore Travel. You expressed interest in using North Shore Travel as
Pleasant Hills Retirement Home’s officially endorsed travel agency. North Shore Travel has been
providing outstanding service and value to its customers for more than 25 years and has been selected
as the top travel agency in the state by the Touring Association of America (TAA) for the past 3 years.

You mentioned in your call that Pleasant Hills would like to offer its residents several group tour
packages each year, through a local travel agency. North Shore Travel currently offers dozens of senior
citizen group tour packages to a wide variety of destinations. Every year hundreds of senior citizens

book tour packages with us, and based on our survey data, almost all of them come back to North Shore Mandy Young
Travel for their future travel needs. Although we have never worked directly with a senior citizen . Deleted: yourselves
organization such as Pleasant Hills, we believe itis a Monder‘fu\ concept and are very excited about the T Mandy Young
opportunity. Deleted: great

| am enclosing several brochures and promotional pieces that describe just a few of the senior citizens

packages we currently offer—I hope you find this informative. Please contact me if you have any | Mandy Young

Deleted: n

questions or comments, otherwise we will see you on Thursday at 9:00.
Thanks again!

Sincerely,

PAGE10OF1 227worDs  [F

Figure 11-3: Tracked and Highlighted changes shown in balloons in a document.
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Accepting and Rejecting
Revisions

Revising documents using Word’s revision features can
save a lot of time, because the changes are already entered
in your document. If you accept the changes, Word
automatically incorporates the changes into your
document. If you reject the changes, Word uses your
original text.

Use the Ribbon

1. Click the REVIEW tab on the Ribbon and click the
Next button in the Changes group.

Word highlights the first revision in the document.
Decide if you want to accept the revision, or reject it.

2. Click Accept, or click Reject in the Changes group.

The revision is accepted and incorporated into the
document, or rejected and removed from the
document. By default, the next revision is
highlighted, so you can accept or reject it.

Other Ways to Accept or Reject Changes:
Click the Accept button list arrow or the Reject
button list arrow to select a different option, as
shown in the table below. Or, right-click the
revision and select the desired action from the
contextual menu.

3. Repeat until all proposed revisions are accepted or
rejected.

The proposed changes are either included or removed
from the document.

Table 11-1: Accept or Reject Options

Accept or Reject The proposed change is acted on
and Move to Next and the next change is highlighted.
Accept or Reject The highlighted change is

Change accepted or rejected.

Accept or Reject Al Accepts or rejects all changes that
Changes Shown are currently visible in the
window.

Accept or Reject All  Accepts or rejects every single
Changes in change in the document.
Document

Use the Reviewing Pane
The Reviewing Pane is a great way to review all the
tracked changes in a document. It displays all of the

[ Exercise

» Exercise File: Seniors11-2.docx

» Exercise: Open the Reviewing Pane and accept the first
tracked change.

Close the Reviewing Pane.
Accept the “Pleasant Hills” revision.
Reject the “wonderful” revision.

Reject and
Move to Next

. | ‘3 Brevi Previous
Accept and _ revious Change
Move to Next 3" Met ——— Next
Accept Reject Change

- -

Changes

Figure 11-4: Use the buttons in the Changes group to
accept and reject changes.

The Richard Stockton College of New Jersey 216



Using Collaborative Editing Tools

proposed changes in your document, the total number of
changes, and the number of changes of each type.

1.

Click the REVIEW tab on the Ribbon and click the
Reviewing Pane button in the Tracking group.

The Reviewing Pane appears. A summary of the
revisions appears near the top of the pane, while the
actual revisions are grouped by section in the
document.

/] Tip: You can view the Reviewing Pane vertically
or horizontally in the window by clicking the
Reviewing Pane list arrow and selecting an
option from the list.

Click a revision in the Reviewing Pane to select it in
the document.

You can now choose whether or not you want to
accept or reject the revision in the document.

Click the Accept or Reject button in the Changes
group on the REVIEW tab of the Ribbon.

Other Ways to Accept or Reject a Change:
Right-click the revision and select the desired
action.

The revisions disappear from the Reviewing Pane as
they are accepted or rejected in the document.
Click the Close button in the Reviewing Pane.

The Reviewing Pane is closed.

/] Tip:

v" When editing of a document is finished, you can

mark the document as final so that other people don’t
make changes, and the document is read-only. Click
the FILE tab and click the Protect Document button
on the Info tab. Select Mark as Final from the list.

Figure 11-5: The Reviewing Pane placed vertically in the
window.
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Using Comments

Adding a comment to a document is like a sticking a Post-
It note to it. You can use Word’s comments feature to add
suggestions, notes, or reminders to your documents. You
can add a comment virtually anywhere in a document.
Comments appear on the document in bold-colored
balloons that are almost impossible to miss and are easy
to read.

Insert a comment

1. Place the insertion point, or select the text, where you
want to insert the comment.
If you select text, the text will be highlighted the
same color as the comment balloon.

2. Click the REVIEW tab on the Ribbon and click the
New Comment button in the Comments group.

The comment balloon is inserted.

3. Enter the comment text in the balloon.

The comment is inserted in the document.

Edit a comment
You can easily make changes to a comment simply by

typing in any comment balloon.

e  Click in the comment balloon and edit the text as
needed.
Delete a comment

Delete a comment when it is no longer needed.

1. Select the comment balloon.
Select the balloon by clicking the text in the balloon.
2. Click the REVIEW tab on the Ribbon and click the
Delete Comment button in the Comments group.

Other Ways to Delete a Comment:
Right-click the comment balloon and select
Delete Comment from the contextual menu.

Review comments

You can easily review comments by jumping between
each comment in a document.

[ Exercise

» Exercise File: Seniors11-3.docx

» Exercise: Select the text “I am enclosing” at the
beginning of the third body paragraph.

Insert a comment that says, “Can we add our web address
here?”

Hide comments in the document.

Show comments again, and edit the comment to add the
text, “its www.northshoretravel.com.”

Delete the comment.

Delete
X DPre.fiouz Previous
(5 7 e
New  Delete Next

Comment -

Comments

My Young

Figure 11-6: Comments appear in the margins of the
document.
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1. Click the REVIEW tab on the Ribbon.

2. Use the Next Comment and Previous Comment
buttons in the Comments group to navigate through
the comments in the document.

The comments in the document are shown as you =] Show Markup ~
click the Next and Previous buttons.
v  Comments

Hide or display comments in a document v Ink

If comments are distracting, you can easily hide them.

. : . : v Insertions and Deletions
This does not remove them, it only hides them from view

temporarily. v Formatting
=l Balloons o
1. Click the REVIEW tab on the Ribbon and click the = Balloon
Show Markup button in the Tracking group. Specific People J
A list of items that are displayed in the document ¥ Highlight Updates

appear. If the item has an orange checkmark next to
it, it is being displayed in the document.

2. Select Comments from the list. Figure 11-7: Uncheck Comments in the Show Markup
menu to hide comments in the document.
The comments are now hidden in the document.

Repeat to display comments once again.

Print comments Document -

The last thing we’ll discuss with comments is how to print .
. vy s . Print All Pages
them. Since they don’t print automatically, you must .
. . . The whole thing
change your print settings to include them.

1. Click the FILE tab on the Ribbon and select Print.

The Print tab appears. D Print Current Page
Just this page
2. Click the Print All Pages list arrow and select Print

Markup from the list. @_ﬁ Custom Print
. Type specific pages, Fections or ranges
This ensures that comments and any tracked changes

that still appear in the document will be printed along Document Info
with the rest of the document. Document Info
List of properties, such af file name, author and title
3. Click OK. List of Markup -
The document prints with the comments. +  Print Markup

Only Print Odd Pages

Only Print Even Pages

Select what you want to be printed in the
document from the Print what list arrow.

Figure 11-8: Select what you want to print from the first
list arrow on the Print tab.
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Comparing and Combining
Documents

Comparing and combining documents lets you see the
difference between documents. For example, if you and a
co-worker have made changes to the same document in
separate files, you can combine them together so that all
the changes are incorporated into a single document,
saving time and increasing accuracy.

1. Click the REVIEW tab on the Ribbon. Click the
Compare button in the Compare group.

A list of options you can use to merge the documents
appears:

o Compare: Use this to see the differences between
two documents without changing the documents
being compared. The legal blackline comparison
is displayed by default in a new third document.

¢ Combine: Use this to combine revisions from
several documents into one document. For
example, if Steve, Kitty, and Melissa are making
revisions for Jon’s document, they can combine
their revisions into one document. This makes it
easier for Jon to incorporate their revisions.

2. Select Compare or Combine.

The Compare Documents or Combine Documents
dialog box appears.

3. Click the Original document list arrow and select
the document you want to use as the original.

The revised document will be compared to this
document.

Other Ways to Select the Original Document:
Select Browse from the list or click the Browse
for Original button to the right of the list arrow
and navigate to the file.

4. Click the Revised document list arrow and select the
document that contains the changes you want to
merge into the original document.

Any text in this document that is different from that
in the original document is shown as a tracked
change.

Other Ways to Select the Revised Document:
Select Browse from the list or click the Browse
for Revised button to the right of the list arrow
and navigate to the file.

5. (Optional) Click More.

[ Exercise

» Exercise File: Seniors11-3.docx and Seniors11-1.docx

» Exercise: Combine Seniors11-3.docx and Seniors11-

1.docx in a new document.

Click the Browse for
buttons to choose which
documents to merge.

Corl}l(ine Documents ?

Original document / Revised document

Seniors11-1 [Compatibility Mode] v Seniors11-3 [Compatibility Made] v
Label unmarked changes with: | s thor Label unmarked changes with: |piandy v

<< Less oK Cancel

Comparison settings

| Insertions and deletions Tables

Moves [#] Headers and footers

Comments Footnotes and endnotes

[v] Eormatting [] Textboxes

Case changes [+] Fields

[¥] White space
Show changes

Show changes at: Show changes in:

O Character level O original document

(@) Word level [ () Revised document

(®) New document

Use the Show changes in
options to determine how the

documents should be compared

or combined.

Figure 11-9: The Combine Documents dialog box.
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The settings you can use to change how the changes
appear in the document are displayed.

o Comparison settings: Lets you choose which
items you want to appear when the documents are
merged.

o Show changes: Lets you select the options for
what you want the changes to appear. See the
table on the right for more information about
these settings.

6. (Optional) Select the settings you want to use.

7. Click OK.

The results of the compare or combine are displayed
in a new Word document.

/] Tips:

v' Don’t try to compare and merge documents that don’t
have similar content. The results will be very difficult
to work with.

v" To ensure that both the original and revised
documents display in the document window, click the
Compare button and select Show Source
Documents from the list. Select Show Both if you
would like to display both the original and the revised

Table 11-2: Show Changes Settings

Character Character differences between the documents

level are shown as single characters rather than the
whole word.

Word level This option is selected by default, and it is
easier to detect changes. It means that if a
character in a word changes, the whole word
is highlighted, not just a single character.

Original This option merges the results in the selected

document document. In this example, the Lesson 9A
document would open and display all the
differences between the documents.

Revised This option merges the results in the open

document document. In this example, the Seniors
document would display all the differences
between the documents.

New This option merges the results in a brand new

document document. This is a good option because the

original documents are not changed.

documents.
E = = Combine Result 3 - Microsoft Word Preview ? =5 - X
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
ABC E = ABC a’\ [z €« > T E8|AnMarkup - N L & Previous
BE G e L0 E BE ~ @ & 0
123
v b A Z B Show Markup~ 5 Next E
Spelling & Define Thesaurus Word  Translate Language ~ Mew  Delete Previous Next Track Accept Reject Compare Restrict
Grammar Count - - Comment  ~ Changes = [F] Reviewing Pane ~ - - - Editing
Proofing Language Comments Tracking I Changes Compare Protect -
Combined Document X || Original Document (Seniors11-2 - } x
. - x Dear William,
Revisions Dear William,
4 SUMMARY e - . . Thank you for your interest in North Shore Travel! You
Insertions: 4 Thank you for your interest in North Shore Travel! You expressed interest in using North Shore Travel expressad interast in using North Share Travel as Pleasant Hills
Deletions: 2 as Pleasant Hills Retirement Home's officially endorsed travel agency. North Shore Travel has been p, , ) ,g
= N - - B Retirement Home's officially endorsed travel agency. North
Moves: providing outstanding service and value to its customers for more than 25 years and has been

Formatting: 0

Comments: 1

Melissa Peterson Inserted
Thank you for your
interest in North
Shore Travell

Mandy Young Inserted
Pleasant

Melissa Peterson Deleted
yourselves

Melissa Petersen Inserted
Pleasant Hills

Melissa Peterson Deleted
great

Melissa Peterson Inserted
wonderful

Mandy Young
Commented

Can we add our web
o

selected as the top travel agency in the state by the Touring Association of America (TAA) for the past
3 years.

You mentioned in your call that Pleasant Hills would like to offer its residents several group tour
packages each year, through a local travel agency. North Shore Travel currently offers dozens of
senior citizen group tour packages to a wide variety of destinations. Every year hundreds of senior
citizens book tour packages with us, and based on our survey data, almost all of them come back to
North Shore Travel for their future travel needs. Although we have never worked directly with a
senior citizen organization such as PleasantyessselresPleasant Hills, we believe it is a greatwonderful
concept and are very excited about the opportunity.

j am enclﬂsfngtwvi] several brochures and promotional pieces that describe just a few of the senior
citizens packages we currently offer—I hope you find this informative. Please contact me if you have
any questions or comments, otherwise we will see you on Thursday at 9:00.

Thanks again!

Sincerely,

Sandra Willes

Shore Travel has been providing outstanding service and value
to its customers for more than 25 years and has been selected
as the top travel agency in the state by the Touring Association
of America (TAA) for the past 3 years.

You mentioned in your call that Pleasant Hills would like to offer

its residents several group tour packages each year, through a

| local travel agency. North shore Travel currently offers dozens
Revised Document (Seniors11-3 - Mandy Young) x

Dear William,

Thank you for your interest in North Shore Travel! You
expressed interestin using North Shore Travel as Pleasant Hills
Retirement Home's officially endorsed travel agency. North
Shore Travel has been providing outstanding service and value
to its customers for more than 25 years and has been selected
as the top travel agency in the state by the Touring Association
of America (TAA) for the past 3 years.

You mentioned in your call that Pleasant Hills would like to offer

its residents several group tour packages each year, through a

Figure 11-10: The results of combining the two documents.
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Password Protecting a
Document

If you have a document you don’t want anyone else to see
or modify, you can password-protect, or encrypt, the
document. This restricts access to only yourself or people
who know the password. You can require users to enter a
password to open a document and/or modify a document.
Add a password to open a document
You can add a password to a document so that only
specific people can open it.
1. Click the FILE tab on the Ribbon.
The Info tab of Backstage view appears.
2. Click the Protect Document button and select
Encrypt with Password from the list.

The Encrypt Document dialog box appears.

3. Click the Password text box and type a password.
You can type up to 255 characters for the password.

/] Tip: Use strong passwords that combine
uppercase and lowercase letters, numbers, and
symbols. Passwords should be 8 or more
characters in length. A pass phrase that uses 14 or
more characters is better.

4. Click OK.
The Confirm Password dialog box appears.

@ Tip: It is critical that you remember your
password. If you forget your password,
Microsoft cannot retrieve it.

5. Retype your password and click OK.

The Info tab changes to indicate that a password is
required to open the document.

Add a password to modify a document

With this type of protection, anyone can open the
document, but a password is required to modify it.

1. Click the FILE tab on the Ribbon and click Save as.

The Save As dialog box appears.

[ Exercise

+ Exercise File: Seniors11-5.docx

» Exercise: Add a password to open the document
“pass2468” and add another password to modify the
document “modify246”.
Close the document.

Use the passwords to open the document and change the
opening text to “Dear Wendy,”

2~ |

Encrypt Document

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.)

Figure 11-11: The Encrypt Document dialog box.

| Save As | x|
© v L« THOSS3 () » Windows » v & | | Search Windows r
Organize = New folder = @
& Documents A pame Date modified Type @
& Music e
o T/26/2012413AM  File folder
ictures
= File folder
B Videos
. File folder
File folder
u
& Hemegroup File folder
) File folder
8 Computer )
File folder
&, Tr10653400C (C)
File folder
v
Copoe— S >
File name: | Seniors11-5 .
Save as type: | Word Document v
Authors: CustomGuide Tags: Addatag
[ Maintain [ Save Thumbnail
compatibility with
previous versions of
Word
~ Hide Folders Tools Save Cancel
Map Network Drive...

Save Options..
General Options..
Web Options...

Compress Pictures...

Figure 11-12: Open General Options from the Tools list
in the Save As dialog box.
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2. Click the Tools button at the bottom of the Save As

dialog box and select General Options from the list. General Options
. . File encryption options for this document
The General Options dialog box appears. Note that Possword (0 004N |sassnsse |
there are two password text boxes here: one to open File sharing options for this document
. Password to modify:
the document and one to modify the document. — | » |
cadonl recommende
3. Click the Password to modify text box and enter the Hacto secury
Adjust the security level for opening files that

password. o rusted macto cevtiopr, T AT
4. Click OK.
5. Reenter your password and click OK.

The password is confirmed.
/] Tips: Figure 11-13: Add passwords in the General Options

dialog box.

v If you require users to enter a password to both open
and modify a presentation, make sure each password
is different from the other.

v" To remove a password, open the General Options
d1alog bOX and remove the password fI'OI‘Il the _."- The passwaord is incorrect, Word cannot open the document,
“Password to open” or “Password to modify” text AL cUsersManay. \seniors 1-5.docq

box in which it was entered.

Figure 11-14: When an incorrect password is entered,
the Microsoft Office Word dialog box appears.
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Protecting a Document

You can protect a document’s formatting, protect specific
portions of a document, and even grant permissions for
different users to modify specific parts of a document.
Sound confusing? Don’t worry—once you finish this
lesson, everything will make a lot more sense.

Protect a document’s formatting

Activating this protection will restrict the formatting in
the document to specific styles. It will also prevent users
from applying formatting directly to the document. For
example, another user couldn’t apply bold formatting to a
heading.

1. Click the FILE tab on the Ribbon.
Select the Info tab.
2. Click the Protect Document button and select

Restrict Editing from the list.

The Restrict Formatting and Editing task pane
appears along the right side of the window.

Other Ways to Open the Restrict Formatting

and Editing Task Pane:

Click the REVIEW tab on the Ribbon and click
the Restrict Editing button in the Protect group.

3. Click the Limit formatting to a selection of styles
check box.

4. Click the Settings link to select the styles you want
to use in the document.
The Formatting Restrictions dialog box appears.

To restrict the formatting in the document to the use
of specific styles, select the check boxes of the styles
you want to use.

Protect a document’s content

Controlling the content of the document is another
valuable restriction. You can even apply exceptions to the
document protection. For example, the entire document is
“Read only” protected except certain areas that you
designate.

1. Click the FILE tab on the Ribbon.
Select the Info tab.

[ Exercise

» Exercise File: Seniors11-6.docx

» Exercise: Protect document formatting so that the
recommended minimum number of styles can be used.

Protect the document contents so comments are the only
type of editing you can do in the document.

I'mdpwa-wm ? H5 - x

. . £ Previous D

) Next Click this to
Accej pl PJ ect Compare Restrict

- " i control the

] Changes Compare }j’mkd formatting

used in the

document.

5 6 &

Restrict Editing ™ *

Choose the

orth Shore Travel has been P T protection

n 25 years and has been selected 7] Allow only this type of editing you want to
inthe document:

erica (TAA) for the past 3 years.
N changes Read only) |~ apply.

-rest in using North Shore Travel as Settings...

ssidents several group tour
Exceptions (optional)

et e femmaw | AAPPly @n
e exception to
D@ selected
text.

| currently offers dozens of senior
aar hundreds of senior citizens

of them come back to North Shore
directly with a senior citizen

d are very excited about the

B More users..

e just a few of the senior citizens

W Add users to

the
Exceptions
list.

contact me if you have any
0.

nforcing Protection

Click here to
apply the
restrictions.

Figure 11-15: The Restrict Formatting and Editing task
pane displays options for protecting the document.
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2. Click the Protect Document button and select
Restrict Editing from the list.

The Restrict Formatting and Editing pane appears in
the Word window.

Other Ways to Open the Restrict Formatting

and Editing Task Pane:

Click the REVIEW tab on the Ribbon and click
the Restrict Editing button in the Protect group.

3. Click the Allow only this type of editing in the
document check box.

Notice that the list arrow below the check box is now
activated, and the Exceptions area of the Protect
Document task pane appears.

First, choose the type of protection you want to use.
Table 11-3: Editing Restriction Options explains your
options.

4. Click the list arrow and select a type of protection.

Add an exception

After a document has been protected, you can add
exceptions to the protection.

1. Select the text you want to exempt from protection in
the document.

There are two ways to add exceptions to the protected
document:

¢ Click the Everyone check box to grant the
exception to everyone who views the document.

e Click the More users link and type the user
names or e-mail addresses separated by semi-
colons and click OK.

@ Tip: If you select more than one individual, the
individuals are added as an item to the Group box,
so you can easily select them again without
having to select them individually.

2. Add the exceptions as necessary.

3. Click the Yes, Start Enforcing Protection button to
begin protection.

4. (Optional) Enter a password so that users who know
the password can remove the protection.

5. Click OK.

/] Tip: Exceptions can only be applied to Comments and
No changes (Read only) editing restriction protection.

Table 11-3: Editing Restriction Options

No changes
(Read only)

Tracked

changes

Comments

Filling in forms

No editing or modifying is allowed. You
can add exceptions to this type of
restriction.

Any change or modification made by the
user is tracked and highlighted. You
cannot use exceptions with this type of
protection.

Users cannot change or modify the
document text, but they can insert
comments. You can add exceptions to
this type of restriction.

This option is only applicable in
documents where forms are used.

Add Users ?

Enter user names, separated by semicolons:

Example: userl; DOMAINYname: someone@example.com

Cancel

Figure 11-16: Click the More users link and add users in
the Add Users dialog box.
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Review

Quiz Questions

15. How can you track changes in a Word document?
A. Press <F1>.
B. Click the Track Changes button in the Revisions group of the Edit tab on the Ribbon.
C. Click the Track Changes button in the Tracking group of the Review tab on the Ribbon.
D. You have to buy Microsoft's Track Changes Add-In for Microsoft Word.

16. Revisions only allow you to view changes that were made to a document — you can't accept or reject the revisions.
(True or False?)

17. By default, revisions are shown inline with text. (True or False?)
18.  You can use the Reviewing Pane to accept or reject all the changes in a document. (True or False?)

19.  Which of the following is NOT a good example of when to insert a comment?
A. To add a suggestion to a document that you are reviewing.
B. To remind yourself to add a works cited page — or to quit plagiarizing so much!
C. To make a change or revision to a document that you can later accept or reject.
D. To leave a note for a co-worker who is reviewing the document.

20.  Your boss sends you edits to a report you made for work. What is the fastest, easiest way to compare differences
between the original document and the modified document?
A. Click the Compare button and select Compare from the Review tab in the Compare group on the Ribbon.
B. Send the documents to an online editing service.
C. Click the Combine button and select Combine from the Review tab in the Combine group on the Ribbon.
D. There is no quick way, you must go through both documents by yourself, word by word.

21.  You can password protect a document from being opened and/or modified. (True or False?)

22. The Restrict Formatting and Editing task pane can NOT do which of the following?
A. Apply exceptions to the protection in specific areas of the document.
B. Protect your document from viruses.
C. Protect the formatting in a document.
D. Protect document content.

Quiz Answers

1.
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C. Click the Track Changes button in the Tracking group of the Review tab on the Ribbon to track changes in a
document.

False. You can accept or reject any revisions made to a document.
True. By default, revisions are shown inline with text, but they can be shown in balloons instead.

True. The Reviewing Pane displays all the tracked changes in a document. You may reject or accept all of these
changes in the Reviewing Pane.

C. Use Word's Track Changes feature to make changes that you can accept or reject.

A. Click the Compare button and select Compare from the Review tab in the Compare group on the Ribbon to see the
differences between two similar documents.

True. You can password protect a document from being opened and/or modified.

B. You cannot protect a document from viruses in the Restrict Formatting and Editing task pane.
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View a document in Outline view........... 230
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Display all levels ..., 235
Display first line of body text under a
heading ... 235
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Navigate document pages..................... 236
Working with Master Documents................... 238
Open Master Document view ................ 238
Expand subdocuments........................... 238
Insert a subdocument.............cceeeeniien. 238
Make a subdocument part of the master
doCUMENt ..o 239
Remove a subdocument........................ 239
Using Bookmarks ..............c.ccccoiviiiiininenne, 240
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Go to a bookmark ........cccceevveveiiiiinennne 240
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If you’re considering writing a long
report, thesis paper, or book, then this is
the chapter for you. In this chapter we’ll
take a look at how Word can help you
work with outlines and long documents. If
you still remember your English classes
from days gone by, you may remember
that creating an outline is the first step
when making a report, which is where this
chapter starts.

Once you have created a long document,
you will learn how to add cross-
references, bookmarks, footnotes, a table
of contents, an index, a bibliography and
other reference tools you may not have
known you could do with a word
processor.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

e Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

e Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Creating a Table of Contents Using Heading

SEYIES ..o 243
Mark text with built-in headings ............. 243
Insert a built-in table of contents............ 243
Insert a table of contents ...................... 243
Update the table of contents.................. 244
Creating a Table of Contents Using TC Entries
........................................................................... 245
Create a table of contents entry ............ 245
Insert a table of contents from TC fields 246
Working with Picture Captions ..................... 247
Insert a picture caption......................... 247
Insert a table of figures..........c.cccceeees 247
CreatinganiIndex ...............cccooviiinnene i, 249
Insert an index entry ........cccccovvvieiinnnnen. 249
Insert an iNdeX .......cccccveeeeeiiiciiiieneeeennns 250
Using Footnotes and Endnotes ..................... 251
Insert a footnote.........cccoceeviiiiiiiins 251
Insert an endnote........cccceovviiiiiieninnnnn, 251
View a footnote or endnote.................... 252
Edit a footnote or endnote ..................... 252
Delete a footnote or endnote.................. 252
Using Citations and Bibliographies............... 253
Add a source to the Source Manager.... 253
Open the Source Manager .................... 253
Insert a citation from the Source Manager
............................................................... 253
Insert a bibliography ..........ccccoeeeiininnen. 254
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Creating a Document in 1 Exercise
Outline V|eW » Exercise File: None.

» Exercise: Open a new blank document in Word. Open

Outline view lets you create and work with long the document in Outline View.

documents in outline format. Type “Executive Summary” and press <Enter>.
Type “Assessment” and press <Enter>.
View a document in Outline view Type “Current Environment” and press <Enter>.

. . . . . « 2 2 < >
Outline view makes it much easier to create, view, and Type “Business Needs™ and press <Enter>.

organize an outline. Type “System Strategies” and press <Enter>.

Type “Long Range Plan” and press <Enter>.

e  Click the VIEW tab on the Ribbon and click the
Outline button in the Views group.

The OUTLINING tab appears on the Rlbbon B H S O- Documents - Microsoft Word Preview ?2 2 - 0O x
OUTLINING = HOME |INSERT DESIGN PAGE LAYOU REFERENCES MAILINGS REVIEW VIEW
By default, Level 1 is the selected style, which is the « < fbowtor |2 > ¥ R [x]
highest level in an outline. The Level 2 style is the T Show Fis e Ony Document Ot e
next level, all the way down to Level 9. + oecrtme sy pe et :
O Assessment
©  Current Environment
- O Business Needs
Add a new heading o System Strategies

©  LongRange Plan|

Adding a new heading to an outline is easy.

e  Place your cursor where you want to insert the
document heading and type the heading. L

Other Ways to Add a New Heading:

Right-click the heading where you want to insert Figure 12-1: A document in Outline view.
the new heading in the Navigation Pane and select

one of the following options: New Heading

Before, New Heading After, or New

Subheading.

PAGE1OF1 12WORDs [2
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Rearranging an Outline or
Long Document

You usually want to read through a document once you
have finished writing it to make sure it is organized and
logical. Outline view provides you with a good overview
of your document, and it allows you to rearrange a
document without a lot of scrolling.

Demote a heading

In Outline view, it’s easy to change heading styles. For
example, you could demote a Level 1 to Level 2.

1. Place the insertion point in the heading.

2. In Outline view, click the OUTLINING tab on the
Ribbon and click the Demote button in the Outline
Tools group.

The heading’s formatting changes down a level in the
outline. When a heading is demoted, its subordinate
headings are not demoted with it.

Other Ways to Demote a Heading:
Place the insertion point at the end of the line
and press <Tab>.

Press <Alt> + <Shift> + <—>.

Click the Outline Level list arrow in the Outline
Tools group and select a level.

Or, right- click a document heading in the
Navigation Pane and select Demote from the
contextual menu.

Demote to body text

Body text does not show up as a heading in the outline.
1. Place the insertion point in the heading.

2. In Outline view, click the OUTLINING tab on the
Ribbon and click the Demote to Body Text button in
the Outline Tools group.

When body text is inserted under a heading, a plus
sign appears next to the heading indicating that there
is text beneath it.

Other Ways to Demote to Body Text:
Click the Outline Level list arrow in the Outline
Tools group and select Body Text from the list.

[ Exercise

» Exercise File: Proposal 12-2.docx.
» Exercise: Demote Current Environment to Level 2 text.

Add two subheadings under “System Strategies™:
Hardware” and “Software”

Enter this body text under the “Software” subheading:
“The proposed operating system of North Shore Travel is
Windows 7” and demote it to body text.

Promote Outline Demote Demote to
‘ Level ‘ Body Text
Promote to
Heading 1 | ¢ € |BodyText | >
Move Up — & ¥ = == Collapse
Move | |
Down Expand
G d S 0= Proposal 12-2 [Compatibility Mode] - Microsoft Word Preview ? 2 - 0O x
OUTLINING | HOME  INSERT  DESIGN  PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIEW
« e [t 5 5 O Showlevel: Alllevels - a

/] Show Text Formatting
a v = Shaw Close
Show First Line Only Documen it Qutline View

Outline Tools Master Document Close ~

© Executive Summary
® Assessment
@© Current Environment
© Business Needs
@ System Strategies
© Hardware
@ Software
© The proposed software program of North Shore Travel is
Windows 8.

© Long Range Plan|

el B -——+—+

pacE1oF1  25worDs [

Figure 12-2: Use the controls in the Outline Tools group
to rearrange headings in Outline view.
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Promote a heading
1. Place the insertion point in the heading.

2. In Outline view, click the OUTLINING tab on the
Ribbon and click the Promote button in the Outline
Tools group.

The heading is promoted to the next highest level.

Other Ways to Promote a Heading:
Place the insertion point at the end of the line
and press <Shift> + <Tab>.

Press <Alt> + <Shift> + <¢«>.

Click the Outline Level list arrow in the Outline
Tools group and select a level.

Or, right-click a heading in the Navigation Pane
and select Promote from the contextual menu.
Promote to Heading 1
Here’s how to promote a heading to the highest level in
the outline, Heading 1.

1. Place the insertion point in the heading.

2. In Outline view, click the OUTLINING tab on the
Ribbon and click the Promote to Heading 1 button
in the Outline Tools group.

Other Ways to Promote to Heading 1:
Click the Outline Level list arrow in the Outline
Tools group and select Level 1 from the list.

The heading level is changed.

Rearrange an outline

You can move a document’s headings and subheadings
around to rearrange the document.

1. Place the insertion point in the heading.

2. In Outline view, click the OUTLINING tab on the
Ribbon and click either the Move Up button or Move
Down button in the Outline Tools group.

Other Ways to Rearrange Headings:
Click and drag the heading outline symbol to a
new location in the outline.

The heading and all of its subordinate headings and
text are moved.

Navigation

Search document

- X

Folns

HEADINGS PAGES RESULTS

Executive Summary

4 Assessment

Current Environment

Business Needs
4 System Strategies
Hardware
4 Software
The proposed soft
Long Range Plan

& Promote

Demote

Mew Heading Before
New Heading After
Mew Subheading

Delete

=3 Select Heading and Content
Print Heading and Content
Expand All
Collapse All

—3

Show Heading Levels

Figure 12-3: Use the Navigation Pane to
rearrange your long documents.
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Numbering an Outline X Exercise

» Exercise File: Proposal 12-3.docx

If you decide that you want the heading levels in your » Exercise: Open the document in Print Layout view.

document to be numbered, this lesson explains how to TS NG AT N TN——
do it. apply this '
multilevel list style to the outline: A1
1. Select the headings and text you want to number. Remove the style when you are done.
Apply a multilevel numbering scheme that numbers
headings accordingly.
2. Click the HOME tab on the Ribbon and click the S AsbccDs Andtecs | AaBbG)] AEbC : AAB
Multilevel List button in the Paragraph group. il ' s totpe [acen)| i? fe? T

Table 12-1: Multilevel List Numbering Options
below, shows the many options for outline
numbering.

1) Executive Summary

To number an outline that already is organized by ) Current Environment
heading levels, select an option that has Heading
highlighted in gray after the numbering scheme.

3) Business Needs

4) System Stralegies

For example, Heading 1 will be numbered the highest 1) Hardware

level of the multilevel numbering scheme, Heading 2 o s cpersin o f NS T Wi 7
will be numbered the next highest level in the

multilevel numbering scheme, and so on.

5) Long Range Plan

W = B -———+ mx

3. Select the numbering scheme you want to use from Figure 12-4: An outline with multilevel numbering.
the list.

The outline numbering is applied to the headings in
the document.

Table 12-1: Multilevel List Numbering Options

1 1) 1
a a) 1.1
I 1) 111
< Article | Hea 1Hea
> Section 1.01 1.1He
. (a)Hea 3 1.1.1Hesa
|. Hea 1 Chapter 1Hea
A
1. Headir e
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Viewing an Outline

As a document grows longer and longer, it can become
increasingly difficult to see its overall structure. Outline
view can tame even the longest, wildest documents
(provided they are organized by heading styles) and help
you separate “the forest from the trees.”

Outline view lets you decide how much of your
document’s structure you want to see. You can collapse a
heading and hide its subheadings and text, and expand a
collapsed heading to display its subheadings and text.

Display all headings above a specific level

This command lets you view headings that are at or above
a certain level. For example, choosing Level 2 displays all
Heading 2 and Heading 1 headings.

1. Click the VIEW tab on the Ribbon and select
Outline view. Click the OUTLINING tab and click
the Show Level list arrow in the Outline Tools group.

2. Select a level from the list.

The level you selected and all headings above it are
displayed. All other headings and body text are
collapsed.

Expand a heading

The plus symbol indicates this heading contains
subheadings and body text. Expand the heading to display
anything under it.

1. Make sure the insertion point is in the heading.

2. In Outline view, click the OUTLINING tab on the
Ribbon and click the Expand button in the Outline
Tools group.

Other Ways to Expand a Heading:
Double-click the heading plus symbol. Or, press
<Alt> + <Shift> + <+>.

The heading expands, displaying subordinate text and
subheadings.
Collapse a heading

You can also collapse the heading to hide any
subheadings and text under it.

[ Exercise

» Exercise File: Proposal 12-4.docx

» Exercise: Open the document in Outline view. Show the
Level 1 outline level. Show the Level 2 outline level.
Expand the Long Range Plan heading, then collapse it
again. Show all levels in the outline, then show the first
line under each heading.

Show the Choose the

textin the - - outline level you
formatted Show Level: |Level 1 T want to display.

styles — | [/ Show Text Formatting

used for | [] Show First Line Only Show the first line
each of body text under
heading each heading.

=] (4] Proposal 12 ampatibality Mode] - Micrasoft Word Previe ? - 0 x

[ ouTUNING  HOME NSERT ESIGN  PAGELAYOUT  REFERENCES M

Level

a v ¥ =

Navigation i

® System._Strategies
® Long Range Plan

HEADINGS ~ PAGES  RESULTS

PAGE 5 OF 6 = ® B B -——+ w0

Figure 12-5: The outline with Level 1 displayed.

Expand
| |CoIIapse
+ -
-] _—
| el | w e
B
“vo- Close
e View
e o
® Executive Summary
v x #® Assessment
® System.Strategies
® Long Range Plan
HEADINGS ~ PAGES  RESULTS
(FETETS
GE 5 OF 6 0= B B B -——+ o

Figure 12-6: The outline with the Long Range Plan
heading expanded.
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1. Make sure the insertion point is in the heading.

2. In Outline view, click the OUTLINING tab on the
Ribbon and click the Collapse button in the Outline
Tools group.

Other Ways to Collapse a Heading:
Double-click the heading minus symbol. Or, press
<Alt> + <Shift> + <>

The heading collapses, hiding subordinate text and
subheadings.

Display all levels

All of the text levels are now displayed with this
command, including body text.

1. In Outline view, click the OUTLINING tab on the
Ribbon and click the Show Level list arrow in the
Outline Tools group.

2. Select All Levels from the list.

All the levels in the outline are displayed.

Display first line of body text under a
heading

Instead of viewing all of the subordinate text in a
document, sometimes it is useful to view only the first
line of the body text under each heading.

e In Outline view, click the OUTLINING tab on the
Ribbon and click the Show First Line Only check
box in the Outline Tools group.

Only the first line of body text under each heading is
shown. This gives you an idea of the content under
each heading, without having to see all of the body
text.

Double-click a

heading to

expand or

collapse it.
@H S e a
“ ‘ [ x]

North Shore Travel wants to implement current computer technology. -..
North Shore Travel hap decided to purchase ten workstations and a -
# Assessment
® Current Envirognment
Presently NortH Shore Travel's main office has 8 computers: all ...

HEADINGS ~ PAGES  RESULT

# Executive Summary
North Shore Travel wants to implement current computer technology. ..
North Shore Travel has decided to purchase ten workstations and a ..
HEADINGS ~ PAGES  RESULTS # Assessment
® Current Environment
Presently North Shore Travel’s main office has 8 computers: all
® Busine e
The staff of North Shore Travel has identified the following -
Wind I Server ...

Windows

# System Strategies
#® Hardware
North Shore Travel requires computers capable of running its ...
North Shore Travel should be equipped with ten dual-core ..

Figure 12-8: The outline with only first lines displayed.
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Navigating Long Documents

Once you’ve created your long document using Outline
view, you can use the Navigation Pane to browse

headings and pages in longer documents while leaving the

main document window open.

Navigate a long document

The Navigation Pane makes it easy to get from one place
to the next in a document using its headings.

1. Click the VIEW tab on the Ribbon and click the

Navigation Pane check box in the Show group.

The Navigation Pane appears, displaying the
HEADINGS, PAGES and RESULTS tabs.

Other Ways to Open the Navigation Pane:
Press <Ctrl> + <F>. Or, click the HOME tab on
the Ribbon and click the Find button in the
Editing group.
2. Click the HEADINGS tab in the Navigation Pane.
The document’s headings appear.
0o Trap: Headings only appear if you are viewing a
document that uses heading styles.
3. Click a heading.
The heading is displayed in the main document
window.
Rearrange document headings

You can rearrange your document headings in the
Navigation Pane.

e In the Navigation Pane, click the heading, drag it to
the desired location, and release the mouse.

The heading is moved, along with all the headings
and body text beneath it,

Navigate document pages

You can also view thumbnails of all the pages in your

document in the Navigation Pane.

1. Click the VIEW tab on the Ribbon and click the
Navigation Pane check box in the Show group.

The Navigation Pane appears, Select the
HEADINGS tab, if it does not open onto it by
default.

Other Ways to Open the Navigation Pane:

Press <Ctrl> + <F>. Or, click the HOME tab and

click the Find button.

[ Exercise

» Exercise File: Proposal 12-5.docx.

» Exercise: Use the Navigation Pane to navigate to the
Hardware subheading.

Navigation M
B th Search document 2
rowse the
headings in ——————weADINGs  PaGES  RESULTS
your document | |
tab

Executive Summary

4 Assessment
Current Environment
Business Meeds

4 System Strategies
Hardware
Software
Systemn Installation
Training

Long Range Plan

Figure 12-9: The Browse the headings in your
document tab of the Navigation Pane.

Navigation Ve
Search document o -

HEADINGS PAGES RESULTS

Executive Surnmary

4 Assessment

Current Environment |

Business Needs Promote

4 System Strategies Demote
Hardware MNew Heading Before
Software

New Heading After

System Installat
pacwibat = Mew Subheading
Training

Delet:
Long Range Plan X Delete

;. Select Heading and Content
EDF Print Heading and Content
Expand All

LCollapse All

Show Heading Levels

Figure 12-10: Rearrange document headings in the
Navigation Pane.
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2. Click the PAGES tab in the Navigation Pane.

The Navigation Pane displays thumbnail images of
all the pages in the document.

wE=] s Proposal 12-5 [Compatibility Mode] - Microsoft Word Preview ?2 H - 0O x
HOME  INSERT DESIGN ~ PAGELAYOUT  REFERENCES  MAILINGS REVIEW  VIEW
T 5 lcdasmeu -1 K & M- 8 E-E-E =% 40T aaapce AaBbCcl AaBbC AaBbC AaBbCc ::::“;
Poste ¢ BT U-aex,x A-¥-A-=S=== [5- &- TNormal NoSpacing | Heading1 | Heading2 Hesding3 [3] g\
lipboard 1 Font m Paragraph [ Styles m Editing ~
L 5 1 2 3 4 5 6 b r
Navigation v
Search document P - )
Executive Summary
HEADINGS | PAGES | RESULTS North Shore Travel wants to implement current computer technology. North Shore
- . Travel’s current computer equipment is quickly becoming obsolete and inadequate for
_Techmeiegy Progosal ] current needs. Based on an evaluation of its needs, North Shore Travel wishes to install
new hardware, software, and a local Intranet. Expected benefits include automation of
some manual operations, major improvements in productivity and quality through
1 faster processes and integrated software. These benefits will have a major positive
impact on the ability of North Shore Travel to achieve 1ts goal of providing the best
N travel service possible.
MNorth Shore Travel has decided to purchase ten workstations and a dedicated server.
2 *  Assessment

Figure 12-11: Click the Browse the pages in your document tab to view thumbnails of each page in your document.
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Working with Master
Documents

All you have to do to create a master document is insert
one or more subdocuments into any document.

Once you have created a master document and its
subdocuments, you can start working on it. If the master
document is stored on a network, several users can open
and work on their own subdocuments at the same time.
You can modify, rearrange, and delete the subdocuments
in a master document. You can even convert a
subdocument into the master document, so that it is
actually part of the master document, instead of saved in a
separate subdocument.

In this lesson, you will learn how to create a master
document, how to delete a subdocument, and how to
convert a subdocument into the master document.

Open Master Document view

First, you need to open Master Document view, which is
part of Outline view.

1. Open a document in Outline view.

2. In Outline view, on the OUTLINING contextual tab
on the Ribbon, click the Show Document button in
the Master Document group.

The commands for creating and working with a
master document appear.

Expand subdocuments

When a master document is opened, the subdocuments
appear as links. To view the contents of the subdocuments
rather than the links, expand the subdocuments.

e In Outline view, click the OUTLINING tab on the
Ribbon and click the Expand Subdocuments button
in the Master Document group.

The contents of the subdocuments are expanded in
outline view. Go back to Print Layout view if
necessary.

Insert a subdocument

A master document is a good way to create a long
document that has several individual sections, like
chapters in a book.

[ Exercise

» Exercise File: Proposal 12-6.docx, Recycling
Needs.docx, and Bob’s Report.docx

» Exercise: Open the Proposal 12-6.docx document in
Master Document view and expand the Recycling Needs
subdocument.

Make the Recycling Needs subdocument part of the main
document.

Insert the Bob’s Report document at the end of the
Proposal 12-6.docx document.

Expand/Collapse

Subdocuments
& Create
L
T Insert =
Show Collapse o )

Document Subdocuments [ Lock Documnent

Master Document

o H

NORTH SHORE TRAVEL

Technology Proposal

6/21/2010

Figure 12-12: A master document with expanded
subdocument.
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1. Place the insertion point where you would like to
insert the subdocument.

2. In Outline view, click the OUTLINING tab on the
Ribbon and click the Insert Subdocument button in
the Master Document group.

The Insert Subdocument dialog box appears.

0o Trap: Any existing subdocuments need to be
expanded before you can insert a new one.

3. Select the document you want to insert and click
Open.

The subdocument is inserted in the document. You
can see that the subdocument has a thin black border
surrounding it.

Make a subdocument part of the master
document

Removing a subdocument puts the content of the
document into the main document, rather than linking it to
the subdocument file.

1. Select the subdocument.

You can either select the entire subdocument, or just
place your insertion point in the subdocument.

2. In Outline view, click the OUTLINING tab on the
Ribbon and click the Unlink button in the Master
Document group.

The link to the subdocument is removed and the
content of the subdocument is copied into the master
document.

Remove a subdocument

If you find that you do not want to include a subdocument
in the master document after all, you can remove it from
the master document.

1. In Outline view, click the subdocument’s icon & and
press <Delete>.

The subdocument is removed from the master
document. This does not remove the content from the
subdocument, however.

/] Tip: A subdocument must be removed before the
master document is saved.

| Insert Subdocument H
© - 1 «  Word2013 » Practice » v ¢ | Search Practice »
Organize New folder = I @
Za SkyDrive A Name ’ Date modified Type -

5 Board of Directors Meetingd-12 Microsoft Word C

[ ]

9 Libraries {25 Board of Directors Meeting4-13
) Decuments {2 Board of Directors Mectingd-14
@ Music {25 Board of Directors Meeting4-15
=] Pictures [ Bob's Report
[ videos {25 Bob's Report2

{251 Budget comments

% Homegroup {15 Business Proposal

[| CompanyMesting3-1
{5 CompanyMesting3-2

1% Computer 5] CompanyMesting3-3
= TI0633  (C) {5 CompanyMesting3-4

v o< >

Microsoft Word T ,

File name: | Bob's Report w| | AllWerd Documents v

Tools + Cancel

Figure 12-13: Select the subdocument you want to insert
in the master document in the Insert Subdocument dialog
box.

Bob’s Report

\ New Product Status Report
C:\Practice\Bob’s Report

Jim’s Report
e ——— C:\Practice\Jim’s Report

» C:\Practice\Sue’s Report

Sue’s Report /

Figure 12-14: An example of how subdocuments are
inserted in a master document.
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Using Bookmarks

A bookmark in Word is just like a bookmark that you
would use to mark your place in a novel. You use
bookmarks in Word to mark a location in a document so
that you can quickly find and jump back to that location.
Bookmarks can also be used to create cross-references.
For example, you could bookmark a paragraph about
armadillos and then create a cross-reference to that
bookmark.

Insert a bookmark

Bookmarks can be used as markers in a document. They
can also be used to run certain fields in Word. For
example, one of the Rules fields in a mail merge requires
a bookmark to be used.

1. Place your insertion point or select the text where you
want to insert the bookmark.

If you want to use a bookmark for a certain field in
Word, you will probably select text to insert the
bookmark for that purpose.

2. Click the INSERT tab on the Ribbon and click the
Bookmark button in the Links group.
The Bookmark dialog box appears.

3. Click the Bookmark name text box and enter a name
for the bookmark.

Bookmarks can be from 1 to 40 characters in length,
must begin with a letter, and can only contain
numbers, letters, or the underscore character—no
spaces.

4. Click Add.
The dialog box closes and the bookmark is inserted in
the document.

Go to a bookmark

Once a bookmark is inserted, you can use the bookmark
to quickly jump to the location in the document.

1. Click the HOME tab on the Ribbon and click the
Find button list arrow in the Editing group.
A list of editing options appears.

Other Ways to Open the Go To Dialog Box:
Press <Ctrl> + <G>.

@ Tip: If the Ribbon is not wide enough, the Editing
group will appear as the Editing button.

[ Exercise

» Exercise File: Proposal 12-7.docx

» Exercise: Select the “Long Range Plan” heading and
insert a LongRangePlan bookmark. Go to the beginning of
the document, then quickly jump to the LongRangePlan
bookmark you just inserted.

Type a name for Existing Add the bookmark
the bookmark. bookmarks appear you entered in the
in this list. Bookmark name

box.
,
|_ Add

Bookmark

Bookmark name:

LongRangePlan|

Sort by: (@) Name

() Location
Dﬂidden bookmarks

Cancel

Figure 12-15: The Bookmark dialog box.
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...then select the

2. Select Go To from the list. Select Bookmark bookmark’s name
from the Go to what from the list and
The Go To tab of the Find and Replace dialog box list... click Go To.
appears.
Find and Replace ?
3. Select Bookmark in the Go to what list. Find| | Replace | GaTo
Go to what Enter bookmark name:
4. Click the Enter bookmark name list arrow and E_ZEJ s ~ | [tongRangeftanl S
select the bookmark name.
Comment
Footnote hs

5. Click the Go To button. — -

The insertion point jumps to the location in the
document.

Fi 12-16: The Go To tab of the Find and Replace dialog box.
Other Ways to Go To a Bookmark: gtire & B0 10 1ab of fie Find and Replace dialog box

Click the INSERT tab on the Ribbon and click
the Bookmark button in the Links group. Select
the bookmark in the Bookmark dialog box and
click Go To.
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Using Cross-references

A cross-reference points the reader to another part of the
document where they can find more information about
something, such as: “See Penguin Feeding Behaviors on
Page 17 for more information.” When the page number is
cross-referenced, the reference will automatically update
if the page number changes. For example, if Page 17 all
of a sudden became Page 14, the cross-reference would
automatically update to say “Page 14”.

Insert a cross-reference

Before inserting a cross-reference, make sure you know
what it is that you want to reference.

1.

Place your insertion point where you want to insert
the cross-reference.

Click the INSERT tab on the Ribbon and click the
Cross-reference button in the Links group.

The Cross-reference dialog box appears.

Click the Reference type list arrow and select the
type of item you want to reference.

You can cross-reference many types of items such as
bookmarks, headings, and more. The first thing you
have to do is specify which type of item you want to
cross-reference.

Click the Insert reference to list arrow and select the
item you want to reference.

The items that are available for the reference are
displayed in the “For which numbered item”.

Select the item you want to reference to in the For
which... box.

Click Insert.

The cross-reference field is inserted in the document.

/] Tip:

v Cross-reference fields need to be updated if the item

they reference is moved. You can manually update a
cross-reference by right-clicking the cross-reference
and selecting Update Field. Or, have Word update
your document’s fields. Click the FILE tab and click
the Options button. Click the Display category and
make sure the Update fields before printing check
box is selected.

[ Exercise

» Exercise File: Proposal 12-8.docx

» Exercise: Insert a cross-reference after “limitations.” on
page 3 to the Hardware heading.

Select the type of item for
which you want to create a

cross-reference. See the
table below for more
information.

Select the information you
want to include in the cross-
reference. See the table
below for more information.

B |

Cross-reference

Reference type:

Insert as hyperlink
Separate numbers with

For which heading:

Assessment
Current Environment
Business Meeds
System Strategies
Hardware
Software
System Installation
Training
Long Range Plan

Feoong |2

Insert referencd to:
Heading text W

Include above/below

Cancel

Insert

Select the item you want to
cross-reference.

Figure 12-17: The Cro

ss-reference dialog box.

Table 12-2: What Can Be Included in a Cross-

Reference

You can cross-
reference these
items:

Cross-references can include this
information:

Numbered Items
Headings
Bookmarks
Footnotes
Endnotes
Equations
Figures

Tables

Entire caption
Example: See Figure 3-2: Rainfall.

Only label and number
Example: See Figure 3-2.

Page number
Example: See Page 10.

Only caption text
Example: See Rainfall.
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Creating a Table of Contents
Using Heading Styles

Word can easily create a table of contents for your
documents using the document’s heading styles for the
headings in the table of contents. For example, paragraphs
formatted with the Heading 1 style would be main
headings in the table of contents, and paragraphs
formatted with the Heading 2 style would be sub-
headings, and so on.

Mark text with built-in headings

The ecasiest way to create a table of contents is by
applying built-in styles to the text you want to include in
the table of contents.

1. Select the heading to which you want to apply a
heading style.

2. Click the HOME tab on the Ribbon. Select the
heading you want to use in the Style gallery in the
Styles group.

The heading style is applied to the text.
/] Tip: If you don't see the style that you want, click
the More button to expand the Style gallery.
Insert a built-in table of contents

Microsoft Word comes with built-in tables of contents.
This is the simplest way to insert a table of contents in
your document. However, you can’t control how the table
of contents appears as much as if you insert a different
table of contents.

1. Place the insertion point where you want the table of
contents.

2. Click the REFERENCES tab on the Ribbon and
click the Table of Contents button in the Table of
Contents group.

A list of built-in tables of contents appears.

3. Select the built-in table of contents you want to use.

The table of contents is inserted in the document.

Insert a table of contents

Inserting a table of contents this way allows you to
control how the text of the table of contents appears, and
other aspects, such as if page numbers appear.

[ Exercise

» Exercise File: Proposal 12-9.docx

» Exercise: Insert a built-in table of contents at the bottom
of the first page of the document. (Text has already been
marked with heading styles.)

Heading 1............oooiiiiii 1
Heading 2........ccoovvvvviniiiienne, 2
Heading 3........cccccoovvinnn. 4

Heading 3.........ccccooviinnnnn. 6

Heading 2........ccoovvvvvvviiiiiine, 7
Heading 1..........cccooiiinii, 9

Figure 12-18: An example of how the table of contents
is compiled using heading styles.

Table of
Contents =
Built-In
Automatic Table 1

Contents
Hemdlling B

Heading 2..

Head i 3 e e e e e e nene |

Automatic Table 2

Table of Contents
Heading 1

Heading 2.

L Lo LT OO |

Manual Table

Table of Contents
Type chapter titke (level 1).... . . E—

Type chapter title (level 2)......

Type chapter title (level 30..........

,;’:' More Tables of Contents from Office.com
Custom Table of Contents...
E;k Remove Table of Contents

Figure 12-19: Built-in table of contents. This is the
easiest way to insert a table of contents.
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1. Place the insertion point where you want the table of
contents to be.

This is probably near the beginning of the document.
2. Click the REFERENCES tab on the Ribbon and

click the Table of Contents button in the Table of
Contents group.

A list of table of contents options appears.

3. Select Custom Table of Contents from the list.
The Table of Contents dialog box appears.

A preview of how the table of contents would look
with the selected format appears in the Print Preview
box. You can choose a different format for the table
of contents.

4. Click the Formats list arrow and select the format
you want to use.

A preview of the format appears in the Print Preview
area of the dialog box.

5. Format the settings of the table of the contents.

A list of the different settings is described in the table
to the right.

6. Click OK.

The table of contents is inserted in the document.

Update the table of contents

If the content of the document changes, you can easily
update the table of contents to include new and changed
information.

1. Click the REFERENCES tab on the Ribbon and
click the Update Table button in the Table of
Contents group.

A dialog box appears, asking what you want to
update.

2. Click Update page numbers only or Update entire
table. Click OK.

Other Ways to Update the Table of Contents:
Right-click the table of contents and select
Update Field from the contextual menu. Or, click
anywhere in the table of contents and press <F9>.

2
Table of Contents :
Index |} Table OfQOHtEﬂti Table of Figures = Table of Authorities
Print Preview Web Preview
Heading 1...coevvimniiiieniennns 1~ "
Heading 2.......ccoeeeeeeeie. 3
Heading 3...covvvvvevevennns 5
v v

Show page numbers
Right align page numbers
Tab leader: | ...

General
Formats: From template

Show levels: 3 -

Use hyperlinks instead of page numbers

]

Options... Maodify...

Figure 12-20: The Table of Contents tab of the Table of

Contents dialog box.

Table 12-3: Table of Contents Dialog Box

Show page
numbers

Right align page
numbers

Tab leader

Formats

Show levels

Options

Check or uncheck this setting to
include page numbers in the table of
contents.

If this setting is not selected, the page
numbers will be shown right after the
heading in the table of contents.

Select a dotted, dash, or line tab leader
between the heading and the page
number.

Select how the formatting of the table
of contents appears in the document.

Choose which outline levels you want
to include in the document. You can
display up to nine levels in the table of
contents, according to the outline.

Choose what you want the table of
contents to be built from: styles, outline
levels, or table entry fields.

Update Table of Contents ~ ?

Ward is updating the table of contents. Select one
of the following options:

(®)iUpdate page numbers only!

() Update entire table

Figure 12-21: The Update Table of Contents dialog box.
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Creating a Table of Contents
Using TC Entries

Most of the time you will want to create a table of
contents using the heading style method, but there may be
a time when you need to use something more advanced—
using TC (table of contents) entries.

Inserting TC entries to indicate table of contents entries
isn’t nearly as fast as the heading style method, but it
provides more flexibility. For example, if your document
doesn’t contain any heading styles or outline levels—but
you still want a table of contents—use TC entries. Or, if
you want to use text that is different from your
document’s heading styles in the table of contents, you
would use TC entries to create a table of contents that
uses the text you want.

There are several benefits to using a table of contents
created with TC entries:

e No styles are required.

e You can use several tables of contents that contain
different information in the same document.

Create a table of contents entry

Mark text you want to include in the table of contents by
assigning a level to it.

1. Place the insertion point where you want to insert the
table of contents entry.

You can also select text that you want to create the
table of contents entry from, and the text will appear
in the table of contents dialog box.

2. Press <Alt> + <Shift> + <O>.

The Mark Table of Contents Entry text box appears.
If you selected text before opening the dialog box, it
appears in the Entry text box.

3. Click the Entry text box and enter the text you want
to appear in the table of contents.

There are two other specifications you need to make
in the dialog box:

o Table identifier: Assign the TC entry to a specific
table in the document. For example, you could
have a different table of contents for each section
of a document.

e Level: Assign a level to the text. Main headings
are level 1, and so on.

[ Exercise

» Exercise File: Proposal 12-10.docx

» Exercise: Create a table of contents entry that says “A
Look at the Problem” at the beginning of the Executive
Summary heading on page 3. Create another table of
contents entry for the “Corporate Intranet” text on page 4.
Update the table of contents at the beginning of the

document to include TC fields.

» Il

&
-

Level: 1

Mark Table of Contents Entry
Entry: || i
Table identifier: |C v

Cancel

Type what
you want to
appear in the
table of
contents
entry.

Select the
level of the
table of
contents
entry.

Figure 12-22: The Mark Table of Contents Entry dialog

box.
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Select the table and level settings you want to use and
click Mark.

The entry is inserted in the document.

Click Close.
The dialog box is closed.

Insert a table of contents from TC fields

Once the TC fields are inserted, you can create the table
of contents from the TC fields. You may also change table
settings so that it simply includes the TC entries with the
rest of the table of contents.

1.

Place the insertion point where you want the table of
contents.

Click the REFERENCES tab on the Ribbon and
click the Table of Contents button in the Table of
Contents group.

A list of table of contents options appears.

Select Custom Table of Contents from the list.

The Table of Contents dialog box appears.

Click Options.

The Table of Contents Options dialog box appears.
Select the check boxes for how you want to build the
table of contents.

Click the Table entry fields check box.

You can also remove check boxes from the other
options to avoid including them in the table of
contents with the TC fields.

Click OK.

Click OK.

The table of contents is inserted in the document.

@ Tip:

v

To insert table of contents with different table
identifiers, insert the table of contents field. Select
the table of contents field, right-click the field and
select Toggle Field Codes. After the f switch in the
code, enter the letter of the field identifier. For
example, if you wanted all TC fields for table C to
appear, the field would look like this:

{TOC\O "1-3"\f ¢} where “1-3” are the levels in the
table of contents and “c” is the table identifier.

Table of Contents Options

 IEN]

Build table of contents from:
s
Available styles:

TOC level:
Balloon Text
¥ Heading 1 1
Heading 2 2
Heading 3 3
Heading 4
Heading 5

[ [+] Qutline levels
[]Table entry fields

Reset Cancel

Builds a table of contents by using TC fields instead of, or in
addition to, styles.

Figure 12-23: The Table of Contents Options dialog box.
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Working with Picture Captions

Captions and tables of figures are a great way to organize
and reference documents that have a lot of pictures.

Insert a picture caption

If you have diagrams or pictures in your document that
you want to label and reference, inserting captions is one
of the easiest ways to do this.

1. Select the picture you want to caption.

2. Click the REFERENCES tab on the Ribbon and
click the Insert Caption button in the Captions

group.
The Caption dialog box appears.

By default, the caption label “Figure 1” appears in
the Caption text box.

3. Enter the caption after the text in the Caption text
box.

There are several different options you can use to
change the caption settings in the dialog box. See
Table 12-4: Caption Options to the right for more
information about these settings.

4. Click OK.
The caption is inserted.

/] Tip:

v The number in the caption automatically updates if
the picture is moved in the document.

Insert a table of figures

Once captions have been inserted, you can insert a table
of figures. This is very similar to a table of contents: it
displays each caption and the page on which that caption
appears.

1. Place the insertion point where you want the table of
figures.
This is probably near the beginning of the document.

2. Click REFERENCES tab on the Ribbon and click
the Insert Table of Figures button in the Captions

group.
The Table of Figures dialog box appears.

[ Exercise

» Exercise File: Proposal 12-11.docx

» Exercise: Insert a caption that says, “Dell Latitude D630
laptop” under the laptop picture on page 5.

Caption ?

LCaption:
Figure T| |
Options
Label: Figure W
Position: | Below selected item W

|:| Exclude label from caption

Mew Label.. Mumbering...

AutoCaption...

Figure 12-24: The Caption dialog box.

Table 12-4: Caption Options

Label Choose from three preset labels: Figure,
Equation, Table.

Position Insert the caption below or above the
selected item.

Exclude label  Select this check box so that only the text
from caption  you enter is included with the picture.
The label and number are not included.

Create a new label to choose from under
the Label list arrow.

New Label

Delete Label =~ Remove a label you created under the
New Label button.

Change the numbering format of
numbers in the caption labels. For
example, include the chapter number in
the label.

Numbering

AutoCaption  Choose this option to automatically add a
caption when certain items are inserted in
the document.
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A preview of how the table of figures would look
with the selected format appears in the Print Preview
box. You can choose a different format for the table
of contents.

Click the Formats list arrow and select the format
you want to use.

A preview of the format appears in the Print Preview
area of the dialog box.

Select the settings of the table of the figures.

A list of the different settings is described in the table
to the right.

Click OK.

The table of figures is inserted in the document.

Table 12-5: Table of Figures Settings

Show page
numbers

Right align page

numbers

Tab leader

Formats

Caption label

Include label
and number

Options

Check or uncheck this setting to include
page numbers in the table of figures.

If this setting is not selected, the page
numbers will be shown right after the
heading in the table of contents.

Select a dotted, dash, or line tab leader
between the heading and the page
number.

Select how the formatting of the table
of contents appears in the document.

Choose text to appear in front of the
caption: None, Equation, Figure, Table.

If this check box is not selected, only
the text of the caption will appear in the
table of figures. The captions will not
be labeled or numbered.

Choose what you want the table of
contents to be built from: styles, outline
levels, or table entry fields.
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Creating an Index

An index can usually be found at the end of a document,
and lists the words and phrases in a document, along with
the page numbers they appear on. There are two steps
involved in creating an index: defining which word(s) you
want to appear in the index and then inserting the index.

Insert an index entry
To include a word or phrase in the index, you must mark
it with an index entry.

1. Select the text you want to include in the index.

2. Click the REFERENCES tab on the Ribbon and
click the Mark Entry button in the Index group.

The Mark Index Entry dialog box appears.
Other Ways to Mark an Index Entry:
Press <Alt> + <Shift> + <X>.
3. Select the type of index entry you want to insert.
There are three different types to choose from:

e Cross-reference: Adds a cross-reference as an
index entry instead of a page number.

e Current page: Lists the current page number for
the selected index entry. This is the default option.

o Page range: Lists a range of pages that are
included in the bookmark that you click in the
Bookmark list. You must first mark the range of
pages with a bookmark.

4. Click Mark or Mark All.

Mark All marks every occurrence of the text in the
document as index entries, whereas Mark only
includes an entry for the single occurrence.

@ Tip: Be careful if you use Mark All—you may
end up with a lot of meaningless index entries that
you really didn’t want.

5. Click Close when you are finished marking entries.
The dialog box closes.
/] Tip:

v Index entries are invisible and will not be printed.
However, you can see them when the Show/Hide All
button is set to Show All.

[ Exercise

» Exercise File: Proposal 12-12.docx

» Exercise: Create an index entry for the “Hardware”
heading on page 4. Create an index entry for all instances
of “Windows 7.

Insert a one-column modern index at the end of the

document.

Mark Index Entry

|

The text that

Index

multiple index entries.

will appear in
the Index goes

This dialog box stays open so that you can mark

Cancel

Main entry: |Hardware| |—-— here.
Subentry: | |—-— Enter index
Options subentries here.
() Cross-reference: |5,3,_: Specify the type
@) Current page of index entry
you want to
\J) Page range create. Current
Bookmark page is the
most common
Page number format option
[ Boid
[ italic

Marks the index
entry you
selected.

Marks all occurrences of the
text in the document. Use

with caution!

Figure 12-25: The Mark Index Entry dialog box.

H

Hardware

.4

w

Windows Vista - 1,4,5,7

Figure 12-26: A preview a one-column index in modern

format.
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Insert an index

Table 12-6: Index Settings

Once index entries have been inserted, you’re ready to

insert the index. Right align page If this setting is not selected, the page
2 gn pag g pag
numbers numbers will be shown right after the
1. Place your insertion point where you want to insert heading in the table of contents.
the index. Tab leader Select a dotted, dash, or line tab leader
. . . bet the headi d th
Usually you will want to insert the index at the end of mem‘:]g:rn © heading anc the page
the document. .
Formats Select how the formatting of the table
2. Click the REFERENCES tab on the Ribbon and Ol T A D CesTilt
click the Insert Index button in the Index group. Type Select whether you want each sub entry

to be indented under the primary entry,
or if you want to consolidate the entries
into one sentence.

The Index dialog box appears.

3. Specify formatting options for the index.

Columns Select how many columns you want to
There are several options for specifying how the appear in the index.
index Wlll. appea'r in the document, SuCh. as the Language Select the language for the table of
Formats list, which changes the formatting of the contents.
index.
4. Click OK.

The index is inserted in the document.

Index ?

Table of Contents = Table of Figures = Table of Authorities
Print Preview
i : [Cl] i
Aristotle, 2 A Type @ Indented ) Rup-in Select how many columns
d bel ) Columns: |2 - you want to appear in the
Asteroid belt. See Jupiter Language: | English (United States) v index.
Atmosphere
Farth &
|:| Right align page numbers
Tab leader: |....
Select how you Formats: From template W
want the index to
be formatted.
Mark Entry... AutoMark... Modify...
Cancel

Figure 12-27: The Index dialog box.
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Using Footnotes and
Endnotes

You’re probably already familiar with footnotes and/or
endnotes if you have ever had to write a paper for an
English class. Footnotes and endnotes explain, comment
on, or provide references for text in a document.
Footnotes appear at the bottom, or the foot, of each page
in a document, while endnotes appear at the end of a
document. Other than that, they work the same way.

Footnotes and endnotes have two linked parts: the note
reference mark (usually a number) and the corresponding
footnote or endnote. Word automatically numbers
footnote and endnote marks for you, so when you add,
delete, or move notes, they are automatically re-
numbered.

Insert a footnote
A footnote appears on the same page as the text it

explains.

1. Place the insertion point where you want to insert the
footnote.

2. Click the REFERENCES tab on the Ribbon and
click the Insert Footnote button in the Footnotes

group.

Word inserts a footnote number at the insertion point
and moves the insertion point to the bottom of the
page, where you can type the footnote.

3. Type the footnote in the footnote area.

The footnote is inserted.

Insert an endnote
An endnote appears at the end of the section or document.

1. Place the insertion point where you want to insert the
endnote.

2. Click the REFERENCES tab on the Ribbon and
click the Insert Endnote button in the Footnotes

group.

Word inserts an endnote number at the insertion point
and moves the insertion point to the bottom of the
page, where you can type the endnote.

3. Type the endnote in the endnote area.

The endnote is inserted.

[ Exercise

» Exercise File: Proposal 12-13.docx

+ Exercise: Insert a footnote after the text “Network
Internet Connection” on page 4 that says, “Using Fast-
Connect as an Internet Service Provider.” Edit the footnote
so it reads, “Using Quick-Connect as an Internet Service
Provider.” View the footnote, then delete it.

@ H < 3 W 7 = %

Network Internet Connection
An ASDL network router would provide a permanent network connection to the Internet

at much faster speeds
Windows 7 Professional Operating System

With its task scheduling and integrated web desktop Windows 7 would reduce the cost
of computer administration/ownership. Windows 7 web integration would also be
beneficial to the corporate Intranet

System Strategies

Hardware
North Shore Travel requires computers capable of running its Office suite, Internet,

database software, and travel reservation system without slowing down or running out

# UsingFast—Connect as an Internet Service Provider

protaor 7 sroworos  [F ®E R -——+

Figure 12-28: A footnote is inserted at the bottom of the
page in a document.
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View a footnote or endnote

You don’t have to scroll down to the bottom of the page
or the end of the document to view what a footnote or
endnote says.

Position the pointer over the footnote or endnote number
for several moments. The contents of the footnote or
endnote appear in a small pop-up window.

Edit a footnote or endnote

You don’t have to scroll down to the bottom of the page
or the end of the document to edit a footnote or endnote.
1. Double-click the footnote or endnote number.

Word jumps to the footnote text.

2. Edit the text in the footnote or endnote.
Once the text is edited, you can return to the rest of
the document.

Delete a footnote or endnote

Deleting a footnote or endnote is easy.

e Select the footnote or endnote number and press the
<Delete> key.

The footnote or endnote number and reference are
deleted.

/] Tip:

v Click the Dialog Box Launcher in the Footnotes
group to open the Footnote & Endnote dialog box.

SII’T'IplIf\.Ir file and information r Using Quick-Connect as an Internet
Service Provider,

Network Internet Connectionii|
An ASDL network router would provide a permanent network ¢

at much faster speeds.

Figure 12-29: A preview of the endnote in the document.
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Using Citations and
Bibliographies

Academic papers rely on citing the sources of research.

This lesson shows how Word can make citing sources and

creating a bibliography very easy.

Add a source to the Source Manager

When sources are entered for the document, the
information is saved so that it is easy to cite the source
again, and it’s also easy to compile the bibliography.

1. Place the insertion point where you want to insert the

citation.

2. Click the REFERENCES tab on the Ribbon and
click the Insert Citation button in the Citations &
Bibliography group.

3. Select Add New Source.

The Create Source dialog box appears.

@ Tip: Select Add New Placeholder to insert a
citation and add the source information later. Be
sure to insert the same numbered placeholder for
citations that use the same source. Edit the
placeholder’s information in the Source Manager.

4. Enter the source information in the dialog box.

5. Click OK.

A citation is inserted in the document where the

insertion point is located. The source is also saved, so

it can be cited again in the document and included in
the bibliography.

Open the Source Manager

When a source is added, it is saved in the Master List for
sources. That means the source will be available in other
documents as well. Just copy the source from the Master
List into the Current List in the Source Manager.

e  Click the REFERENCES tab on the Ribbon and
click the Manage Sources button in the Citations &
Bibliography group.

Insert a citation from the Source Manager

Once the source has been inserted, it is easy to insert
citations from the source.

1. Position the insertion point where you want to insert
the citation.

[ Exercise

» Exercise File: Proposal 12-14.docx

» Exercise: Go to the bottom of page 5 and click at the end
of the first full sentence under the Software heading. Add
a new source with the information from the figure below.
Insert another reference to the J. Chen source at the end of
the sentence above the System Installation heading on
page 6. Insert a bibliography after the index at the end of
the document.

Create Source 1

Type of Source | Book v
Bibliography Fields for APA
Author | Julie Chen Edit
[[] Corparate Author
Title | How to Use Windows Vista
Year 2007
city Richville

Publisher |Training Press

[T Show 41l Bibliography Fields

Tag name Example: Adventure Works Press
Julo? Cancel

Figure 12-30: Creating a new source in the Edit Source
dialog box.

The Source Manager stores and keeps track of all sources
created in Word. The Master List (left column) saves all sources
that have ever been added. The Current List (right column)
includes sources that can be cited in the current document.

Source Manager 7 IEN|

Cymrent List
¥ Chen, Julie; How to Use Windows Vista (2007)

v cned zource
* placenaiger source
Previes 492

Citation: (Smith, 2007)

Bibliography Entry:
Smith. V. (2007). How to Write i lis: C ide Press.

Figure 12-31: The Source Manager stores and keeps
track of all sources created in Word.
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2. Click the REFERENCES tab on the Ribbon and
click the Insert Citation button in the Citations &
Bibliography group.

A list of citations already inserted in the document
appear.

/] Tip: Select Add New Source if no sources have
been created.

3. Select the citation you want to reference.

The citation is inserted in the document.

Insert a bibliography

Once you have cited sources in the document, you can
create a bibliography that contains all the sources in the
Current List of the Source Manager.

1. Navigate to the location where you want to insert the
bibliography.

Most likely, you’ll want to insert the bibliography at
the end of the document.

2. Click the REFERENCES tab on the Ribbon and
click the Bibliography button in the Citations &
Bibliography group.

A list of built-in options appears. You can choose
either of these built-in options to insert the
bibliography with heading text and formatting. Or,

select Insert Bibliography to insert only the sources.

3. Select the built-in bibliography you want to insert.
The cited sources are inserted in the document.
@ Tips:

v Select Insert Bibliography to open the Bibliography
dialog box and create your own bibliography.

v If buttons are grayed out in the Citations &
Bibliography group, there may be a problem with
your installation of Word. Repair Office through
Programs and Features in the Control Panel.

Insert
Citation =
Chen, lulie
How to Use Widows Vista,

IO T
LLu'u-'.

Smith, Veronica

How to Write

Bibliographies, (2007)
LE Add Mew Source...

[% Add Mew Placeholder...

Figure 12-32: Select a citation from the list.

Er Bibliography -
Built-In
Bibliography

Bibliography
Chen, ). (2003). Citations and References. New York: Contoso Press.

Haas, J. (20058). Creatimg & Formal Publication. Boston: Proseware, Inc.

Kramar | 1) (2006 Haw fe Writa Rif hias Chirame o Winrks Prasc

References

References

Chen, ). (2003). Citations and References. New York: Contoso Press.

Haas, ). (2008). Creatimg 2 Formal Publication. Boston: Proseware, Inc.

Kramar 1| 1) (2006 Haw te Writa Rif hias Chicamee Ad Wirks Prace

Works Cited

Works Cited
Chen, ). (2003). Citations and References. New York: Contoso Press.

Haas, J. (20058). Creatimg & Formal Publication. Boston: Proseware, Inc.
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EQ Insert Bibliography

Figure 12-33: Select a built-in bibliography or click Insert

Bibliography to create your own.

The Richard Stockton College of New Jersey

254



Working with Outlines, Long
Documents, and References
Review

Quiz Questions

2. When you view a document in Outline view, the contextual tab appears on the Ribbon.
A. Organizing
B. Numbering
C. Outlining
D. Typing

3. To change a heading to body text, you must promote it. (True or False?)

4. To select a multilevel numbering scheme, click the button in the Paragraph group of the Home tab on the
Ribbon.
A. Executive Summary
B. Heading
C. Numbering
D. Multilevel List

5. If a heading contains subheadings and body text, it is indicated with:
A. gray highlighting
B. A plus symbol
C. A heading link
D. An asterisk.

6. You can expand a heading to show the first line of body text. (True or False?)
7. You cannot use the Navigation Pane to rearrange document headings. (True or False?)
8. How do you create a Master Document?

A. Insert one or more subdocuments.
B. Click the Show Document button.
C. Save the document as a .MST file.
D. Unlink the document from the Subdocument file

9. When a master document is opened, the subdocuments appear as links. (True or False?)
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

You can not use spaces when you create a name for a bookmark. (True or False?)

Which of the following will open the Go To dialog box?
A. Pressing <Ctrl> + <G>.
B. Clicking the Go To button on the File taskbar.
C. Clicking the Page file, then selecting Go To from the Search group.
D. Any of these methods will open the Go To dialog box.

You can update a cross reference field by right-clicking the reference and selecting Update Field. (True or False?)

When would you choose not to use a built-in Table of Contents?
A. If you are using a document that contains embedded or linked objects.
B. If you are using an index as well as a table of contents.
C. If you want more control to adjust settings to change the way the table of contents appears.
D. If you want to choose the insertion point for the table of contents.

You must include page numbers when you create a table of contents (True or False?)

What are the benefits to using TC entries to create a table of contents?
A. TC Entries are faster to create than the heading style method.
B. With TC Entries, you can use several tables of contents with different information in the same document.
C. Only TC Entries let you mark each section with a different title.
D. All of these are good reasons to use a TC Entries table of contents.

The keyboard shortcut to open a Mark Table of Contents Entry is:
A. <Alt> + <T>
B. <Ctrl> + <Alt> + <C>
C. <Shift> + <Ctrl> + <C>
D. <Alt> + <Shift> + <O>.

You need to update the caption number if the picture is moved in the document.(True or False?)

Which of the following options can be changed in a Table of Figures?
A. Show or hide page numbers.
B. Line up page numbers along the right side of the page.
C. Choose which text appears with the caption.
D. All of these options can be changed in a Table of Figures.

Index entries are:
A. Visible unless you click the Show/Hide button.
B. Invisible unless you click the Show/Hide button.
C. Temporary unless you save a cross-reference.
D. The same as Table of Contents entries.

The Mark Entry button is located in the Index group of the References tab on the Ribbon. (True or False?)

A reference note that appears at the bottom of a page is called:
A. An endnote.
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B. A footnote
C. A page-end reference diacritical mark
D. A legume.

22. The Footnotes group is located on the
A. References tab on the Ribbon.
B. Options tab on the Ribbon.
C. The endnotes command on the Office button.
D. The only way to access footnotes is through a keyboard shortcut.

23. A source can only be cited once within a document. (True or False?)

24.  When you insert a built-in bibliography, you can choose to insert formatting and heading text above the bibliography,
or only insert the sources. (True or False?)

Quiz Answers

1.

2. C. When you view a document in Outline view, the Outlining contextual tab appears on the Ribbon.

3. False. To change a heading to body text, you must demote it.

4. D. To select a numbering scheme, click the Multilevel List button in the Paragraph group of the Home tab on the

Ribbon.

B. If a heading contains subheadings and body text, it is indicated with a plus symbol.
True. You can expand a heading to show only the first line of body text.

False. You can use the Navigation Pane to rearrange document headings.

A. To create a master document, insert one or more subdocuments into any document.

LW © N 9 U

True. When a master document is opened, the subdocuments appear as links.

10. True. You cannot use spaces when you create a name for a bookmark.

11.  A. You can open the Go To dialog box by pressing <Ctr]> and <G> on your keyboard.

12.  True. You can update a cross reference field by right-clicking the reference and selecting Update Field.

13. C. The built-in table of contents does not offer as much control to adjust settings or change the way the table of
contents appears.

14. False. You can choose whether or not you’d like to include page numbers in your table of contents.

15. B. With TC Entries, you can use several tables of contents with different information in the same document.
16. D. The keyboard shortcut to open a Mark Table of Contents Entry is <Alt> + <Shift> + <O>.

17. False. If the picture is moved in the document, the caption number updates automatically.

18. D. All of these options can be changed in a Table of Figures.

19. B. Index entries are invisible unless you click the Show/Hide button.

20. True. The Mark Entry button is located in the Index group of the References tab on the Ribbon
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21.
22.
23.
24.

B. A reference note that appears at the bottom of a page is called a footnote.
A. The footnotes group is located on the References tab on the Ribbon.
False. A source can be cited repeatedly in a document and included in the bibliography.

True. You can choose to insert formatting and heading text or only insert the sources.
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Working with
Templates

Creating a Document Template...................... 260
Using a Document Template .......................... 261
Creating Building Blocks...............cc.cccoieee 262
Creating AutoText..............cccoocieiiiiiiiiieee 264
Using Building Blocks ...............c.cccoiiiiinnen. 265
Insert a building block........................... 265
Insert AutoText.........cceeeveeiiniiiiies 265
Attaching a Different Template to a Document
........................................................................... 266

Copying Styles between Documents and
Templates ..........coccooviiiiiii 268

A template is like a mold. Once you
define the properties of a template (text,
macros, formatting properties, etc.) you
can create new documents that have those
same properties. In fact, every document
you create in Word is based on a template.
You will learn how to save time creating
similar documents using this technique.

Using Exercise Files:

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

e Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

e Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Creating a Document
Template

A template is like a mold for Word documents; it contains
formatting options and document properties that you can
use again and again when creating new documents. In
fact, every Word document is based on a template.

There are so many templates available in Office that you
will rarely need to create one of your own.

However, if you find yourself applying and creating the
same properties, features, or content each time you create
a new document, you can save yourself some time by
using a template.

Templates can contain the following information:

Text Tables and graphics Formatting
Styles* Macros* Building Blocks
Toolbars*  Ribbon Tabs Keystroke shortcuts

* Can be copied between documents and/or templates.
1. Create a new blank document. Or, open a document
that you want to use as the template.

Remember that everything that appears in the
document will appear in the template.

If you have added macros, building blocks, or styles,
they are also included in the template.

2. Click the FILE tab and click Save As. Click the
Browse button.
The Save As dialog box appears.

3. Click the Save As Type drop down and select Word
Templates (*.dotx).
The default location for templates is opened.
As long as templates are saved here, they will be easy
to find in the New Document dialog box.

4. Click the File name text box and enter a name for the
template.
The name should be something that is easily
recognizable, that will be easy to identify later.

6. Click Save to save the template.

The dialog box closes and the template is saved under
My Templates.

@ Tip:

v" Word uses a document template file named
NORMAL.DOT as its default template to create
blank documents. You can make changes to the
Normal template.

[ Exercise

» Exercise File: Formletter]13-1.docx

» Exercise: Save Formletter13-1 as a template named
“Testimonial Request”. Close the Testimonial Request
template.

Click the Templates folder to save a
template in the correct location.

3 | Save As E

®© < 4 @ Microsoft Word » Templates v e

Search Microsoft Word »

Organize g~ @

8
3 MicrosoftWord No items match your search.
it Favorites

B Desktop

& Downloads

# Dropbox

] Recent places

@ SkyDiive

4 Libraries v

File name: | Formletter13-1| v

Save astype: | Word Template v

Authors: Mandy Young Tags: Addatag

[ Maintain
compatibility with
previous versions of
Word

[ Save Thumbnail

Tools ~ Save Cancel

“ Hide Folders

Figure 13-1: The Templates folder in the Save As dialog
box.

New

Figure 13-2: You can find your templates under
Personal.

The Richard Stockton College of New Jersey

260



Working with Templates

Using a Document Template

Once a template has been made, it is very easy to create a
new document based on the template. The most difficult
part is finding the template you want to use.

Word 2013 organizes your document templates so it’s
easier to find the one you want to use.
1. Click the FILE tab on the Ribbon and select New.

The New tab of Backstage view appears, displaying a
list of available templates.

Table 13-1: Templates and Template Categories, to
the right, explains the choices under Available
Templates.

2. Click PERSONAL under the Search for online
templates box.

Depending on the template or template category you
choose, more templates or a dialog box appears.

9 Tip: Personal templates appear in preview, the
same way as the Featured ones.
3. Click a template option.

Your template opens.

[ Exercise

» Exercise File: Testimonial Request.dotx

» Exercise: Create a new document from the Testimonial
Request template. Replace the placeholder text with your
own information.

(NOTE: If you completed the Creating a Document
Template lesson, the Testimonial Request.dotx template
should be saved in the Templates folder. If it isn’t, you’ll
need to do so before you can complete this exercise.)

Available templates

6 Aa Titie

tour EEEEEm EnmEm

AT
F
e
»
»n

»
.

{3

Figure 13-3: The New tab displays several template
choices under Available Templates

Table 13-1: Templates and Template Categories

Blank Create a document from the default
document template.

Blog Post ™ *° Create a blog post from the default

template.
Recent Search recently used templates.
templates
Sample Search online templates Fel
templates
Search Word’s sample templates.
My Search all the templates you have
Templates created or downloaded from
Office.com.

Office.com If you have an Internet connection, use
Templates  Office.com to find and download new
templates.
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Creating Building Blocks

If you find yourself typing the same text again and again,
or inserting the same types of tables or other objects, you
could save a lot of time by using building blocks.
Building blocks let you store the text and graphics you
use frequently, such as a return address, company mission
statement, or table design.

This lesson shows how to create building blocks from
existing content and apply them to other documents.

1. Select the content you want to save as a building
block.

The content can include almost anything: text,
formatting, tables, and images.

(/] Tip: The content you use to create a building
block will be placed in the new document as is,
including lines, logos, hyperlinks, and more.

2. Click the INSERT tab on the Ribbon and click the
Quick Parts button in the Text group.

The Quick Parts menu appears, displaying quick
parts you can work with in your documents.

3. Select Save Selection to Quick Part Gallery from
the list.

The Create New Building Block dialog box appears.

Other Ways to Create a Building Block:
Press <Alt> + <F3>.

4. Click the Name text box and enter a name for the
building block.

The name should be something that is easy to
recognize later on.

(/] Tip: You can use the Gallery and Category
controls to assign the building block to a specific
gallery or category. Enter text in the “Description’
text box to describe the building block.

il

5. Click the Options list arrow and select how you want
the building block to be inserted.

By default the building blocks are inserted wherever
the insertion point is located in the document. But
you can also choose to insert the building block in its
own paragraph or page.

6. Click OK.
The building block is created.

[ Exercise

» Exercise File: Agent Meeting13-3.docx

» Exercise: Create an “NST Logo” building block for
North Shore Travel using the logo and North Shore Travel
text at the top of the page.

+
NST
North Shore Travel

Annual National Agent Meeting
Seminar Schedule

Introduction to the RVB Reservation Program
10:00 - 12:00 Room 212
Natasha Byrant, Ceridix Systems

Figure 13-4: Select the content you want to make into a
building block.

.__-E AutoText b

=1 [ocument Froperty k
D Property

] Field...

=[ Building Blocks Organizer...
|__'E Sawve Selection to Quick Part Gallery...

Figure 13-5: Create a building block by saving it to the
Quick Part Gallery.

— = b
Create New Building Block :

Hame: MST Log0|

Gallery: CQuick Parts W
LCategory: General W
Description:

Save in: Building Blocks W
Dptions: Insert content only W

Figure 13-6: Name the building block so that it is easy
to find. Use the other settings in this dialog box to
specify how the building block will work in the
document.
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@ Tips:

v By default, Word stores building blocks in a separate
Building Blocks.dotx file, so that all building blocks
are available in every document. However, you can
save the building block in the current document or
template by clicking the Save in list arrow and

selecting the file in which you want to save the
building block.

¥v" You can also use building blocks to create and save
headers, footers, watermarks, and much more!
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Creating AutoText

If you’ve used previous versions of Word, you might have
heard of a tool called AutoText. You can create AutoText
for text and graphics you use frequently, such as a return
address or canned paragraph. When you’re ready to use
the AutoText, all you need to do is type a few letters.
Word 2013 reintroduces AutoText as a special kind of
building block. If you understand how to create a
building block, creating AutoText is easy!

1. Select the content you want to save as AutoText.
2. Click the INSERT tab on the Ribbon and click the

Quick Parts button in the Text group.
The Quick Parts menu appears.

3. Select AutoText from the list.
The AutoText Gallery appears.

4. Sclect Save Selection to AutoText Gallery from the
list.
The Create New Building Block dialog box appears.
/] Tip: AutoText is a special type of building block

that is saved in the AutoText Gallery.

5. Click the Name text box and enter a name for the
AutoText entry.
The name should be something unique that you can
easily remember.

6. Click the Options list arrow and select how you want
the AutoText to be inserted.

By default AutoText is inserted wherever the
insertion point is located in the document. But you
can also choose to insert the AutoText in its own
paragraph or page.

7. Click OK.
The AutoText is created.
@ Tip:

v Word stores AutoText entries in template files
(usually in the default NORMAL.DOTX), so that the
AutoText entries are available in every document
created from that template.

[ Exercise

» Exercise File: Agent Meeting13-4.docx.

» Exercise: Type the following information directly
beneath the North Shore Travel building block and create
an AutoText entry for it called “nsadd”:

“502 Caribou Avenue
Duluth, MN 55261

aH ¢ 3 1 ? 0 x

NST

North Shore Travel
North Shore Travel
502 Caribou Avenue
Duluth, MN 55621

Annual National Agent Meeting
Seminar Schedule

Introduction to the RVB Reservation Program

10:00 - 12:00 Room 212

Natasha Byrant, Ceridix Systems

North Shore Travel will he imnlementine the new RVR Reservation Proera ntv 3 months

GE10F2  90f 36 woros  [IF B EH R -—— o

Figure 13-7: Select the content you want to make into
AutoText.

[2 Quick Parts~ [ ~

S AutoText ¥

General [ Document Property 4

North Shore
[m] Field...
North Shore Travel
502 Caribou Avenue 3
Duluth, MN 55621

Building Blocks Organizer...

I-—‘H Save Selection to Quick Part Gallery...

=]} Save Selection to AutoText Gallery

Figure 13-8: AutoText is saved to the AutoText Gallery.

= ]
Create New Building Block :

Name: nsadd|

Gallery: AutoText W
Category: General L
Description:

Save in: Mormal LY
Options: Insert content only LY

Figure 13-9: AutoText is saved to the AutoText Gallery in
the Create New Building Block dialog box.
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Using Building Blocks and
AutoText

Once you have created building blocks and AutoText, the
easy part is inserting these tools into your documents.

Insert a building block

Building blocks are easy to find, preview, and insert into
your document.

1. Place your insertion point where you want to insert
the building block.

2. Click the INSERT tab on the Ribbon and click the
Quick Parts button in the Text group.

Any building blocks you have created appear in the
Quick Parts list.

3. Select the building block you want to insert in the
document.

The building block is inserted.

Other Ways to View and Insert Building
Blocks:

Click the INSERT tab on the Ribbon and click
the Quick Parts button in the Text group. Select
Building Blocks Organizer from the list. You
can preview, edit, delete, and insert building
blocks from this dialog box.

Insert AutoText

AutoText is also easy to insert into a document.

1. Place your insertion point where you want to insert
the AutoText.

2. Type the name of your AutoText.
A preview of the AutoText displays.

3. Press <Enter>.
The AutoText is inserted.

Other Ways to View and Insert AutoText:
Click the INSERT tab on the Ribbon and click
the Quick Parts button in the Text group. Select
AutoText from the list. Select the AutoText you
wish to use.

[ Exercise

» Exercise File: Agent Meeting13-5.docx

» Exercise: Add the “NST Logo” building block to the end
of the document. Add the nsadd AutoText to the end of
the document.
(NOTE: If you did not complete the Creating Building
Blocks and Creating AutoText lessons before this lesson,
you’ll need to create the NST Logo building block and
nsadd AutoText.)

=

Quick
Parts =
General
NST Logo
NST
North Shore Travel
E AutoText X

[#1 Document Property L
(] Field...

=l Building Blocks Organizer...

l-—‘ﬂ Save Selection to Quick Part Gallery...

Figure 13-10: Select the building block you want to
insert from the Quick Parts list.

DUlUﬂ' MST Logo (Press ENTEF‘:t:: Insert)
NST Logo

Figure 13-11: When you type the name of an AutoText
entry, a preview displays.

NST

North Shore Travel
502 Caribou Avenue
Duluth, MN 55261

Annual National Agent Meeting
Seminar Schedule

Introduction to the RVB Reservation Program

10:00 - 12:00 Room 212

Natasha Byrant, Ceridix Systems

North Shore Travel will be implementing the new RVB Reservation Program in only 3 months.
Here's your chance to get a preview of this powerful new program that we believe will quickly
become the standard of the travel industry. Natasha Byrant of Ceridix Systems, Inc. will provide
an overview of RVE answer your questions.

L e = |
Figure 13-12: The building block and AutoText inserted in
the document.

The Richard Stockton College of New Jersey 265



Working with Templates

Attaching a Different Template
to a Document

Unfortunately, customizations (styles, building blocks,
macros, etc.) that you create in a template are only
available in that template; they’re not available in other
templates. But you can work around this by attaching a
template to a document. When you attach a template to a
document, you use that template’s styles, as well as its
macros, building blocks, menus, toolbars, and shortcut
keys.

This lesson explains how to attach a different template to
a document, and how to update the current document’s
styles with the styles from the attached template.

1.

Click the FILE tab and click Options.
The Word Options dialog box appears.

Click the Add-Ins tab.

The options for viewing and managing Microsoft
Office add-ins appear.

Click the Manage list arrow and select Templates.
Click Go.

The Templates tab of the Templates and Add-ins
dialog box appears.

Click the Attach button.

The Attach Template dialog box appears. All your
templates are normally stored in a special folder
called Templates, located in the Microsoft Office
folder. Word automatically opens this folder and
displays only document templates when you click the
Attach button.

(/] Tip: If the template you want to attach is saved
elsewhere, navigate to that location on the
computer and select the template.

Select the template you want to attach to the
document.

Now attach the template to the document.

Click the Open button.

The file path of the template appears in the Attach
text box.

If you want to use the styles in the attached template
instead of the styles in the current document, you’ll
want to select the “Automatically update document
styles” option.

[ Exercise

+ Exercise File: Agenda.dotx and Agent Meeting13-
6.docx

+ Exercise: Attach the Agenda template to the Agent

Meeting13-6 document. Automatically update styles from

the template.

Check to overwrite the
document’s styles with the
attached template’s styles.

Templates and Add-ins

Templates = XML Schema | XML Expansion Packs | Linked CSS

Dopument template

[\Users\BETH'AppData\Roaming\Microsoft\Templates'\Manual 2.dot Attach...

I—_JI Automatically update document styles
Attach to all new e-mail messages
Global templates and add-ins

Checked items are currently loaded.

Full path:

Organizer...
|

Opens the Organizer, where you can copy individual styles
one document or template to another.

from

Figure 13-13: The Templates tab of the Templates and

Add-ins dialog box.

Charts . Filefolder

i Libraries

. M File folder
[ Documents

Custom Word Templates

. Document Themes File folder

=] Welcome to Word

8 Computer

v o<

v | | AN Word Templates

File nome: |

W] Attach Template “
1l <« Microsoft » Templates » v| ¢ | | Search Templates P
Organize v New folder B> [ @
4@ SkyDrive A Name Date modified Type

@ Music X X
5 | LiveContent File folder
=] Pictures
élw SmartArt Graphics M Filefolder
ideos
B Normal Microsoft Word M.
B NormalEmail Microsoft Word M...
& Homegroup

Microsoft Word T...

Figure 13-14: Select the template that contains the
style(s) you want to copy to another document.
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7. Click the Automatically update document styles
check box.

This updates styles that have the same name between
the template and the document. For example, if the
document uses a style named “Command Text” and
so does the template, the style in the document will
be updated to appear as the style in the template.

8. Click OK.

The Templates and Add-ins dialog box closes and the
document is updated with the attached template.

[ ICRCR s Mo
v | wer o maron e o
Tl e T

ri Onlrs Sraps Smanan chue Scesnarat Appate
s S Gk

et o ean

NST

North Shore Travel

|Annual National Agent Meeting
Seminar Schedule

Introduction to the RVB Reservation Program
10:00 ~ [2:00 Roow 212

Natasha Byrant, Ceridix Systoms
North Shore Travel will be implementing the new RVE Reservation Program in only 3 months.
Here's yonr chance to get a preview of this powerful new program that we belicve will quickly
became the slandard of e travel industry. Natasha Bytan! of Ceridix Systems. . will provide
an overview of RVB answer your questions.

[ R e T e

BES O- e Memting 3.5 [Cormpe

Y T Mo - [12_~

Bau-wn o @

NST

North Shore Travel

Annual National Agent Meeting
Seminar Schedule

Introduction to the RVB Reservation Program

10:00 - 12:00 Room 212

Natasha Byrant, Ceridix Systems

North Shore Travel will be implementing the new RVE Reservation Program in only 3 months.
Here’s yonr chanee to get a preview of this powerful new program that we helicve will quickly
Decome the standard of the travel industry. Natasha Byran! of Ceridix Systems. Inc. will provide
an overview of RVB answer your questions.

Figure 13-15: The document before and after the Agenda template is attached to it. Note the difference of style in the

headings and subheadings.
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Copying Styles between
Documents and Templates

Attaching a different template to a document allows you
to use all the template’s styles, macros, building blocks,
menus, and shortcut keys in that document. Sometimes,
however, you may only want to use a few styles from a
template, and attaching a different template may be
overkill.

This lesson explains how you can use the Organizer to
copy styles between documents and templates (or
between templates and templates).

1. Click the FILE tab and click the Options button.
The Word Options dialog box appears.

2. Click the Add-Ins tab.

The options for viewing and managing Microsoft
Office add-ins appear.

3. Click the Manage list arrow and select Templates.
Click Go.

The Templates tab of the Templates and Add-ins
dialog box appears.

4. Click the Organizer button.
The Styles tab of the Organizer dialog box appears.

The left side of the dialog box displays the name and
styles of the current document. The right side of the
dialog box displays the name and styles of the
currently attached template. You must close the
current document or template before you can open a
different one.

[ Exercise

» Exercise File: Agent Meeting13-7docx and Agenda.dotx

» Exercise: Copy the “Seminar” style from the
Agenda.dotx file into the Agent Meeting 13-7 document.

Agent Meeting13-7 [Compatibility Mode] - Microsoft Word Preview 7 - 0O x

Open

Places .3 Computer

(L) Recent D 1t
(L) Recent Documents Current Folder

Practice

&@ Meandy Young's SkyDrive C:» Users = Mandy

Recent Folders

{0 computer

+ Add a place

Practice
C: 5 Users s Mandy

Word 2013
Documents » Work » Custorn Guid...

Figure 13-16: Select the template that contains the
style(s) you want to copy into the document.

Lists styles in the document or template. Select the style you want to copy, delete, or rename.

Organizer\

2 < |

Styles

Macra Project Items

In Agent Meeting13-7:
Balloon Text

Default Paragraph Font
Ho List

Hormal

Seminar

Speaker
Table Normal

Copies the selected

|

Copy >
Delete

Rename...

Styles ayailable in:

Description

Based on: Normal

To Normal:

Default Paragraph Font
Mo List
Normal

style to the other
document or template.

Table Normal

il Jable in:

Deletes the selected
style.

Agent Meeting13-7 (Document] v

Close File

Font: (Default] Tahama, 3 pt, Ryle: Linked, Hide until used, Priority: 100,

Normal.dotm (global template]

v

Close File

|

Renames the selected
style.

Close

Make sure the files you want to copy the styles between are listed in these

boxes.

Figure 13-17: The Styles tab of the Organizer dialog box.

If the file you want is
not open, click Close
File, then click Open
File and open the file
you want.
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6.

10.

Click the Close File button of the file whose styles
you don’t want to use.

Now you need to find the document or template that
contains the style you want to copy.

Click the Open File button.

The Open dialog box appears.

Navigate to the document or template that contains
the style(s) you want to copy and click Open.

The styles of the document or template appear in the
right side of the Organize dialog box.

Select the style(s) you want to copy and click the
Copy button.

/] Tip: Use the <Ctrl> and <Shift> keys to select
multiple styles at a time.

Once the styles are copied, into the document or
template, you can close the Organizer.
Click the Close button.

The Organizer dialog box closes and the styles are
copied and updated in the document or template.

NST

North Shore Travel

|annual National Agent Meeting
Seminar Schedule

Introduction to the RVB Reservation Program
10:00 - [2:00 Room 212

Natasha Byrant, Ceridix Systems
North Shore Travel will be implementing the new RVB Reservation Program in only 3 months.
Here's your chance to get a preview of this powerful new program that we believe will quickly
become the slandard of the ravel industry. Natasha Byrant of Ceridix Systews. Inc. will provide
an overview of RVB answer your questions,

Microsoft Word

9 Do you wish to ovenwrite the existing style entry Table Normal?

Yes Yes to All Mo Cancel

0 H o O

Figure 13-19: This dialog box appears if the style already

exists in the document.

NST

North Shore Travel

Annual National Agent Meeting
Seminar Schedule

Introduction to the RVB Reservation Program

16:00— 12:00 Room 212

Natasha Byrant, Ceridix Systems

North Shore Travel will be implementing the new RVB Reservation Program in only 3 months.
Here's your chance to get a preview of this powcrfial new program that we believe will quickly

Figure 13-18: The document before and after the Seminar style is copied over. Note the difference of color in the headings
that use the Seminar style.
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Quiz Questions

10.

A template does not contain information about:
A. Text Tables and graphics
B. Styles
C. Formatting
D. Word Count.

You cannot make changes to the default template NORMAL.DOT. (True or False?)

To work with one of Microsoft Word’s pre-made templates, select:
A. My templates
B. Installed Templates
C. New from Existing
D. Blank and Recent

If you add a paragraph with an active hyperlink as a building block, the hyperlink will not be saved. (True or False?)

Building Blocks you create are available:
A. In the current document only.
B. Only in documents that use the current template.
C. Only in documents with a .docx extension.
D. In all Word Documents.

You can only include text in AutoText. (True or False?)

To put building blocks on the Quick Parts list:
A. Click the Insert tab on the Ribbon and click the Quick Parts button.
B. Click the References tab on the Ribbon and click the Building Block button.
C. Click the Page Layout tab on the Ribbon and click the Building Blocks Organizer button.
D. Click the Building Blocks tab on the Ribbon and click the Add to Quick Parts button.

Templates are usually stored in:
A. the Desktop.
B. a folder called Templates.
C. a folder called Customizations
D. the Favorites list .

When you attach a template to a document, you use that template’s macros, and building blocks. (True or False?)
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11.

In order for the Organizer to work, all of the Styles on the left side of the Organizer dialog box must match the styles
on the right side. (True or False?)

Quiz Answers

Eal A

LW O N U

11.

D. Templates do not contain information about Word Count.
False. You can make changes to the default template NORMAL.DOT.

B. To work with one of Microsoft Word’s pre-made templates, select Installed Templates in the New Document dialog
box.

False. If you add a paragraph with an active hyperlink as a building block the hyperlink will be saved as is.

D. Building Blocks are available in all Word Documents.

False. You can create AutoText for text and graphics you use frequently.

A. To put building blocks on the Quick Parts list, click the Insert tab on the Ribbon and click the Quick Parts button.
B. Templates are usually stored in a folder called Templates.

True. When you attach a template to a document, you use that templates, styles, as well as its macros, building blocks,
and shortcut keys.

False. You can choose any styles from one side of the Organizer dialog box and transfer them to the other.

The Richard Stockton College of New Jersey 271



Working with
Forms

Creating a New Form..............cccccoviinnene 273
Display the Developer tab on the Ribbon
............................................................... 273

Adding Content Controls...................cccceeee. 274
Group content controls ..............c.coueeeee. 274
Set content control properties................ 274

Assigning Help to Form Content Controls ... 275
Make a content control disappear ......... 275

Preparing the Form for Distribution .............. 276
Protect the entire form............c.ccccee 276
Protect parts of the form........................ 277

Filling Outa Form.................ccccooviiinnnee, 278

A form created in Word is very similar to
the paper form you fill out with a pen or
pencil. However, Word forms have
several major advantages over the
traditional paper type of forms. The
greatest benefit of a Word form is that you
can complete it in Word—saving you
time, effort, and paper. You also don’t
have to worry about trying to read bad
penmanship! Another advantage of a
Word form is you can provide the user
with information and prompts to help
them complete the form.

Word forms can include fill-in-the blank
fields and check box fields, just like their
paper counterparts. In addition, you can
include a list of options from which the
user can choose to complete the form.

By now you’re probably anxious to create
and use your own online forms. Let’s get
started...

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

e Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

e Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Creating a New Form

When you create a form, you usually start by creating a
template that contains the text on the form that doesn’t
change, that contains formatting, and that contains a table
to line everything up neatly. By using a template as the
basis for a form, users can fill out the form without
changing the text or formatting of the form itself. Think of
the template as a blank form when putting it together.
Some of the tools you use when creating a form include:

o Templates: Forms are normally saved as templates
so that they can be used again and again.

e Content controls: Content controls are the areas
where users input information in a form. We’ll learn
more about content controls in upcoming lessons.

e Tables: Tables are often used in forms to align text
and form fields, and to create borders and boxes.

e Protection: Forms are protected so that users can
complete the form without changing the text and/or
design of the form itself.

Once the form document looks the way you want it to,
you are ready to insert form controls.
Display the DEVELOPER tab on the Ribbon
The DEVELOPER tab must be displayed on the Ribbon
in order to access and insert the form controls.
1. Click the FILE tab on the Ribbon and select
Options.
The Word Options dialog box appears.

2. Click the Customize Ribbon tab.
A list of tabs appear on the right side of the
Customize Ribbon tab.

3. Select the Developer check box under Customize the

Ribbon and click OK.

The Word Options dialog box closes and the
DEVELOPER tab is displayed on the Ribbon.

[ Exercise

» Exercise File: Form15-1.docx
» Exercise: Open the DEVELOPER tab on the Ribbon.

Word Options ?

E‘E Customize the Ribbon and keyboard shortcuts.

Choose commands from (- Customize the Ribbon:

Popular Commands v Main Tabs v

Accept and Move to Next ~
n Left

&< il
-

TREgE= e >> BELHY

B Multiple Pages NewTab | | NewGroup | | Rename.
New

Keyboard shortcuts: | Cusomize.

Figure 14-1: Add the Developer tab to the Ribbon from
the Word Options dialog box.

North Shore Travel

Tour Satisfaction Questionnaire

[ Client’s Name: Rich text

Date: Date picker
Trip Cost: Text
Purpose: Drop-down list with these

options (Business, Pleasure,

Other)
First Clace: Denn-down list with these

Figure 14-2: The Developer tab of the Ribbon.
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Adding Content Controls [ Exercise
+ Exercise File: Form14-2.docx
Once you have created the form document, you can start

. : + Exercise: Insert content controls in the form. (Replace
inserting the content controls the user needs to fill out.

the text in the right column of the table with the correct
(/) Tip: content control, as indicated in the image below.)

v’ If content controls are not available, you may have : : .
opened a document created in an earlier version of . : s
Word. To use content controls, you must convert the
document to Word 2013 format.

1. Place your insertion point where you want to insert a orth Shore Travel
form content control. [ Clanesname: W EiCHRGNBRRRRE |
o o
2. Click the DEVELOPER tab on the Ribbon. Pt
The Controls group is where the content controls you
can insert in the form are located.

3. Click the content control you want to use in the Figure 14-3: The form with content controls filled in.

Controls group.

Table 14-1: Form Content Controls describes each of
the content controls you can insert in the form.

GrouP content controls Table 14-1: Form Content Controls

You can group content controls to make them easier to

work with Aa Formatting can be saved by loading,

Rich Text saving, or closing the document. Use

. this control for a short paragraph.
1. Once you’ve inserted the controls you need you’re

your document, select the ones you want to group. Aa This is limited to a plain text paragraph,
Text so no formatting can be included.
2. Click the Group button in the Controls group. = Fills the content control with a single
) Picture Content ~ Picture.
3. Select Group from the list. Control
. = Shows a gallery of formatted design
Set content control properties = choices you can add to the content
You can change the properties for a content control after it Building Block  control. Specify the building blocks you
is inserted; do this to change the options available under a Gallery \I;varlzt to ﬁlake available from the Quick
drop-down list, for example: ar's gaety-
EE Contains a list that you can edit directly.
1. Select the content control you want to change and Formatting can be saved by saving or
: e Combo Box closing the document
click Properties in the Controls group. g :

Choose from several predetermined

selections that appear upon clicking the
Drop-Down List  {ist arrow.

The Properties dialog box appears. ER

2. Change the content control’s properties as necessary.

B Use this to help users enter a date. The
3. Click OK. . content control allows you to control
Date Picker the format and appearance of the date.
Insert a check box into a form.
Check Box
é; - If you prefer the form controls from

previous versions of Word, they are

LeeasvpiooR available here.
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Assigning Help to Form
Content Controls

Help out the people who fill out the forms you create by
adding instructional text to the content controls.
Instructional text already appears when the content
controls are inserted, such as “Choose an item,” or “Click
here to enter text.”

You can enter instructional text that is more specific to
your form, such as “Click here to enter your first name.”
1. Click the DEVELOPER tab on the Ribbon and click
the Design Mode button in the Controls group.
The form content controls change so that they are

editable.

2. Click the content control that you want to add
instructional text to.
3. Edit and format the placeholder text as you wish.

Once you’re done editing the placeholder text for
content controls, turn off Design Mode.

4. Click the Design Mode button in the Controls group.

The content controls are edited with instructional
text.
Make a content control disappear

You can make a content control disappear when someone
enters their own content in a Rich Text control or Text
control.

1. Click the DEVELOPER tab on the Ribbon and click
the Design Mode button in the Controls group.

The form content controls become editable.
2. Click the Rich Text or Text content control.

3. Click the Properties button in the Controls group.

The Content Control Properties dialog box for the
control appears.

4. Click the Remove content control when contents
are edited check box.

5. Click OK.

6. Click the Design Mode button in the Controls group.

[ Exercise

» Exercise File: Form14-3.docx

» Exercise: Change the placeholder text in the Client’s
Name control to, “Enter your name: Last, First”

=5 Mo
5 e g

North Shore Travel

Tour Satisfaction Questionnaire

Client’s Name: Click here to enter

Date:

Trip Cost:

T e e

Figure 14-4: Design Mode allows you to change the
instructional (placeholder) text of content controls.

< |

Content Control Properties

General

Title:

Tag:

Show as: Bounding Box|

Color & -

Use a style to format contents
Style: | Strong w

4 New Style...

!:I Bemove content control when contents are edited

Locking
|:| Content control cannot be deleted
|:| Contents cannot be edited

Select this check box to make the content control disappear
when it is edited.

Figure 14-5: The Content Control Properties dialog box
for a Rich Text content control.
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Preparing the Form for
Distribution

You need to protect a form before distributing it so that
the content controls cannot be removed or edited when
users fill out the form.

Protect the entire form
If you are asking people to fill out a form, in most cases
you will want people to fill out the entire form.

1. Open the form.

Make sure the form and its content controls appear
the way you want users to see it before filling out the
form.

2. Click the DEVELOPER tab on the Ribbon and click
the Restrict Editing button in the Protect group.

The Restrict Formatting and Editing task pane
appears.

3. Click the Allow only this type of editing in the
document check box in the Restrict Formatting and
Editing task pane.

Specify the type of editing to be allowed in the
editing restrictions list.

4. Click the Editing restrictions list arrow and select
Filling in forms from the list.
If that is all the protection you need, you are ready to
start protecting the document.

5. Click the Yes, Start Enforcing Protection button.

The Start Enforcing Protection dialog box appears.
It’s a good idea to enter a password so that users
can’t change the editing restrictions.

6. Click the Enter new password (optional) text box
and enter a password.

7. Click the Reenter password to confirm text box and
enter the password again.

8. Click OK.

The document is protected, and the protection level is
shown in the Restrict Formatting and Editing task
pane.

[ Exercise

» Exercise File: Form14-4.docx
» Exercise: Protect the form so it is ready to be distributed.

|N0rth Shore Travel

Tour Satisfaction Questionnaire

Client’s Name: Enter your name : Last, First
Date: Click here to enter a date.
Trip Cost: Click here to enter text
Purpose: Choose an item

First Class: Choose an item

[ ———

Figure 14-6: Protecting the form for distribution.
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Protect parts of the form

Protect only parts of the form if you want people to be
able to edit the document beyond the form content
controls.

1. Open the form.

Make sure the form and its content controls appear
the way you want users to see it before filling out the
form.

2. Select the content control or the content control
group you want to protect.
If content controls are grouped, you can change their
protection properties all together.

3. Click the DEVELOPER tab on the Ribbon and click
the Properties button in the Controls group.

There are two locking options you can use to protect
a content control:

Content control cannot be deleted: This allows
editing of the content control, however it cannot be
deleted.

Contents cannot be edited: This allows deleting on
the content control, but it cannot be edited.

4. Select one or both of the locking options in the dialog
box and click OK.

The form is protected accordingly.

Content Control Properties ?

General
Title: Date
Tag: Date

Show as: |Bounding Box| w

Color: Q b

|:| Use a style to format contents
Style: |Default Paragraph Font

Eemove content control when contents are edited

Locking
Content control cannot be deleted
iContents cannot be gdited?

Date Picker Properties
Display the date like this:
M/ d vy

12/19/2012 ~
‘Wednesday, December 1§, 2012

December 19, 2012

1211812

2012-12-19

19-Dec-12

12.19.2012

Dec 19,12 A

Locale:

English (United States) W
Calendar type:

Western W

Store XML contents in the following format when mapped:

Date and Time (xsd:dateTime] w

Figure 14-7: The Content Control Properties
dialog box.

The Richard Stockton College of New Jersey

277



Working with Forms

Filling Out a Form

Fill out a form once you’ve completed creating it to make
sure it’s working correctly.

Also, if you receive a form from someone, here’s how to
fill it out.

Click a content control to begin working with it.

[ Exercise

Exercise File: Form14-5.docx

» Exercise: Fill out the form using your own information,
or the information shown in the image below.

Content controls should have some instructive text on

or near them to help you understand how to fill out
the content control.

Select an option from the content control or enter tex
as directed.

The document around the content controls should
also be able to help you with controlling these
options.

Save the form when you are finished filling it out.

Your changes to the form are saved and ready to be
tabulated.

d e O
HOME
2 Cut
Eg Copy

Paste
¥ Format Painter

Form14-5 [Compatibility Mode] - Micrasoft Word Preview

INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW

- N Aa- A

5\3-3}1._&

Calibri (Body) ~ |11 A

B I U ~ab x, X°

Font

Clipboard &

North Shore Travel

Tour Satisfa

t

TABLETOOLS

VIEW  DEVELOPER  DESIGN  LAYOUT
@ Find ~

2% Replace

[+ select -

AaBbCeDe AaBbCcDe AaBbCi AaBbCcl Aa]j AaBbCcC A@BbCcDe
THo Spac.. Headingl Heading2 Title Subtitle  Subtle Em...

AaBbCeDt |

T Normal Emphasis |+

Styles no Editing

3 hE

v X

Restrict Editing
1. Formatting restrictions
Limit formatting to a selection
of styles
Settings...

2. Editing restrictions

ction Questionnaire

/] Allow only this type of editing
in the document:

Filling in farms -

Client’s Name:

Fisher, Michael

3. Start enforcement

Click here to enter a date.

Are you ready to apply these

settings? (You can turn them off

December 2012 later)

Su Mo Tu we Th Fr

Yes, Start Enforcing Protection

Date: %
Trip Cost: Click hereto e ¥
Purpose: Choose an iter

2 3 4 5 6

First Class:

9 10 11 12 13

16 17 18[9 20
2

3 24 25 26 27

14
21
28

Choose an iter

PAGE1OF1 6 OF 33 WORDS

[

30 N

Today

Figure 14-8: Choose an option from the date picker to proceed.
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Quiz Questions

2. The areas where users input information in a form are called:
A. Input Centers
B. Developer Tabs
C. Templates
D. Content Controls

3. The Controls group is located in:
A. The References tab on the Ribbon.
B. The Developer tab on the Ribbon.
C. The Review tab on the Ribbon.
D. The View tab on the Ribbon.

4. When you click the Developer tab on the Ribbon and click the Design Mode button:
A. The form content controls change so that they are editable.
B. The form content controls are changed to pre-selected alternate text.
C. All placeholder text disappears.
D. The form content controls are locked so that they cannot be changed.

5. Why would you protect a form before distributing it?
A. To prevent the form from viruses.
B. To prevent the form from receiving junk e-mail.
C. To prevent the content controls from being removed or edited by users.
D. To prevent people from stealing your information.

6. You can allow content controls to be edited while still preventing it from being deleted.(True or False?)

7. To begin working with a content control, just click it. (True or False?)

Quiz Answers

1.

2. D. The areas where users input information in a form are called content controls.

3. B. The Controls group is located in the Developer tab on the Ribbon.

4. A. When you click the Developer tab on the Ribbon and click the Design Mode button, the form content controls

change so that they are editable.
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C. You need to protect a form before distributing it so that the content controls cannot be removed or edited when
users fill out the form.

True. You can allow content controls to be edited while still preventing it from being deleted

True. To begin working with a content control, just click it.
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Customizing
Word

Customizing the Ribbon ................................ 282
Create a Nnew group ..........ccceeeevivereenne 282
Rename a tab or group.........coocuvvieeeen. 282
Add a command to a group ................... 283
Restore the default Ribbon.................... 283
Remove a tab or group..............ocooee. 283

Customizing the Quick Access Toolbar........ 284

Using and Customizing AutoCorrect............. 285
How AutoCorrect WOrks ............cccvveee... 285
Create an AutoCorrect entry................... 285

Changing Word’s Default Options................. 287

Customization is a great asset in an
application. Customization lets you use a
particular mix of commands and shortcuts
that are best for your working style.

The lessons in this chapter focus on how
to customize the Ribbon, the Quick
Access Toolbar, and AutoCorrect. We’ll
also discuss how to access and review the
default options for a program.
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Customizing the Ribbon

One of the most useful features in Office 2013 is that you
can customize the Ribbon. Add your own tabs and groups,
or rearrange the Ribbon to better fit your work style.

Create a new tab or group

You can add new groups to tabs, or you can create new
tabs with new groups.

1. Click the FILE tab on the Ribbon and select
Options.
The Options dialog box appears.

2. Click the Customize Ribbon tab.

The left column displays commands that you can add
to the Ribbon.

The right column displays the tabs on the Ribbon,
and the groups and commands in each tab.

/] Tip: Click the plus sign next to a tab or group to
expand it.
3. In the right column, select the tab where you wish to

add the new tab or group.

A new tab, which automatically includes a new
group, will be inserted below the selected tab.

A new group will be inserted within the selected tab.

4. Click the New Tab or the New Group button.
The new tab or group is added.

Rename a tab or group

Once you’ve created a tab or group, give it a name.
1. Select the tab or group you want to rename.

2. Click the Rename button.

The Rename dialog box appears.

3. Enter a name for the selected tab or group in the
Display Name text box.
The tab or group is renamed. For a group, also select
a symbol to represent the group.

4. Click OK.

The tab or group is renamed.

[ Exercise

» Exercise File: None required.

» Exercise: Create a new group on the HOME tab called
“Printing” and include the command to Print Preview and
Print.

Restore the Ribbon defaults.

Click to reorder the
selected tab or group.

Word Options ?

EBE Customize the Ribbon and keyboard shortcuts.

Choose commands from: i Customize the Ribbon:
Popular Commands v Main Tabs v

Accept and Move to Next ~
n Left

< 1l

200> >> BELINX

Imgort/Export |

Click to— New Tab New Group Rename...
create a
new tab.
Click to
Click to rename the
create a selected tab

new group.  or group.

Figure 15-1: Use the buttons in the Options dialog
box to add a new tab or group to the Ribbon.
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Add a command to a group

Once you have created a new tab or group, you can add
commands to the group. You can also add commands to
groups that already appear on the Ribbon.

1. In the right column, select the group to which you
want to add a command.
This could be a group you’ve created from scratch, or
even a group that appears by default.

2. In the left column, select the command you want to
add to the Ribbon. Click the Add button.
The command is added to the group.

@ Tip: Not finding the command you want to add?
Click the Choose commands from list arrow and
select the group of commands you want to view.

Restore the default Ribbon

If you no longer want to use the customizations you’ve
added to the Ribbon, you can restore the Ribbon to its
original, default settings.

1. Click the Reset button.

Two options appear:

¢ Reset only selected Ribbon tab: Restores the
default settings for the selected tab.

e Reset all customization: Removes all Ribbon
and Quick Access Toolbar customizations,
restoring them to the default arrangement and
appearance.

2. Select the reset option you wish to use.
The Ribbon is restored to its default settings.
Remove a tab or group

You can also remove a specific tab or group from the
Ribbon.

1. In the right column, right-click the tab or group you
wish to use.
2. Select Remove.

The tab or group is removed from the Ribbon.

D Tips:

v" Any changes you make to a program’s Ribbon will
appear only in that program.

v" To hide a tab on the Ribbon, deselect its check box.

Click to add the

Click to view command on the Click to view

another group of  left to the selected all the tabs on

commands. group on the right. the Ribbon.
Word Options » IEN|

Wi, Customize the Ribbon and keyboard shortots.
=] Y

Choose commands from: Customize the Ribbon:

v Mein Tabs

2 Acceptand Move ta Next ~
Align Left
Advance "= Breaks

Customize Ribbon

# (¥ Blog Post
1 ) Insert (Blog Post)

Keyboard shortcuts: | Customize

Figure 15-2: Adding commands to groups on the Ribbon.

The Print Preview and
Print command added

to the Printing group. \

3

Print Preview

The Printing group, and Print
added to the Home tab ———— Printing
of the Ribbon.

weae T 4 AaBbi asBocer aumic
Heacng | Heaang2 Theadogd 1o

Figure 15-3: The HOME tab of the Ribbon, customized
with a new group.
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Customizing the Quick Access
Toolbar
The Quick Access Toolbar is a shortcut for commands
that are used often. If the Quick Access Toolbar doesn’t
contain enough of your frequently used commands, you
can customize it by adding or deleting commands.
1. Click the FILE tab and select Options.

The Word Options dialog box appears.

2. Click the Quick Access Toolbar tab.

This tab displays options for customizing the Quick
Access Toolbar.

The left column displays commands you can add to
the Quick Access Toolbar. The right column displays
commands that appear there.

3. In the left column, select the command you want to
add to the Quick Access Toolbar.

4. Click the Add button.
The command is added to the Quick Access Toolbar.
/] Tips:

v' Arrange the order in which the commands are
displayed by clicking the Move Up and Move Down
buttons to the right of the column.

v Click the Reset button and select Reset only Quick
Access Toolbar to return the Quick Access Toolbar
to its default commands.

v" Select a command in the Quick Access Toolbar
column and click the Remove button to remove it
from the Quick Access Toolbar.

[ Exercise

» Exercise File: None required.

» Exercise: Add the Print Preview command from the
Popular Commands group to the Quick Access Toolbar.

Move the Quick Access Toolbar below the Ribbon.

Click to view Commands on the
another group of Quick Access
commands. Toolbar are listed
Word Options ?
;E":‘ E—E Customze the Quick Access Toolbar.
Cust
Proofing S — S
Sav
5 bt - H S .
D peste O Redo
) e [ Print Preview and Print
L
] et
& and Print
k)
G Re
=
E: sa
[ Save Selection to Text Box Galle...
i# SetNumbering Value.
[ Shapes »
% Spelling & Grammar
Style T
Ad Styles >
A1 Styles...
%7 Tex Highlight Color >
@) Touch Mode
[ Track Changes
€ Undo »
View Macros v
[ Show Quick Toolbar below the Customizations: | Reset v | ———
Ribbon Imgort/Export ¥ |
OK
Click to move the Click to reset the Quick
Quick Access Toolbar Access Toolbar to its
below the Ribbon. default settings.

Figure 15-4: Adding a command to the Quick Access
Toolbar.
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Using and Customizing
AutoCorrect

AutoCorrect automatically corrects many common typing
and spelling errors as you type. It is also a great way to
use shorthand for longer words, phrases, or symbols.

AutoCorrect is a feature that is shared across the
Microsoft Office suite—so any additions or changes you
make to AutoCorrect in one program, such as Word, will
appear in all Microsoft Office programs, like Excel,
PowerPoint, and Outlook.

How AutoCorrect works

You may have already noticed that sometimes your typos
are corrected as you enter text in Word. When you type an
AutoCorrect entry and then press the <Spacebar>,
AutoCorrect replaces that text with the correct text.

For example, AutoCorrect will change the mistyped
words “hte” to “the”, or “adn” to “and”. AutoCorrect also
corrects simple grammar mistakes, such as capitalization
problems. For example, it would change “GOing” to
“Going,” or capitalize the first letter in sentences.

Create an AutoCorrect entry

Word already has many entries in AutoCorrect, but you
can add your own entries to correct habitual misspellings,
quickly insert a symbol, or insert a shorthand version of a
long phrase that you frequently use.

1. Click the FILE tab and select Options.

The Word Options dialog box appears.

2. Click the Proofing tab.
This tab displays options for how Word corrects and
formats text.

3. Click the AutoCorrect Options button.
The AutoCorrect dialog box appears with the
AutoCorrect tab in front.

4. Type the word or phrase you want to correct or use as
shorthand in the Replace text box.
This is the text that AutoCorrect will recognize when

you type.

5. Type the word or phrase you want to appear in the
With text box.

When the text in the “Replace” text box is typed with
a space, the text in the “With” text box will appear.

[ Exercise

» Exercise File: None required.

» Exercise: Create an AutoCorrect entry that replaces “ot”
with “to”.
Try the AutoCorrect entry with this phrase, “He was going
ot the store.”

He was going ot |

‘ Press <Spacebar>

He was going to |

Figure 15-5: An example of how AutoCorrect works.

5 - 2
AutoCorrect: English (United States) b
AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Gptions buttons

Correct TWo IMitial CApitals Exceptions...
Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type

Replace: With: (® Plain text Formatted text

ot to|

otehr other A
otu out

outof out of

overthe over the

owrk waork

owuld would W

Add
Automatically use suggestions from the spelling checker

OK Cancel

Figure 15-6: The AutoCorrect tab of the AutoCorrect
dialog box.
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6. Click Add.
The entry is added to the AutoCorrect list.

7. Click OK to close the AutoCorrect dialog box. Click
OK to close the Word Options dialog box.

The dialog boxes close and the entry will now be
available in all Word documents, and also in all other
Office applications.
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Changing Word’s Default [ Exercise

Options » Exercise File: None required.
) ) . ) » Exercise: Explore the tabs in the Word Options dialog
Microsoft spent a lot of time and research when it decided hoR,

what the default settings for Word should be. However,
you may find that the default settings don’t always fit
your own needs. T :

General

This lesson isn’t so much an exercise as it is a reference

E Advanced options for warking with Ward
Display

on how to customize Word by changing its default preting Edtingoptins
. Save Typing replaces selected text

settings. . i et sty el o
pr— Allow text to be dragged and dropped
. b Use CTRL + Click to follow hyperlink

. 0 ustomize Ribbon utomatically create drawing canvas when inserting AuteShapes

1. Click the FILE tab and select Options. v Toobs | 2 bmmtenpeien

Add-Ins Usg smart cursoring
. . [ Usethe Insert key to control gertype mode
The Word Options dialog box appears. T Cne D oo P

[] Promptto update style
[ use Normal style for bulleted or numbered lists

2. Click the tabs on the left to view different option o s
1 Updating style to match selection: | Keep previous numbering and bullets pattern v
categories. . " e
. . . Default paragraph styles |Normal v
See Table: 15-1: Tabs in the Word Options Dialog o s ieConicnme:
Box, for more information on these categories. —
Pasting within the same decument: Keep Source Formatting (Default) v
3. Change the options as you see fit. Click OK to Putrgteean dooment s e et i e O] s
confirm the changes. Lo ][ oo

The changes are applied to the Word program.
Figure 15-7: The Advanced tab of the Word Options
dialog box.

Table 15-1: Tabs in the Word Options Dialog Box

General Change the most commonly modified options in Word. This includes enabling the Mini Toolbar and Live
Preview. Also, change the color scheme, control ScreenTips, and change the user name.

Display Change how content is displayed on the screen and when printed. Change screen display options such as
showing white space between pages in Print Layout view and choose which formatting marks you always
want to display on the screen, such as tab characters and paragraphs. Set printing options, such as
updating fields before printing and printing hidden text.

Proofing Change how Word corrects and formats your text. Change the types of errors that Word flags when
looking for spelling and grammar errors.

Save Customize how documents are saved, such as how often AutoRecover saves a document, and change
default file locations.

Language Add additional languages to edit your documents. Also set the language priority order for added
languages.

Advanced Advanced options for working with Word. Change how Word works when you edit text; modify how cut,

copy, and paste commands operate; customize tools in the window, such as how it displays screen tips and
scroll bars; control how the document is printed; and choose advanced save options.

Customize Ribbon Create custom tabs and groups for the Ribbon.
Quick Access Toolbar Add commands to the Quick Access Toolbar.
Add-Ins View and manage Microsoft Office add-ins, such Acrobat PDFMaker and custom XML data.

Trust Center Help keep your document safe and your computer secure and healthy. Read privacy statements and change
Trust Center Settings to control how Word works with macros, add-ins, the message bar, trusted
publishers and locations, and more.
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Quiz Questions

2. You can only add custom groups to custom tabs. (True or False?)

3. What is the purpose of the Quick Access Toolbar?
A. To provide quick access to the commands you use most frequently.
B. To make Word 2013 look more like previous versions.
C. To provide Microsoft Access commands in the Word program.
D. To provide a backup in case the Ribbon fails

4. AutoCorrect changes:
A. Spelling errors
B. Grammar errors
C. Capitalization errors
D. All of these.

5. AutoCorrect entries created in Word will not appear in any other programs. (True or False?)

6. Which of the following is NOT a tab in the Word Options dialog box?
A. Proofing, which changes how Word corrects your text.
B. Graphics, which lets you set default properties for graphic files.
C. General, which lists the most commonly modified options in Word
D. Trust Center, which changes your privacy options.

Quiz Answers

False. You can add custom groups to default tabs or to custom tabs.
A. The purpose of the Quick Access Toolbar is to provide quick access to the commands you use most frequently.
D. AutoCorrect changes spelling errors, grammar errors, and capitalization errors.

False. AutoCorrect entries created in Word will appear in all other Microsoft Office programs.

S o

B. There is no Graphics tab in the Word Options dialog box.
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More Topics

Converting an Older Document to Word 2013

........................................................................... 290
Translating Text ............ccooooiiiiii, 291
Select a translation language................. 291
Translate an entire document................ 291
Translate selected text.............coeeeeeenen. 291
Translate a single word............cccoceeee. 292
Publishing aBlog Entry.................................. 293
Register a blog service provider with Word
............................................................... 293
Create a blog post ... 293
Register with another provider............... 294
Using Hyperlinks ...............ccooiiiiniie, 295
Insert a hyperlink .........cccccooiinns 295
Edit a hyperlink ... 296
Delete a hyperlink.....................oee e, 296
Viewing Document Properties and Finding a
File. oo, 297
View document properties...................... 297
Findafile........ooooo, 298
Recovering Your Documents ........................ 299
Understand how AutoRecover works .... 299
Change AutoRecovery settings ............. 300
Managing Versions...............ccccccoviiinieneenn, 301
Recover new documents....................... 301

Recover previously saved documents... 301
Restore earlier versions of the current

dOCUMENT ...ccoiiiiiiiiiiiee e 302
Recordinga Macro ...............cccceeeeeiiiiiiiieeenn. 303
Show the Developer tab on the Ribbon. 303
Record @a macro........ccccceevveeeevcecivivnennn. 303
Playing and Deleting a Macro ....................... 305
Play @ macro.........cccoceeeeiiiieiciiee e, 305
Delete amacro ........ccccvveeeveeiiniiiiieeee. 305
Editing a Macro’s Visual Basic Code ............ 306

This chapter explains how to tailor Word
to work the way you do. In this chapter,
you will get to customize many of Word’s
settings through Word Options.

First, learn how to customize the Quick
Access Toolbar and work with
AutoCorrect. Add the commands you use
most often so they are readily available on
the Quick Access Toolbar above the
Ribbon. AutoCorrect is the feature that
instantly corrects common spelling and
typing errors, such as changing “teh” to
“the.”

You’ll also learn more about how to
customize word by changing its default
options, viewing document properties,
finding a document on your computer,
recovering documents when Word
crashes, and repairing Word when it does
not work properly.

The last topic covered by this chapter is
macros. A macro helps you perform
routine tasks by automating them. Instead
of manually performing a series of time-
consuming, repetitive actions in Word,
you can record a single macro that does
the entire task, all at once.
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Converting an Older
Document to Word 2013

Word 2013 can work with Word documents created in
earlier versions of Word, thanks to its Compatibility
Mode. When an early version of a Word document is
opened in Word 2013, Compatibility Mode is
automatically turned on. This ensures that only features
that are compatible with earlier versions are available, so
people still using early versions of Word will still have
full editing capabilities.

/] Tip:

v" When you convert a file, the original file is
overwritten. If you ever intend on using the original
file again, save a copy of it in its original file format
before converting.

1. In Word 2013, open the document that you want to
convert.
Converting the file to Word 2013 .docx format will
make many new features available in the file.

2. Click the FILE tab on the Ribbon.
Click the Info tab.

3. Click the Convert button.

The Microsoft Office Word dialog box appears,
asking you to confirm that you want to convert the
document.

9 Tips:

v" The Convert option only appears when Word is in
Compatibility Mode.

v Select the Do not ask me again about converting
documents check box if you don’t want to see this
dialog box in the future when converting documents.

4. Click OK.

The document is converted, and Compatibility Mode
is no longer on.

[ Exercise

» Exercise File: Old document.doc
» Exercise: Convert the old document to 2013 format.

Old docum
REFERENCES ~ MAILINGS

Alq # Find
‘ AaBbCeDe AaBbC:D¢ AaBbC AaBbC AaBbC AzBbCcD |

TNormal | TNoSpac.. Heading! Heading2  Title Sublitle

3ac Replar

T Iy select
Paragraph 5 Styles = Editing
2 3 4 s B 7 & &

Trek Across America

avel is proud to present Trek Across America: A historical tour that includes stops at
nd educational destinations. Trek Across America will visit the Black Hills, South
slphia, Washington D.C., and New Orleans.

3s America Destinations:

' Black Hills, SD
A 3
O L

Figure 16-1: When a document created in an earlier
version of Word is opened in Word 2013, it is opened in
Compatibility Mode. To enable all features of Word, you'll
need to convert it to Word 2013 format.

Microsoft Word

Your document will be upgraded to the newest file format.
While you'll get to use all the new features in Word, this may cause minor layout changes. If you prefer not to upgrade, press cancel,

Converting allows you to use all the new features of Word and reduces the size of your file. This document will be replaced by the
converted version,

[ Do not ask me again about converting documents

Tell Me More... Cancel

Figure 16-2: This dialog box appears when a document is
being converted.
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Translating Text

Translating a document into a different language can be a

difficult task. Word includes several translation tools to

make it easier.

Select a translation language

Before you start translating a document, select the

language into which you want to translate it.

1. Click the REVIEW tab on the Ribbon and click the
Translate button in the Language group.

A contextual list of options appears.

2. Select Choose Translation Language from the list.

The Translation Language Options dialog box
appears. You can select the language that the Mini
Translator should use or the language you want to use
to translate an entire document.

3. Select the language you want to use and click OK.
You are ready to translate your document into the
language you selected.

Translate an entire document

If you have an Internet connection, you can use
Microsoft’s online translation service to translate an entire
document.

1. Click the REVIEW tab on the Ribbon and click the
Translate button in the Language group.

A list of options appears.

2. Select Translate Document.

The Translate Whole Document dialog box appears.
Confirm that you want to translate the entire
document.

3. Click Send.
Your Web browser appears, displaying the translated
document.

Translate selected text

If you only need to translate a few words or a short
phrase, you can use Word’s Research pane.

[ Exercise

» Exercise File: Description15-2.docx

» Exercise: Select the translation language as French.
Translate a single word in the document into French.

¥y
%
Translate

Translate Document

'y
837 Translate your document using
an online translation service

. Translate Selected Text

3
8735 Translate the selected text into a
different language

® Mini Translator
=

835 Pause onwords or selected
paragraphs for a quick translation

Choese Translation Language...

Figure 16-3: The Translate button.

Translation Language Options ?
¥ .
a&, Choaose translation languages
Choose Mini Translator language
Translate to: English (United States) v
i Text for translations is sent over the Internet in unencrypted HTML format ta a machine translation provider.
The Mini Translator will remain on every time the application is used.
Choose document translation languages
Translate from: |English (United States) v
Translateto: | Arabic v
OK Cancel

Figure 16-4: Select your languages in the Translation
Language Options dialog box.

- O B3

% Translator

Microsofi® is ot responsible for the confent below

TansateURL [ x| Engish v ' lalian - Vie

Transiated 100% Mouse overtext to see original

North Shore viaggi, Inc.

North Shore viaggi & un'agenzia di viagsi che pud soddisfare tutte le esigenze del vostro viaggio. Noi abbiam stato forni
viaggio e il valore dal 1975.

Offriamo:
servizio rapido, amichevole
e« Tariffe competitive
& Un personale esperto
«  Tour personalizzati

Gli agenti di viaggio di North Shore sono pronti a fare il tuo prossimo lavoro o per piacere viaggio piacevole € poco cost
(800) 555-5555 0 inviare un'e-mail a agent@northshoretravel.com.

Figure 16-5: A document translated into another
language.
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Select the text you wish to translate.

The text is highlighted blue.

Click the REVIEW tab on the Ribbon and click the
Translate button in the Language group.

A list of options appears.

Select Translate Selected Text from the list.

The Research pane appears, displaying your text
beneath the Translation heading.

You can change the languages Word translates from
and to by clicking the From and To list arrows in the
Research pane.

Translate a single word

The Mini Translator lets you translate a single word by
pointing to it with your mouse.

1. Click the REVIEW tab on the Ribbon and click the
Translate button in the Language group.
A list of options appears.

2. Select Mini Translator from the list.
You are now ready to use the Mini Translator.

3. Point to the word you wish to translate.
The Mini Translator displays the translation.

/] Tips:

v Click the Play button in the Mini Translator to listen
to the word’s pronunciation.

v" Word’s translation software is not perfect. No matter

which translation tool you use, always proofread your
document carefully for any mistakes.

Research ML
Search for:

‘Would you please take a f a
Translation -
&) )

4 Translation

Translate a word or
sentence.

From
English (United States) | ™
To

French (France] i

Translate the whole
document.

Translation options...
4 Microsoft® Translator

Voulez-vous =il vous plait
prendre quelques
minutes

Insert | =

lf"‘}\ Micrmuhs
a g’ Translator
&) Get services on Office
Marketplace

EQ, Research options...

Figure 16-6: The Research Pane.

* Competitive rates

e A knnwledeeahle staff
. C Bilingual Dictionary

inexpensive
[1n1k'spensiv] agiective bon marché, pas cher
North Sh¢"

Q, B (7]

nake your r

INEXPenSive wrrc: rreuoe caun us ur joww =293-5555 or €

Figure 16-7: Use the Mini Translator to translate a

single word in a document.

The Richard Stockton College of New Jersey

292



More Topics

Publishing a Blog Entry

Blogs have become one of the most popular ways to make
your voice heard on the Internet. More popular than
personal Web pages, a blog (Web log) is a Web site where
entries about an individual’s thoughts are recorded. Most
are themed for politics, food, or another topic of the
author’s choice. Others are run more like an online
journal.

Register a blog service provider with Word

You need a blog provider that hosts and maintains your
blog before you begin writing blog entries in Word.
Word 2013 works with several blog service providers.
These providers are listed in Table 16-1: Blog Service
Providers.

Once you have a blog account with a blog service
provider, you can register the blog’s information in Word.

/] Tip:

v If you don’t register your blog account in Word, you
won’t be able to publish entries to your blog from
Word.

Create a blog post

Creating an actual blog entry is not very difficult at all.

Just use the commands available to you in the Blog Post

and Insert tabs on the Ribbon and publishing to your

registered account is a snap.

1. Click the FILE tab on the Ribbon and select New.
Options for creating a new document appear.

2. Select the Blog post template under Featured

templates and click the Create button.

The Word document will convert itself into a blog
post. You can continue to edit your entry or publish
your post.

3. Enter a Post Title and, if necessary, create your blog
post entry.

A blog post entry can be any combination of text and
items you can insert under the Insert tab, such as
pictures, links, or videos.

When the post is ready, publish it to your blog.

4. Click the Publish button in the Blog group.
The Connect to dialog box appears.

[ Exercise

» Exercise File: None required.

» Exercise: Create a blog post. If you wish, register your
blog service provider with Word and publish the blog post.

Table 16-1: Blog Service Providers

SharePoint blog
WordPress

Blogger

Windows Live Spaces

Community Server

N NN NN

TypePad

e

Publish

-

3 camien, o EE T wapc| aamncenc AZBHCH AaBbC asmbcor wiesns acseccn | | v/

[Enter Post Title Here]

Figure 16-8: When the post is completed it can be
published directly to your blog (as long as your blog
service is registered with Word).
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Click the User Name text box and enter your user
name.

Click the Password text box, enter your password,
and click OK.

The Microsoft Office Word dialog box appears,
telling you that it may be possible for other people to
see information such as your blog user name and
password.

Click Yes.

A message appears informing you that the blog post
was published.

Register with another provider

You can register with another blog service provider if
yours is not listed in Word.

1.

Click the FILE tab on the Ribbon and select New to
create a new blog post. Select the Blog post template
under the Featured templates section and click the
Create button.

If you have not registered a blog service provider, the
Register a Blog Account dialog box appears.

Click Register Now.

The New Blog Account dialog box appears.

Click the Blog list arrow and select Other from the
list. Click Next.

The New Account dialog box appears. The
information required in this dialog box is available
from the blog service provider.

Type your user name, password, API, and blog post
URL. Click OK.

Word confirms the information with the provider.
Once the confirmation process is complete, you can
begin writing and posting blog entries using Word.

D Tip:

v If you have multiple blogs, click the Blog Post tab

and click the Manage Accounts button in the Blog
group to set a default account, add an account, or
remove an inactive account.

Blog Address

wordpress.com

Figure 16-9: The registration page at Wordpress.com
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Using Hyperlinks

If you have ever been on the World Wide Web, you’ve
used hyperlinks to move between different Web pages. A
hyperlink points to a file, a specific location in a file, or a
Web page on the Internet or your organization’s Intranet.
Whenever you click a hyperlink, you jump to the
hyperlink’s destination.

9 Tip:

v A hyperlink is usually indicated by colored and
underlined text.

Insert a hyperlink

You can insert a hyperlink anywhere in a document.

1. Select the text you want to use for the hyperlink.

Hyperlink text is often part of a regular sentence. For
example, “The Elk Pine Lodge is the premier locale
for destination weddings in Colorado.”

2. Click the INSERT tab on the Ribbon and click the
Hyperlink button in the Links group.

The Insert Hyperlink dialog box appears.

Other Ways to Insert a Hyperlink:

Select the text to which you want to add a
hyperlink and press <Ctrl> + <K>. Or, right-click
the text and select Hyperlink from the contextual
menu.

There are four different types of hyperlinks you can
create:

o Existing File or Web Page: Create a link that
takes you to another Word document or to a file
created in another program, such as a Microsoft
Excel worksheet or Web page on the Internet. This
is the most common type of hyperlink.

e Place in This Document: Takes you to a
bookmark in the same document.

e Create New Document: Creates a new Microsoft
Word document and then inserts a hyperlink to the
new document.

o E-mail Address: Creates a clickable e-mail
address.
3. Click the Link to button you want to use.

The dialog box changes to allow you to select the
destination of the hyperlink.

[ Exercise

» Exercise File: Description15-4.docx

» Exercise: Select “North Shore Travel” in the first body
paragraph. Use it as the text for a link to
http://www.customguide.com.

Delete the link.

North Shore Travel, Inc

North Shore Travel is a travel agency that can m: Ne have been providing our

clients with the best travel service and value sini

o Aknowledge
o Custe

North Sh

inexpensi

Travel's agents are ready to make your next business or pleasure trip a pleasant and

sne. Please call us at (800) 555-5555 or e-mail us at agent@northshoretravel.com

Prcerort 106 7 wonos

Figure 16-10: Inserting a hyperlink.

H 2
Insert Hyperlink :
Linkto:  Textto display: North Shore Travel ScreenTip,
g Lookin: Practice v| 25 (@]
Existing File
or Web Page Chapter 8 Practice Files ~| | Bookmark...
Curent 9% AcadicProposal2-2
= older = o
¢ 0% AcadicProposal2-3 arget Frame...
Place in This L §
Botment | | arowseq [T AcadisProposaiz-4
Frges |02 AcadisProposal2-5
02 AcadisProposal2-6
E Acadi -
Crestellew | | pegeny |0) AcedisProposal2
Document Fies |G Access Article
Agenda v
) Address: v

E-mail
Address

Cancel

Figure 16-11: The Insert Hyperlink dialog box.
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4. Enter information for what you want the hyperlink to
link to.

Once the hyperlink destination is set, create the link.

5. Click OK.

North Shorle Trovenlie o traval -

Edit a hyperlink
You can change a hyperlink’s display text, type, or

destination after it is inserted. clients with
1. Right-click the hyperlink and select Edit Hyperlink 'y Paste Options:
from the contextual menu. We offer: = =R
» P‘rG _IEI‘I - L ] .A

The Edit Hyperlink dialog box appears. You can
change the type of link, the link’s destination or ] Con
target, or the text that is displayed for the hyperlink. o Akl

2. Edit the hyperlink and click OK. ¢  Cus ., .
R Remove Hyperlink

& Edit Hyperlink...
Open Hyperlink
Copy Hyperlink

The hyperlink is updated with the new information. A Font

North Shore =

Delete a hyperlink . . Faragraph...
Inexpensive )

If you no longer want to include a hyperlink in the Web Define

page or document, it is easy to remove the hyperlink from Synonyms g

the text. E“E‘ Translate

Right-click the hyperlink and select Remove Hyperlink @ Search with Bing

from the contextual menu. 7 New Comment

The hyperlink is removed from the text.

Other Ways to Remove a Hyperlink:
Right-click the hyperlink and select Edit
Hyperlink from the contextual menu. Click
Remove Link in the Edit Hyperlink dialog box.

commands.

Figure 16-12: Right-click a hyperlink for more hyperlink
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Viewing Document Properties
and Finding a File

Document properties are bits of information that describe
and identify a document. This information includes the

title, author name, subject, and keywords in the document.

You can also add your own tags to properties to help
organize and identify the document later.

View document properties

1.

Click the FILE tab on the Ribbon and select Info.

The standard document properties appear on the right
side of the window. You can also view more
advanced properties.

Click the Show All Properties link at the bottom of
the screen.

All document properties are displayed. Once you are
done viewing and editing document properties, you
can return to your document.

/] Tip: To add or change properties, hover your
pointer over the property you want to update and
type the information.

Click the FILE tab on the Ribbon.

Any changes you made to document properties are
saved automatically.

Show the Document Panel

You can also view and edit a document’s properties by
opening the Document Panel.

1.

Click the FILE tab on the Ribbon and select Info.

Information about your document appears.

Click the Properties button list arrow and select
Show Document Panel from the list.

The document returns to Normal view, and the
Document Information Panel appears with the
document’s standard properties displayed.

To modify the document’s standard properties, click
the appropriate field and enter the desired
information.

The information is modified. You can also view more
advanced properties.

[ Exercise

» Exercise File: Timesheet]5-5.docx

» Exercise: View the Timesheet.docx document properties

and add “Human Resources” to the Tags property.
Search for “times” in the Search box under the Start

button.

Properties -
Size

Pages

Waords

Total Editing Time
Title

Tags

Comments

Related Dates
Last Modified
Created

Last Printed

Related People
Author

Last Modified By

21.6KB

1

75

0 Minutes
Add a title

Add a tag

/2010 4:06 PM

2010 4:06 PM

Related Documents

. Open File Location

Show All Properties

Figure 16-13: Document Properties appear on the Info tab

in Backstage view.
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4. Click the Document Properties list arrow in the
upper-left corner of the Document Panel and select
Advanced Properties.

The Properties dialog box appears. Use these tabs to
view and change more document properties.
5. Make any changes as necessary and click OK when

you’re finished.

The Properties dialog box closes.

6. Click the Close button in the Document Panel.

The Document Panel closes.

Find a file

It is just as easy to misplace and lose a file in your
computer as it is to misplace your car keys—maybe
easier! Luckily, Windows comes with a great search
feature that can track down your lost files. Search can
look for a file, even if you can’t remember its exact name
or location.

1. Click the Start button and type what you want to
search for in the Search for programs and files search
box.

Instant Search looks for file names, file contents, and
file tags that match the text you are searching for and
displays the results in the Start menu.

2. Click the file that matches your search.
The selected file appears.

T asmacel Asaced AaB

North Shore Travel, Inc.

Employee Expense Report

List all expenses, amounts, and dates. Altach all expense receipts (o the farm.

Figure 16-14: The Document Panel.
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Recovering Your Documents

Computers don’t always work the way they’re supposed
to. Nothing is more frustrating than when a program, for
no apparent reason, decides to take a quick nap, locks up,
and stops responding to your commands—especially if
you lose the precious document that you’re working on!

Fortunately, Microsoft realizes that people might want to
recover their documents when Microsoft Word locks up or
stops responding. If Word 2013 encounters a problem and
stops responding, you can restart Microsoft Word or your
computer and try to recover your lost documents.
Sometimes Word will display a dialog box similar to the
one shown below and automatically restart itself.

Understand how AutoRecover works

If AutoRecover is enabled in Word, you don’t have to do
anything to make it work. When Word suddenly crashes,
Word automatically restarts and returns as close as it can
to the state of the program as it was. For example, if you
had several documents open, Word would reopen all the
documents to the same window size and status before the
crash.

1. Restart Microsoft Word (if it doesn’t restart by itself).

In a majority of cases, Word will restart on its own.

2. Select the best recovered document in the Document
Recovery task pane.

Sometimes Word will display several recovered
documents in the Document Recovery task pane,
such as the original document that was based on the
last manual save, and a recovered document that was
automatically saved during an AutoRecover save
process. You can see the status of any recovered
document by simply pointing at the recovered
document for a second or two.

3. Click Close to close the task pane.

You can resume working with the document(s).

[ Exercise

» Exercise File: None required.

» Exercise: Understand how AutoRecover works. Change
the AutoRecover save interval to 8 minutes.

@ d s Document1 - Microsoft Word
[l HoME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS / VIEW  DEVELC

Calibri Bodty) =\ 11 =| A & Aa- Pe i 209 pembccne A

s
.

Paste . - - i
T Srormatpainter B 1 Uo7 ske X XA Normal

Clipboard 3 Font
L 1 2 1 2

Document Recovery

Word has recovered the following files.
Save the ones you wish to keep.

Available Files
@4 o1d document [Original]
Version created last time 1.
12/19/2012 7:53 AM -

[@3 Proposal 12-3 [Original]
Version created last time ..

(@3 Proposal 122 [Original]
Versi d last time t...

@ Which file do | want to save?

Close

PAGETOF1 OWORDS %]

Figure 16-15: The Document Recovery task pane
appears when Word reappears after closing abnormally.

Table 16-2: Status Indicators in the Document
Recovery Task Pane

Original Original file based on last manual save.

AutoSaved File recovered during recovery process or file
saved during an AutoRecover save process.

Repaired ‘Word encountered problems while recovering
the document and has attempted to repair
them.
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Change AutoRecovery settings

You can further protect your work by using the
AutoRecover feature to periodically save a temporary
copy of the document you're working on. To recover work
after a power failure or similar problem, you must have
turned on the AutoRecover feature before the problem
occurred. You can set the AutoRecover save interval to
occur more frequently than every 10 minutes (its default
setting). For example, if you set it to save every 5
minutes, you'll recover more information than if you set it
to save every 10 minutes. Here’s how to change the
AutoRecover save interval...

1. Click the FILE tab and select Options.
The Word Options dialog box appears.

2. Click the Save tab.

Options for how to customize save settings appear.

3. Under Save Documents, ensure that the Save
AutoRecover information every check box is
checked and specify the desired interval, in minutes,
in the minutes box.

You can’t specify the interval if the check box is not
selected.
4. Click OK when you’re finished.

Now Word will automatically save a copy of the
document at regular intervals as you use Word.

D Tip:

v" Even with Word’s document recovery features, the
best way to ensure that you don’t lose much
information if your computer freezes up is to save
your work regularly.

Word Options ?
General
Customize how documents are saved.

Display
Proofing Save documents
e Save files in this format: Word Decument (*.docx) v
Lenguage Save AutoRecover information every 10 [£] minutes
Advanced Keep the last autosaved version if | close without saving
Customize Ribbon AutoRecover file location: L ep Browse..
Ouick Access Toolbar [ Den't show the Backstage when apening or saving files

Ahways show "Sign into SkyDrive” location during Save
Add-Ins [ Saveto Computer by defaut

Trust Center Default local file location: C:\Users\Mandy\Documents\ Browse...

Default personal templates location: | C:\Users\Mandy\AppData\Roaming\Microsoft\ Templates\Custom Word Tem|

Offline editing options for document management server files

Save checked-out files to:
) The server drafts location on this computer
(® The Office Document Cache

Server drafts location: || C:\Users\Mandy\Documents\SharePoint Drafts\ Browse.

Preserve fidelity when sharing this document: | W MicrosoftWord2013_Completed| v

[] Embed fonts in the file
Embed only the characters used in the document (best for reducing file size)

¥ Do not embed common system fonts

Cancel

Figure 16-16: The AutoRecover options are located in the
Save tab of the Word Options dialog box.
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Managing Versions

No matter how many warning dialog boxes Word
displays, sometimes you close a document without saving
it. Word makes it easy for users to recover documents that
were automatically saved using the AutoRecover option.

9 Tip:
v" Word stores an unsaved document for four days after

the document has been closed.

Recover new documents
You can recover new documents that you created but
closed without saving.

1. Open Microsoft Word.

2. Click the FILE tab on the Ribbon and select Info.
Information about the current document is displayed.

3. Click the Manage Versions button and select
Recover Unsaved Documents.

The Open dialog box appears.

4. Select the file you want to open and click Open.
The document opens in a new Word window.
/] Tip: If you want to save the file, click the Save
As button in the Info bar.

Recover previously saved documents
If you make edits to a saved file then close it without
saving, you can recover the last AutoSave version.

1. Open the saved document.

2. Click the FILE tab on the Ribbon and select Info.
Information about the document appears.

3. Under the Versions section, select the version of the
file labeled (when I closed without saving).

The file opens. You can choose to restore the file or
compare it to the previously saved version.

[ Exercise

» Exercise File: None required.
« Exercise: Understand how to recover an unsaved

document.
| Open n
T « Microsoft » Office » UnsavedFiles v @ | SearchUnsavedFiles »
Organize + New folder = [ @
(@ SkyDrive A Name ’ Date modified Type
] Dear William({{Unsaved-302685202302188... 12, ASD File
4 Libraries o
a ] Doc ({Unsaved-302688563807024736)).asd ASD File
= Documents o
e ) Enter Post Title Here((Unsaved-30268356... ASD File
o Music
] Executive Summary{(Unsaved-302685222... ASD File
&) Pictures o
H v ] James Britt({Unsaved-30268503035063211 .. ASD File
1dees | Label2((Unsaved-302685002751784000)).a... ASD File
] Label3((Unsaved-302635010617556704)) .. ASD File
& Homegroup R
] Label((Unsaved-302635022360559408)) ... ASD File
1] May 1((Unsaved-302635023319569408)).2... ASD File
) ] Next Record((Unsaved-302684092033581... 12, 21 ASD File
1% Computer ) o R R )
[ Uselive layout and alignment guides((Un... 12/18/2012 1:26FM  ASD File
v < >
File name: v |Unsaved Files v
Tools + Cancel

Figure 16-17: New documents that were closed without
being saved are temporarily saved.

Info
North Shore Mailing10-2
Docurments » Work » Custom Guide » Word 2013

Protect Document Properties -
Control what types of changes people can make to this d

Size
Protect
Document ~ Pages
Words
Total Editing Tim
,ﬁ Inspect Document Title
N Before publi
Check for Sea
Issues -

this file, be aware that it contains:

Related Date:
Last Madified
. ﬁj Versions Created
ccount N .
s @ Today, 8:31 AM (autosave) Last Printed
Versions ~

Options

Related Peop

Author

Click an AutoSave version to open and restore it.

Figure 16-18: AutoSave versions of a document can be
found under Versions on the Info tab of Backstage view.
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4. Click Compare or Restore on the Info bar.

Depending on what you choose, Word will either
overwrite the previously saved version or open a new
window comparing documents.

Restore earlier versions of the current
document

You can also restore the file you are working on to an

earlier version.

1. Click the FILE tab on the Ribbon and select Info.
Information about the document appears.

2. Under the Versions section, select the version of the
file which you would like to view.
The file opens. You can choose to restore the file or
compare it to the previously saved version.

3. Click Compare or Restore on the Info bar.

Depending on what you choose, Word will either
overwrite the previously saved version or open a new
window comparing documents.

9 Tip: Most AutoSave versions of your open
document will be deleted when you close the file.

[ Morth Shore Mailing asek AM (4 aved Version) [Read-Only] [Compatibiby b n x

[, AUTOSAVED VERSION A newer version & avallable, Compare Restare x

May 1, 2010

We have some exciting news for you! Since you used North Shore Travel on 12/19/2012 for
your flight and accommodation needs to Canada we thought you might be interested in

our new Explore Canada tour packages

Please read the enclosed Explore Canada brochure for more information on this exciting
new program. We hope you will consider using North Shore Travel if you're considering Ex-
ploring Canada

Cordially,

Sandra Willes

Communications Director

Enclosure

Figure 16-19: When you open an AutoSave version of a
document, you can choose to compare it to the current
document or to restore the AutoSave document.
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Recording a Macro

A macro is a series of commands and instructions that are
recorded so that they can be executed as a single
command. Instead of manually performing a series of
time-consuming, repetitive actions in Word yourself, you
can create a macro to perform the task for you.

There are two ways to create a macro: by recording them
or by writing them in Word’s Visual Basic programming
language. This lesson explains the easy way to create a
macro—by recording the task(s) you want the macro to
execute for you.

Show the DEVELOPER tab on the Ribbon
The DEVELOPER tab must be displayed on the Ribbon
in order to access and insert the macro controls.

1. Click the FILE tab on the Ribbon and select
Options.

The Word Options dialog box appears.

2. Click the Customize Ribbon tab.

The right column displays the tabs on the Ribbon and
the groups and commands in each tab.

3. Select the Developer check box under Customize the
Ribbon and click OK.

The Word Options dialog box closes, and the
DEVELOPER tab is displayed on the Ribbon.

Record a macro

When you record a macro, imagine you’re being
videotaped; everything is recorded—all your commands,
the data you enter, even any mistakes you make. Before
recording a macro, it’s helpful to write down a script that
contains all the steps you want the macro to record.
Practice or rehearse your script a couple times, to make
sure it works, before you actually record it.

If you do make a mistake while recording a macro, don’t
worry—you can always delete the existing macro and try
again or edit the macro’s Visual Basic source code to fix
the mistake.

1. Click the DEVELOPER tab on the Ribbon and click
the Record Macro button in the Code group.
The Record Macro dialog box appears.

2. Enter a name for the macro.

Next you can enter a number of specifications for the
macro, including assigning a keystroke shortcut to
the macro for easy access.

[ Exercise

» Exercise File: Timesheet15-10.docx

» Exercise: Show the DEVELOPER tab on the Ribbon.
Create a macro named “ExpenseReport”. Assign the
keystroke shortcut <Ctrl> + <Shift> + <Y> to the macro
and add the description, “This macro automatically fills
out information for Sandra’s expense reports.” The macro
should record these commands:
Go to the EmployeeName bookmark. Type “Sandra
Wills”, press <Tab>, type “10369”, press <Tab>, and
insert date and time using the Month Day, Year format.

Record Macro

=g

Yisual Macros

Pause Recording

. 1 :
Basic ! | —— Macro Security
Code

e =] (O Timesheet15-10 [Compatibility Mode] - Microsoft Word Preview 7 H - 0 %
HOME INSERT DESIGN PAGELAYO REFERENCE MAILINGS  REVIEW VIEW DEVELOPER | DESIG LAYOU
\_'I D ® &% =] Aasa[=E b Design Mode [@ D a [u

= EEEL

sric

Visual Macros  Add-lns COM - XML Mapping Restrict Documen t Document t
Basic L Add-Ins =i Pane Editing  Template  Panel
Code Adddns Controls Mapping Protect Templates
Lo 1 2 # 3 4 pnE s & # [«

North Shore Travel, Inc.

Employee Expense Report

«z_ List all expenses, amounts, and dates. Attach all expense receipts to the form.

PAGE1OF1 31WoRDs [% #3 ] B =

Figure 16-20: The Code group on the DEVELOPER tab.
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3. (Optional) Click the Keyboard button and in the
Press new shortcut key box, press the keystroke
shortcut that you want to use. Click Close.

If the keystroke is not already assigned to another
command, [unassigned] appears in the dialog box.

You may also choose if you want to save the macro in
the current document or template, or enter a
description for the macro.

4. Finish entering the macro information and click OK.

Now the Record Macro dialog box closes, and
everything you do is recorded.

5. Perform the actions you want to include in your
macro.

You can perform a command from the Ribbon, a
keystroke shortcut, or a dialog box.

@ Tip: You cannot use the mouse to edit and select
text as you normally would while recording a
macro—you have to use the keyboard instead.
You still can use the mouse to access the Ribbon,
however.

/] Tip: Use the Pause Recording button if you need
to stop the macro command progression so you
don’t have to start all over again.

6. Click the Stop Recording button in the Code group.

The macro is recorded and ready to use.

Other Ways to Stop Recording:
Click the Stop Recording button on the status
bar.

Record Macro

Macro name:
ExpenseReport]

Assign macro to

g !'\ Button
[==]

Store macro in:

@ Keyboard

All Documents (Normal.datm) w

Description:

Figure 16-21: Enter a macro name that will be easily
recognizable in the Record Macro dialog box. Include a
description to make the macro even easier to find.

-l = Timesheet15-10 [Compatibility Mode] - Microsoft Word Preview 7 =@ - 0O x
[T HoME INSERT DESIGN PAGELAYO REFERENCE MAILINGS REVIEW VIEW DEVELOPER | DESG  LAYOU

D n & [i=| Aar:[=E DL Design Mode [E
& e B AEET
Visual Macras  Add-lns COM - XML Mapping
Basic 5 Add-Ins =i Pane

code Adcans Controls Mapping -
Lo 1 1l§ 3 #

North Shore Travel, Inc.

Employee Expense Report

= List all expenses, amounts, and dates. Attach all expense receipts to the form.

Click the Stop Recording button when you
are finished recording the macro.

Figure 16-22: An example of recording a macro.
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Playing and Deleting a Macro

Once you have created a macro, you’re ready to use it in
your documents.
@ Tip:

v' If you see a Security Warning message beneath the
Ribbon telling you that macros have been disabled,
click the Enable this content, and click OK.

Play a macro
1. Click the DEVELOPER tab on the Ribbon and click
the Macros button in the Code group.

The Macros dialog box appears. Here you can see the
macros that are available in the document.

Other Ways to View Macros:
Press <Alt> + <F8>.
2. Select the macro you want to run and click the Run
button.

The macro runs, performing the steps you recorded.

Other Ways to Run a Macro:
Click the button or press the keystroke shortcut
assigned to the macro.

Delete a macro
Delete a macro when it is no longer needed. This lowers
the security threat of the document.

1. Click the DEVELOPER tab on the Ribbon and click
the Macros button in the Code group.
The Macros dialog box appears.

2. Select the macro you want to delete and click the
Delete button in the dialog box.
Another dialog box appears, asking if you really want
to delete the macro.

3. Click Yes.

The macro is deleted.

[ Exercise

» Exercise File: Timesheetl5-11.docx

» Exercise: Run the ExpenseReport macro so that Sandra
Wills” information appears in the table.

Macros ?

Macro name:
ExpenseReport Bun

Macrol Step Into
Edit
LCreate

Delete

Jrganizer...

Macros in: | All active templates and documents W

Description:

Cancel

Figure 16-23: The Macros dialog box displays all macros
that are available in the document.
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Editing a Macro’s Visual Basic
Code

This lesson introduces you to the Visual Basic (also called
VB or VBA) programming language—the code Word
uses to record macros. Using the Visual Basic language
and the Visual Basic editor, you can make minor changes
to your macros once you have recorded them.

The best way to learn about Visual Basic is to view
existing code. In this lesson we’ll look at how to view and
edit the code for an existing macro.

1. Click the DEVELOPER tab on the Ribbon and click
the Macros button in the Code group.

The Macros dialog box appears. Here you can see the
macros that are available in the document.

Other Ways to View Macros:
Press <Alt> + <F8>.

2. Select the macro you want to edit and click the Edit
button.

The Microsoft Visual Basic Editor program appears.
Those funny-looking words are Visual Basic—the
language that was used by Word to record the macro
you created.

You don’t have to learn Visual Basic to be proficient
at Word, but knowing the basics can be helpful if you
ever want to modify an existing macro. If you take a
close look at the code for your macro, some of the
procedures should make a little sense to you. For
example, if your macro contains a copy or paste
command, you may see the text “Selection.Copy” or
“Selection.Paste”.

You can delete sections of code to delete certain
actions from the macro, or edit the code to change the
macro’s actions.

3. Edit the macro’s code as desired, then click the Save
button on the Standard toolbar.
4. Click the Close button in the upper right-hand corner.

The Visual Basic Editor window closes, and the Word
program window becomes active once again.

[ Exercise

» Exercise File: Timesheetl5-12.docx

» Exercise: Edit the ExpenseReport macro so that it enters
“Brad Johnson” instead of “Sandra Wills” and “12561”
instead of “10369”.

Run the macro to see how it has changed.

al Micrasoft Visual Basic for Applications - Normal - [NewMacros (Code)] ~ olEH|
& Fle Edt View Insert Fomat Debug Run Tooks Add-ins Window Help -8 x
BE-d #9003k EEY 5 @ acon

Project - Normal X| [ iceneran +| | ExpenseRsport

Properties - NewMacros X |
MNewMacros Modue v
Mphabetic | Categarized

Tl hewtacos

Figure 16-24: The Microsoft Visual Basic Editor.
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Quiz Questions

10.

11.

The Convert button only appears when Word is in Compatibility Mode. (True or False?)

You can use the to translate a single word in a Word document.
A. Mini Translator
B. Spell Checker
C. Grammar Checker
D. You cannot translate text into another language in Word.

Before you publish a blog post in Word, you must:
A. Convert your document to a .blg format.
B. Register with a blog service provider.
C. Insert hyperlinks into your document.
D. Click the Blog button in the Web Publishing tab on the Ribbon.

Blog entries can only contain text. (True or False?)

A hyperlink can take you to:
A. An existing Web page.
B. A different place in the document you are viewing.
C. An e-mail composition page.
D. All of the above.

Double-clicking a hyperlink will let you edit it.(True or False?)

You can see the status of any recovered document simply by pointing at it for a moment in the Document Recovery
task pane. (True or False?)

You can specify how often a document is automatically saved. (True or False?)

If you close a document before you save it, the document is lost forever. (True or False?)

A macro is:
A. A very large document.
B. A series of instructions that can be executed as a single command.
C. A program that allows developers to translate Visual Basic programming into HTML so it can be displayed on the
Internet.
D. An audio program that accompanies documents in Microsoft Word whenever it is opened.
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12. To play a macro in the Macro dialog box, click the button
A. Run
B. Play
C. Macro
D. Go
13. Macros are written in the programming language.
A.ABC
B. Visual Basic
C. Basic Macro
D. Visual Office
14.  You can delete a section of code without deleting an entire macro. (True or False?)
Quiz Answers
1.
2. True. The Convert button only appears when Word is in Compatibility Mode.
3. A. You can use the Mini Translator to translate a single word in a Word document.
4. B. Before you can publish a blog post from Word, you must register your blog service provider in Word.
5. False. Blog entries can contain images, videos, audio clips, and links.
6. D. A hyperlink can take you to an existing Web page, a different place within the current document, a new document,
or an e-mail composition page.
7. False. Right-clicking a hyperlink will let you edit it.
8. True. You can see the status of any recovered document simply by pointing at it in the Document Recovery task pane.
9. True. You can specify how often a document is automatically saved.
10. False. If you have the AutoRecover option enabled, you can recover unsaved document from Backstage view.
11. B. Amacro is a series of instructions that can be executed as a single command.
12.  A. Click the Run button in the Macro dialog box to play a macro.
13. B. Macros are written in the Visual Basic programming language.
14. True. You can delete a section of code without deleting an entire macro.
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