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About this Course

This course has been designed specifically for delegates with little or no experience. The objectives of this
tailored course are the following:

a

Lesson 1:
Topic 1A:
Topic 1B:
Topic 1C:
Topic 1D:
Topic 1E:
Topic 1F:

Lesson 2:
Topic 2A:
Topic 2B:
Topic 2C:
Topic 2D:

Lesson 3:
Topic 3A:
Topic 3B:

Lesson 4:
Topic 4A:
Topic 4B:
Topic 4C:
Topic 4D:
Topic 4E:

Lesson 5:
Topic 5A:
Topic 5B:
Topic 5C:
Topic 5D:

Lesson 6:
Topic 6A:
Topic 6B:

Lesson 7:
Topic 7A:
Topic 7B:
Topic 7C:
Topic 7B:

Lesson 8:
Topic 8A:
Topic 8B:
Topic 7C:

Creating a Basic Word Document
Identify the Elements of the User Interface
Customise the Word Environment

Enter text in a Document

Save a Document

Print a Document

Obtain Help with Word

Editing a Word Document

Navigate Through a Document and Select Text
Modify Text

Undo Text Changes

Find and Replace Text

Formatting Text in a Word Document
Change Font Styles
Highlight Text in a Document

Formatting Paragraphs in a Word Document
Set Tabs to Align Text

Modify the Layout of a Paragraph

Create Lists

Apply Borders and Shading

Apply Styles

Inserting Tables
Create a Table

Modify a Table

Format a Table
Convert Text to a Table

Inserting Special Characters and Graphical Objects
Insert Symbols and Special Characters
Insert Illustrations in a Document

Controlling the Appearance of the Pages in a Word Document
Control the Layout of a Page

Apply a Page Border and Colour

Add Watermarks

Add Headers and Footers

Proofreading a Word Document
Check Spelling and Grammar

Use the Thesaurus

Customise the AutoCorrect Options

Both the Course and the Manual will give you ‘Hands-On’ experience which is vital to your learning process
within this course.
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About this Manual

Within the Manual’s contents, we have for simplicity, kept terminology to a minimum. Any terminology we
have used is fully explained in easy to understand statements.

The Manual has been designed to provide you with a useful tool both in the classroom environment and as a
Reference Book once the course is over.

At the beginning of each topic you will see a list of Module Objectives that detail exactly what the topic
contains.

Each topic is graphically represented at the top of each page with some diagrams and/or text. Often these are
condensed items for the particular topic. Within each topic are ‘snapshots’ of dialog boxes you will see on
your own screen as you go through the course. This will assist you when you go back over any particular
topic as to what you should be viewing on your screen at any given time.

Whilst working with the Manual, you will see that when you are asked to click on something on your screen,
the text will be in bold. For example:

‘Click the Ok button’

In this instance, we would like you to click on the button, which says Ok. =

We are always interested in your comments on the Manual, Course and Tutor. We would ask, therefore, that
you give your comments on your Course Evaluation Sheet at the end of the Course.

Please be aware that Elite Training & Consultancy Ltd, holds the copyright to this manual and should not be
photocopied as a whole or in part.
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Lesson 1: Creating a Basic Word Document

Learning Module Objectives

When you have
completed this learning
module you will have
seen how to:

Identify the Elements of the User Interface
Customise the Word Environment

Enter text in a Document

Save a Document

Print a Document

Obtain Help with Word
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Identify the Elements of the User Interface

~

It is now easier and faster to
get the results you want

J

Topic 1A: Identify the Elements of the User Interface

Background

With the launch of the brand new Microsoft Office 2010, the first noticeable feature is
the User Interface. Microsoft has kept a similar interface to Office 2007 with all Office
2010 programs now featuring this brand new look.

There have been dramatic changes to the user interface and what fantastic changes they
are. Gone are the Menus, Toolbars, Task Panes and dialog boxes. These features were
good in their time where commands were limited but now that Microsoft Office can do
so much more these features would not work so well.

Being replaced by the Ribbon with its new File Tab, Contextual Tabs and Galleries,
users will now find it easier and faster to get the results they want.

If you have been using earlier versions of Microsoft Office, give yourself some time to
find out where everything is and don’t get too frustrated if you can’t find something.
Although at first you may think that Microsoft Office Word 2007 is the same as
Microsoft Office Word 2010, once you delve deeper you will see there have been some
incredible changes.

If this is the first time you have used Microsoft Office Word 2010, you will find that
you will learn where everything is in no time at all. Just keep thinking logically where
you would find things.

In this section of the course we are going to look at different parts of the interface to
help you to familiarise yourself with the main parts of the screen. Then we will move
onto more in depth topics like inserting data, formulas, formatting and page layouts.

Some of the windows within Microsoft Office 2010 now have new options to move or
resize the window. These windows will have a drop down arrow with 3 options.
Close is self-explanatory but Move will give you a 4 headed arrow stuck to your
mouse pointer to enable you to move the window. Size will give you a double arrow
stuck to your mouse pointer enable you to resize the window.

Watch Window v

24 Add Watch... s Delete Wat Move
Book Sheet Name Cell Yalue Size
Sales 2... Sales... F18 61905

Close
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~

The File Tab

This is the central location which
holds the things you need to do
most often

/

The File Tab

The File Tab
Backstage View

Recent

.

The File Tab, also known as the Backstage View is bright blue so that it stands out
from the rest of the tabs. This is the central location which holds the most common
things you need to do with your document like Info, Recent, New, Print, Save &
Send, Help, Options and Exit. The window is split into three sections. We will go
through each section to enable you to familiarise yourself with these important
options. At the top of the list are Save, Save As, Open and Close.

Here we can see the Info section which is the default when you access the Backstage
View.

Word 2010 Level 1.~ Microsoft Word =) ] |
----- L e L eterences 4 eview ew | Desig 9
[* B0 N
= Information about Word 2010 Level 1 -
B s Cillsers\Eliee\Desktop\Wisrd 2010 Level Ldocs 3
5 open
A ™=
G o i Permissions
4 Arryare £an op 4 changy P h
R :
Protect
Recent Document +
Mew
Print =¥
Save & Send : L‘:.'
<t Related Dates
Help M
-] Options
Bex

In the Recent Document in the middle you will be able to see a list of up to 25
documents recently used. You can adjust this figure up to 50, if required but clicking
on the Options button and choosing the Advanced Tab, then Display section. If you

=]

want to keep a document on the list, click the little Push Pin in so that it looks like

this ¥ . You can also see the Recent Places you have navigated to.
At the bottom of the window you will see the Quickly access this number of Recent

Quickly access this number of Recent Docurments:

Documents.

If you click a tick in the box and adjust the number by either typing or clicking the
upward or downward spinners, you will see the area above the Recent bookmark
changing to show you the last so many workbooks you were i
using. Here we have the number 4 therefore we can see the | ] excei2007 Advanced |
last 4 document used. ) office 2010 Overview

) word Intro 2007 Na...

1) Word 2010 Level 1

Info
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New Option

Open

Lj Cpen

At the bottom right of the window there is a Recover Unsaved Documents option.

[ Recover Unsaved Documents
If your computer has crashed or you just forgot to
save the document, you can go look for your unsaved documents by clicking the
button where you will be navigated to this filepath by default

[, .“l«::LocaI Disk (C:) » Users » Elite » AppData » Local » Microsoft » Office » UnsavedFiles

Similar to earlier versions of Word, the New option is used when you require a new
document. To activate the button you must click on it. This will invoke the
Available Templates window.

Sl T Werd M Lrat 17 bicrmoft ot

Blank document

Auallable Templstes

From here you can open a new blank document, a document using a particular
template or a document which exists either on your own computer or a server you
have access to.

The Open button is used to open a wo document rkbook which lies either on the
user’s computer or on a server they have the ability to access. You must click on
the button to invoke the Open window.

The Open window is very similar to previous versions with the main parts like My
Documents and Desktop available in the left window.

Wl —— g
| W] Open fo S
'@-.v: 4 b Libraries » Documents » ~ | 43 [| Search Document )
= - = = —
Organize = New folder =3 i ®

4 W] Microsoft Weed

Templates

Documents library

Name Diate modified

%0 Favorites
[ Desktop Adobe_Acrobat_Professionsl 5.0
& Downloads Downloads
Recent Places Marvin's Gardens
i (5 My Data Sources
4 4 Libraries My Virtual Machines
B Docoments Onelote Notebooks
J Music Outlaok Files )
- I
i Pictures Test Site 24/03/20112 Fibe folde
E Videos
% Homegroup

File name: = Al Ward Documents -

Tooks = Open  |v|

Cancel

There is a new Tools menu down the bottom left of the window and when you
click the drop down, you are presented with these options.

X Delete '
Rename
Print
Map Network Drive...

Properties




10

Microsoft Office Word 2010 Level 1

Save

H Save

Save As
Save As

Print

The Save option works exactly as it did in earlier versions of Word and will invoke
the Save As window when you save your document for the first time.

If you have altered your document, the Save button will save the changes made but
keep the same name of the document. As long as the default Save has not been
altered, the Save button will save the document in XML format with a file
extension of .docx.

The Save As option is used for saving the document in another format. Here you
can save the document either in an earlier version of Word or to PDF or XPS file.

Word Docurnent =
Word Document

Word Macro-Enabled Document
Word 97-2003 Document

Word Template

Word Macro-Enabled Template
Word 97-2003 Template

PDF

| XPS Document

15ingle File Web Page

Web Page

Web Page, Filtered

Rich Text Format

Here you have lots of options. The central panel will allow you to choose how
many copies under the Print section. Under Printer you can select which printer.
Under Settings you can set up to print the current page or print a specific page(s)
and set up Landscape/Portrait etc.. At the right of the screen you will see the
current page you on and at the bottom you can navigate to the next or previous

pages. If you click the Print button your document will be sent straight to the
Printer!
@ Ao O T— "Word TO10 Level 1= Micrasoft Word [r— b | )
n Hame  Intert  Pagelsyout  References  Mallings  Redew  View Detign  Layout (7]
Mo " Print -
L st - Copher: |1
5 open =i
' close
] Excel 2007 Advanced Printer
B Word 2000 Level 1 J Adabe POF o
5 Office 2010 Overvew -
#) word tntro 2007 Na__ e
Settings
Info
4 PrinkAll Pages =
e | Brin the entire 4
Pages '
Lt | Brink Dre Sided .
Save & Send =
Help | Portrait Orientation -
| 2] Options | ot -
(X =
1Page Per Sheet -
48 ofIe e 51% (=) + 0

There is also a Zoom to Page button = at the bottom right off the window along

55% (=)—~0— #*
with the Zoom Slider.
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Save & Send . .
Here you can either send a copy of the document through email as an attachment
Save aisEiE Save to Web or publish to SharePoint. You can even change the file type here.
. Explanations are given on the right side of the window for their options.
W o 3 — Wird T010 Lewel 1+ Macrooft Wieed T —__ e
Wemt  Inst  Pagelbout  Mefeences  Mlings  Mdew  View | Dasign  Layout 9
i 5o Save & Send
bl swems
5 open 2y snduing B
] Escel 2047 Advanced 0 et
] Word 2010 Lewel 1 ] s Bandem
) OfMice 210 Ovendew i
] Word Inrs 2967 Ha G| Publish as Blog Pot
Lol File Types
Fecant H ey P Type
Help
] Options
e

Info — Compatibility

Mode The Compatibility Mode will display the Convert button if the document you

opened is in a previous file format (binary). This options allows you to convert the
old document up to the new file format which is xml. NOTE: You will only see this
option if you have opened an old (binary) document. If the document you have
opened is in the xml format this options is missing from the list.

Compatibility Mode

@ ,:: Some new features are disabled to prevent problems when
working with previous versions of Office. Converting this file
Convert will enable these features, but may result in layout changes.

Info - Permissions Here you can Mark as Final so that if

you are using Track Changes other can
see this is the final document because it )

will be Read Only. You can also e ot this
Encrypt with a Password here along document,

with Restricting Editing to determine
who can do what with the document.
Add a Digital Signature is another
feature listed here and will take you
through how to add a digital signature to
your document.

Mark as Final

Let readers know the document is final
and make it read-only.

5
—K

Restrict Editing

Contral what types of changes people
can make to this document,

Restrict Permission by People

Grant peaple access while remaving »
their ability to edit, copy, or print.

Add a Digital Signature

Ersure the integrity of the document
by adding an invisible digital signature.

o o

Info -Prepare for

Sharing The Prepare for Sharing option

gives choices on how you can . Inspect Document

prepare the document for = Checkthe document for hidden properties
. . . . ot personal information,

distribution. These options allow for

Inspecting the Document for

= Check Accessibility
_@ Check the document for content that people

hidden properties, Check with disabilities might find difficult to read,
ACCCSSibility for people with lﬂf- Check Compatibility
disabilities, and Check \ﬁ Check for features not supported by earlier

wersions of Word,

Compatibility to determine if this
document if saved as a previous version would be compatible with older versions of
Word.
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Info- Versions

Help

I

Close

,___f Close
Exit

Exit

Zoom the View

Show/Hide Ruler

Bottom left of Word
Window

Typing

Live Word Count

Versions will allow you to see how many
current versions you have of your document. -".5]
If you close Word the versions will stop and
start again at version 1.

Versions
) Today, 11:00 (autosave)

Manage
Versions ~

. . ) Recowver Unsaved Documents
In the Manage versions button there is a drop Ay Browse recent copies of

down arrow to give you the options to recover unsaved files.
unsaved documents.

Help offers you help on using Microsoft Office Help. Getting Started to learn the
basics quickly, Contact Us to let Microsoft know what you think of the products,
Options to customise the way Word works, Check for Updates checks for
available service packs which helps Word work a little better and irons out the
glitches.

W To— Voo T Lol 12 Whcrasof Ward — o ]
[ o L @
i e
Support
T @ romencmeens =a.Office

Procuct Act

Will simply close the document. If you have made any changes you will be asked if
you want to save.

Exit will close Word the application. If you have any opened documents, you will
be asked to save these before Word closes.

At the bottom right of your window is a Zoom slider. To zoom you can either drag
the slider to the right to zoom in or drag the slider to the left to zoon out.

Ua®

Alternatively, you can click on the small circle 6 or small plus G‘ on the left of the
Zoom slider.

0% (=)

If you want to show/hide the ruler, click the small View Ruler button at the top of
the upwards scroll bar. &

At the bottom left of the window Microsoft have placed the Page Number and
Number of Pages option. If you click this button it will invoke the Find, Replace &
GoTo windows.

If you click the little book with the tick, this will start a Spell Check. Clicking the
English (UK) button will invoke a window to allow you to change the language.

The Quick Launch Toolbar and the Mini Toolbar are the same as Excel.
Typing =rand(4,5) in previous versions of Word would give you the text The quick

brown fox jumped over the lazy dogs. Now you are presented with text to describe
all the new features available in Word.

Also at the bottom of the window when you have some text is a Live Word Count.
This options will count the words are you type them. Cool!
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The Ribbon

Muings  Review
CLIRER AT maceps Aumcedd AaBh( AaBbCe) ABMCeDd AaBbCel AsBbCeDd L0
B -]+  THeadingl Meading? Heading) THesdingd THeading$ THeadingd ¥ Heading 7 an

The Ribbon
Background

How to Hide or
Redisplay the
Ribbon

Use the Ribbon

Show Screen Tips

The new Ribbon replaces the old Pull Down menus which used to appear at the top of
the window. These menus were good in their day but now Microsoft Office Word
2010 can do so much more. Microsoft wanted a way of enabling users to quickly and
visually find commands required to complete their tasks, hence the Ribbon was born.

There are 8 tabs within the Ribbon in Microsoft Office Word 2010. File, Home,
Insert, Page Layout, References, Mailings, Review and View by default.

e Double click any tab within the Ribbon.
e OR Press Ctrl + F1 or click any other tab.

e Alternatively click the small
window.

up arrow which appears at the top right of the

e  Click on the tab name.
e  OR use the wheel on your mouse to move between the tabs.

The new option for showing ScreenTips has been greatly enhanced and now gives 3
options which you see below.

ScreenTip style: | Show feature descriptions in ScreenTips W

Create lists for us Show feature descriptions in ScreenTips :I

Don't show feature descriptions in ScreenTips

hen creating nev Don't show SereenTips

These are called Enhanced Screen Tips and can be switched on or off by selecting the
File Tab then Options at the bottom of the window. Then select the General tab and
under the User Interface Options select ScreenTip Style from the drop down arrow.

If you select Show feature descriptions in ScreenTips you will see a pop up box
which in the instance below, gives you the keyboard shortcuts to sum plus some text on
what the button does.

Format Painter (Ctrl+Shift+C)

Copy formatting from one place
and apply it to another,

Double-click this button to apply
the same formatting to multiple
places in the document,

@ Press F1for more help.

If you select Don’t show featured descriptions in ScreenTips you will see this option

If you select Don’t show ScreenTip you will not see any pop up box at
all.  Throughout this manual, Show feature descriptions im ScreenTips will be
switched on.
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Mini Toolbar

Status Bar

Views

Zoom and Zoom
Slider

When you select text) or right click text, the Mini Toolbar is displayed to give quicker
access to the more common formatting tools. In this new version of Word it will show
you a preview of the Font Height, Font name etc using AutoPreview. If you find that
this gets in your way, you can turn it off by clicking the File tab then Options and the
Personalize tab.

At the bottom of the Microsoft Office Word 2010 window you will see the Status Bar.
When you select some cells in your worksheet, you can see the type of information
accessible.

Section:1 Page:12 0f 29 Line:8 | Words: 3,255 | OO
e

You can also access different view from the Status Bar by selecting one of the views

on offer. [EIHR = =
In the bottom corner of the Status Bar is the Zoom Level 100% and the Zoom
Slider. ‘= U £ Click on the Zoom Level button to change the zoom

or use the slider by dragging the bar left or right to zoom up or down. The small
buttons either side of the Zoom Slider will, when clicked, zoom up or down by 10%
increments at a time.



Microsoft Office Word 2010 Level 1 15

-~

= Show/Hide the Mini Toolbar =™
= Enable/Disable Live Preview | -

= Add buttons to the Quick
Access Toolbar

Customize the Word Environment \

Times Ne

sl 1

\_

T

4

12'15.\[.-..', J

w . A-ES

i sorott Office: [ Languspe Setinge |

o[ C&-\T/

i

Topic 1B: Customise the Word Environment

Background

Show/Hide the Mini
Toolbar

There are various ways to customise the Word environment like Show/Hide the Mini
Toolbar, Enable/Disable Live Preview or Add buttons to the Quick Access
Toolbar. We will have a look at some of these features and more in this section.

The Mini Toolbar was designed to assist users to quickly format their selected text
with the most common buttons. Buttons like Bold, Italic, Font Name, Font Size etc.
This Mini Toolbar will display by default. As everyone is different you have the
ability to turn it on or off as required.

To determine whether it is switched on or off just select some text and move your
mouse up and over to the right of the selected text. You should now see the toolbar.

e From the File tab select Options at the bottom right of the window
e  This will invoke the Word Options dialog box.

—_— —_— — —_— e
Word Options [R8 _]

o | [ tance J

e In the User Interface options section tick or untick the Show Mini Toolbar on
selection.

e If the box is ticked, the toolbar will display and vice versa.
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Enable/Disable
Live Preview

Quick Access
Toolbar

Display the Quick
Access Toolbar
above or below
the Ribbon

Live Preview (often referred to as ‘Formatting on the Fly’) is designed to assist users to
see the effect of formatting etc on their document before they decide to change
something. For example, say you wanted to change the text in your document to bold
but were unsure how it would affect the look of the document. Or even perhaps turn the
text a different colour. Live Preview will show you how this would look.

To determine whether it is switched on or off just select some text hover your mouse
over the Font Name or Font Size box. You should now the text change.

e From the File tab select Options at the bottom right of the window.
e This will invoke the Word Options dialog box.
e Inthe User Interface Options section tick or untick the Enable Live Preview .

e |fthe box is ticked, the Live Preview will display and vice versa.

The Quick Access Toolbar was designed to allow users to quickly Save, Undo or Redo
an action. These buttons are the default. Users can also add more buttons of their
choice. The buttons they would regularly use but don’t want to have to go search for
them. There are virtually hundreds of buttons to choose from.

The Quick Access Toolbar can also be displayed above or below the Ribbon. We will
show you how to this also.

e From the File tab select Options at the bottom right of the window.
e This will invoke the Word Options dialog box.
e  Select the Customize button. and you will see a window similar to the one below.

Wiord Options G

Ingot/Epert ~

e At the left of the window are lists of the most popular command buttons available
in word.

e Click the button you are interested in then click the Add button. Continue until
you have the desired amount of buttons. Click OK.

e To remove buttons, select the button in the right hand window and then click the
Remove button. Click OK.

e You can also right click any Ribbon button and the option Add to Quick Access
Toolbar will be displayed. If you click this option, the button will be added to the
Quick Access Toolbar.

e  Click the small drop down arrow at the end of the toolbar and select Show below
the Ribbon.

e If the Quick Access Toolbar is already below the Ribbon, click the small drop
down arrow at the end of the toolbar and select Show above the Ribbon.
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Show Screen Tips

Hide or Redisplay
the Ribbon

Show Non
Printable
Characters

The new option for showing ScreenTips has been greatly enhanced and now gives 3
options which you see below.

ScreenTip style: | Show feature descriptions in ScreenTips b

Create lists far us Show feature descriptions in ScreenTips :]

Dan't show feature descriptions in ScreenTips

Nhen creating nev Dan't show ScreenTips

These are called Enhanced Screen Tips and can be switched on or off by selecting the
Office Button then Word Options at the bottom of the window. Then select the
Popular tab and under the Top options for working with Word select ScreenTip
Style from the drop down arrow.

B 7 U ~abe x, x' Aa~ |

If you select Show feature descriptions in
ScreenTips you will see a pop up box which in the Font
instance below, gives you the keyboard shortcuts to
embolden text plus some information on what the
button does.

Bold (Ctrl+B)

Make the selected text bold.

B/ U-a
If you select Don’t show featured descriptions in ScreenTips you
will see this option which is only the keyboard shortcut keys. m|
If you select Don’t show ScreenTip you will not see any pop up box at all.
Throughout this manual, Show feature descriptions in ScreenTips will be switched
on.

e Double click any tab within the Ribbon.
e Press Ctrl + F1 or click any other tab.

e Alternatively you can click the small drop down arrow at the end of the toolbar
and select Minimize the Ribbon.

In previous versions of Word, you have always been able to select the Show/Hide icon
l which will display non printable characters like a dot (¢)for each time you press the
spacebar and an arrow (=») each time you press the tab key. There are a few others.
The only problem with this was you had to either display or hide all these characters.
Now you can display just the ones you want to see with this new enhanced feature.

e Fromthe File Tab select Options at the bottom right of the window
e This will invoke the Word Options dialog box.

e Select the Display _
option at the left of =
the window. seners ) change how documert contents csplayed on the screen and when princed. [

e In the Always s
show these
formatting marks
on the screen
section tick the
boxes for the marks
you wish to see.

e ClickOK

Word Options

Page display options

¥ Show white space between pages in Print Layout view

oftips on hover

Abways show Ihese 1o matling marks on the sareen

Tab characters -

Object anghars ¥
Show all formatting marks

Printing options

71 Print dywwings crested in Word

Print images
Print
Print
Update fields befare pririting

OK Cangel
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= Typing will appear where
the cursor is blinking Enable click and type

= Use the Click and Type

\ feature /

\

Enter Text in a Document

Topic 1C: Enter Text in a Document

Background

Enter text on the
page

Use Click and Type

Switch Click and
Type on/off

Automatic Text

Hidden Text

When you want to enter text into a Word document, you can simply look to see where
your cursor is blinking and when you touch the keys on the keyboard, the typing will
appear on screen.

There is also a feature called Click and Type which was introduced in Word 2000.
This feature will display a set of lines next to the mouse pointer.

This feature can be switched on or off using the Office Button, Word Options and the
Advanced Edit options.

You can also enter Hidden Text!

e Either click once on the page or look to see where your cursor is blinking
e  Press the required keys on the keyboard

e Rest your mouse pointer at the left side of the page you will see lines at the right
hand side of the I-beam. This indicates that if you click and type you’re typing
will be left aligned.

e Rest your mouse pointer at the right side of the page you will see lines at the left
hand side of the I-beam. This indicates that if you click and type you’re typing
will be right aligned.

e Rest your mouse pointer in the middle of the page you will see lines below the I-
beam. This indicates that if you click and type you’re typing will be centre
aligned.

e From the File Tab select Options at the bottom right of the window
e This will invoke the Word Options dialog box

e Select the Advanced option at the left of the window.
e Under the Editing Options section, tick or untick the enable click and type
‘ Enable click and type

e Click OK

Typing =rand(4,5) in previous versions of Word would give you the text The quick
brown fox jumped over the lazy dogs. Now you are presened with various new options
available in word. The numbers depict sentences and paragraphs. The first number
gives paragraphs and the second number gives sentences. For example =rand(4,5) will
give 4 paragraphs with 5 sentences within each paragraph.

e Press Ctrl+Shift+H on the keyboard
« Type the text you require.
« Text stays hidden until you click the Show/Hide icon
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/ Save Your Document \
Microsoft Office Word Compatibility Check (%]
*  Your document can be saved as Word [< - eREEEaare m_w.,ﬂ\__
2007 with the .docx file extension O s B iy P ks aled i o e
Summary Number of occurrences
= Oritcan be saved back to a previous | Sefnmis e ™ T m e
version
= If saved back the Compatibility
checker will tell you the new features . .
[¥] Chedk compatisity when saving in Word 97-2003 formats
[ 2.3

\it will strip out

J

Topic 1D: Saving Your Document

Background

a

Microsoft Office Word 2010 now has a new file extension which is .docx. This new
file is based on XML (Extensible Markup Language). It is called Open XML Formats
and applies to Microsoft Office Word 2010, Microsoft Office Excel 2010, and
Microsoft Office PowerPoint 2010. The benefits of this new file extension feature are:

Compact files Files are automatically compressed and can be up to 75
percent smaller in some cases. The Open XML Formats uses zip compression
technology to store documents, offering potential cost savings as it reduces
the disk space required to store files and decreases the bandwidth needed to
send files via e-mail, over networks, and across the Internet. When you open a
file, it is automatically unzipped. When you save a file, it is automatically
zipped again. You do not have to install any special zip utilities to open and
close files in the 2007 Office release.

Improved damaged-file recovery Files are structured in a modular fashion
that keeps different data components in the file separate from each other. This
allows files to be opened even if a component within the file (for example, a
chart or table) is damaged or corrupted.

Better privacy and more control over personal information Documents
can be shared confidentially, because personally identifiable information and
business-sensitive information, such as author names, comments, tracked
changes, and file paths can be easily identified and removed by using
Document Inspector.

Better integration and interoperability of business data Using Open
XML Formats as the data interoperability framework for the 2007 Office
release set of products means that documents, worksheets, presentations, and
forms can be saved in an XML file format that is freely available for anyone
to use and to license, royalty free. Office also supports customer-defined
XML Schemas that enhance the existing Office document types. This means
that customers can easily unlock information in existing systems and act upon
it in familiar Office programs. Information that is created within Office can be
easily used by other business applications. All you need to open and edit an
Office file is a ZIP utility and an XML editor.

Easier detection of documents that contain macros Files that are saved by
using the default "x" suffix (such as .docx, .xlIsx, and .pptx) cannot contain
Visual Basic for Applications (VBA) macros and XLM macros. Only files
whose file name extension ends with an "m" (such as .docm, .xIsm, and
.pptm) can contain macros.
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Save

I,H Save

Save As
Save As

o From the File Tab select Save
« Ifthis is the first time the document has been saved, this will invoke the Save As

window

[

(1] Save As

L el O

m [.« Local Disk (C:) » Users » F_Iate » Desktop »

= ] 49 | Search Desk re\o

Pl

+| Documents

o Music
b= Pictures
B videos

1@ Homegroup

™ Computer

= Hide Folders

& Local Disk (C) I
EADVDRWDrve @ . 1~ =

(3L M Word 2010 Level 1
Save as type: [Wold Document

Authors: Patricia Gorst

Organize New folder

*  Name

. 084533Data

. Adobe Acrobat 9 practice files
. Drearmweaver § Level 1

pdfs

. Project Manuals

. Suzuki show

. Visit Scotland Sharepoint

) Excel 2010 Level 1

m

-

Date modified

28/03/2011 20:28
02/05/2011 08:43
28/03/2011 20:29
02/05/2011 14:26
14/04/2011 20:02
29/04/2011 14:59
09/05/2011 19:36

01/06/2011 16:34

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder

Microsoft Word D = 'I

L2

-

m

[F] Save Thumbnail

Tags: Add atag

Tools = [ Save

] I Cancel

«  Enter a name for your document in the File name section
« Navigate to where you wish to store the document

o  Click the Save button
« Your document will be saved in the new .docx file extension

The Save As option is used for saving the document in another format. Here you can
save the document either in an earlier version of Word or to PDF or XPS file.

Wmd Document

Word Macro-Enabled Document
Word 97-2003 Documnent

Word Template

Word Macro-Enabled Template
Word 97-2003 Template

PDF

(XPS Document
1Single File Web Page

| Web Page

| Web Page, Filtered
Rich Text Format
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~

o

* Preview and Print are e
combined in the one s
area now =

®* You can scroll through
your document too here

Preview and Print a Document \

Topic 1E: Preview and Print a Document

Background

Print

Before you print your Word document it is important to Preview it to see how it would
look on paper. This is why the Print Preview was developed.

You can even make changes to your document within the Print Preview if you wish.
e From the File tab, click the Print button.
e From the top Print area click in the Print button to print.

e From the top Print area click in the Copies box and enter the number of copies
Print

Copiest 1 s

required.

There is also a Zoom to Page button e at the bottom right of the window along with
the Zoom Slider.

55% (=)—U0 +

e In the Printer section, select the printer you want to print to. There is also an

Printer

/ Adobe POF
ﬂReady

option for Print Properties

e In the Settings section, there are options to either print the all the pages, the
current page or the selection you have made on the document.

Document A

1 Print All Pages
J Print the entire document

Print Selection
j Cnly print the selected content

Print Current Page
j Cly print the current page

Y Print Custom Range
_1-1_’—] Enter specific pages or sections to print

Document Properties
Document Properties
Table of properties and walues
List of Markup
List of markup only
Styles
List of styles used in document
AutoText Entries
v | Print Markup
Dnly Print Cdd Pages

Dnly Print Even Pages
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Print Preview

In the Pages section, enter the number of the page you want to print i.e. 1 or if
you type 1,3,5 Word will only print these pages. Alternatively you might want to
print pages 1 — 3 therefore you could enter p1 - p3 or just 1 — 3.

Pages:

In the Collated section, click the drop down arrow to decide if you want all the
pages to be printed one at a time Uncollected i.e. 3 x page 1, 3 times page 2 etc
or Collated whereby the whole document is printed a specific number of times.

Collated
55 103 123 o

In the Portrait section, click the drop down arrow to decide if you want the pages
to be printed Portrait or Landscape.

In the A4 section, click the drop down arrow to select which size of paper you are
printing to.

In the Custom Margins section, click the drop down arrow to select which
margins you require.

In the 1 Page per Sheet section, click the drop down arrow to select how you
want to print your pages. Either no scaling at all, or fittimg your sheets to one
page, or fit all columns to a page, or fit all rows to one page.

1 Page Per Sheet

2 Pages Per Sheet

f Pages Per Sheet

EE
J 4 Pages Per Sheet
[t
oot

& Pages Per Sheet

i

16 Pages Per Sheet

[j Scale to Paper Size ]

A preview of your document appears at the right hand side of the window. There are
arrows with page numbers at the bottom of the window for you to scroll through the
document page by page.

Word 2000 Leval 1 - Micrasoft Word T
- A @

18 Overdew

L

] Word bntro 2007 Na.
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/ Obtaining Help \

¢ You can obtain overall Help using
the small blue circle with the white @
question mark

¢ You can obtain specific help from
with a dialog box using the Help { @ |

K question mark /

Topic 1F: Obtaining Help

Help from the File e Help offers you help on using Microsoft Office Help. Click the File tab and
Tab select Help.
EI

Word THI8 Lrevt 1 - Micrarh Ward o |

|
|
=

Save & Sand I

Microsoft Office e Click the option Microsoft Offie Help which will invoke the Word Help
Help window.

) Word Help =[G

| DA BN R T—

i = 2 Search =

| LaOffice B ong

n R
Q.J '
| an word ) @ Connected to Office.com

e If you are connected to the internet then you will be able to access more
information within help.

e  Either click on one of the hyperlink words (words in blue) in the middle of the
window like Getting Started to learn the basics quickly.

e Alternatively if you are looking for something specific, type a keyword to search

on in the Seach box T 2 T and click Search.
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Buttons in the Help

Window

Dialog box help

This button Does this
Back Takes you back one step
Forward Takes you forward one step
Stop {x) Will stop the search
Refresh (%) Will refresh the screen
Home {at Will take you back the the first screen
Print @ Will print what you see in the Help window
Change the AL Will give options to make the text in the Help
Font Size window larger or smaller
Will show a contents window within Help for
Show Table @ more choices. When clicked the button will look
of Contents v . .
like this Al
Keeps the Help window on top of the Excel
screen while you work. If the button is clicked it
Keep on @ will look like this & . The Help window will
Top then compact to a button on the Task bar until you
. L 1)
click the button

e Fromwithin a dialog box, click the Help button &I
e Here we have click the Help button in the Paragraph dialog box.

All Word
L

©) Word Help = [ETTR
x) (0D R e @ =
* O Search -

=a.Office B ong |
Adjust the line spacing between text or
paragraphs

Line spacing determines the amount of vertical space between
the lines of text in a paragraph. Paragraph spacing determines
the amount of space above or below a paragraph

In this article

Line spacing in Word 2010

@ Connected to Office.com .
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Lesson 2: Editing a Word Document

Learning Module Objectives

When you have e Navigate Through a Document and Select Text
completed this learning e  Modify Text
module you will have e Undo Text Changes

[ ]

seen how to: Find and Replace Text
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/ Navigate Through a Document and Select Text \

=  Arrow Keys
=  Scroll Bars
=  PageUp

=  PageDown

a2 1

n v B E aasecsie ABBDC AaBBC: AaBbCc AABbC Asbwcc
o i e 28 (A BRI L E5=] | tmpuvn ety 1|1 rnciog 3 T Handng 3 Thrsing . Y rinsing !

Topic 2A: Navigate Through a Document and Select Text

Using the arrows key to .
move up or down

Using PageUp and .
PageDown
Using the Scroll Bar °

Dragging the Scroll Bar .
‘elevator’

To use Go To which .
allows you to jump to a °
particular number

Place the insertion point anywhere in your document

Use the arrow keys to move up, down, left or right.

If you move down to the bottom of the page and keep pressing the down
arrow the document will scroll downwards (assuming that the document
does in fact extend beyond what was previously visible on the screen!)
The same applies when moving up through the document.

Press the PageUp or PageDown keys to move through your document
approximately one window full (screen) per press.

Click once on the down or up arrows at the top and bottom of the scroll
bar and you will scroll through your document one line at a time.
Click on the ‘elevator’ button within the
vertical scroll bar. As you drag it up and |Page: 25

E

down, you will see the page numbers

displayed. ~ When you release the mouse

button, you will go to the page number indicated.

OR Press Ctrl+G

OR Click the Select Browse Object button at the bottom of the =

Scroll Bar =
Select Browse — >0

Select the Go To tab Object button =

In the Go To What section make sure that Page is selected.

In the Enter page number field enter the number of the page that you
wish to jump to, and then click on the Next button.

Find Replace Go To

Gao bo what: Enter page number:

T :
Section (. - - =
Line | Enter + and — ko move relative bo the current location. Example: 44 will
Biookmark | mave Forward four items.,

Comment

Faootnote |

Mext Close ||

| [

Note: the Next button changes to a Go To button when you have entered
a page number.

[ Prewvious ][
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= Double click on a word to select it

= Move to the ‘Selection Bar’
1. To select a ling, click once
2. To select a paragraph, double click
3. To select everything, triple click

Word 2010 Selection Techniques

~

Select All
Select Objects
Select Text with Similar Formatting

Keyboard shortcut to select everything is CTRL+A

/

Word 2010 Selection Techniques

To select a word

To select a line

To select a paragraph

To select all text

To select a sentence

To select a range of text

Select non-adjacent text

Select text with similar
formatting

Double click on the word

Move the mouse pointer to the left of the line you wish to select, until the
mouse pointer changes from an | bar to an arrow pointing upwards and to
the right. You are now in the ‘Selection Bar’, a hidden screen element.

Click once with the mouse button

Move the mouse pointer to the left of the paragraph you wish to select,
until the mouse pointer changes from an | bar to an arrow pointing
upwards and to the right. You are now in the ‘Selection Bar’, a hidden
screen element.

Click twice with the mouse button

OR point somewhere inside the paragraph with the mouse pointer and
triple click

Move the mouse pointer to the ‘Selection Bar’
Either click three times with the mouse button
OR press Ctrl+A

OR select the Select All command, located in the Editing group of
buttons.

Word 2010 defines a sentence as a group of words with a capital letter at
one end and a full stop at the other.

Move the mouse pointer into the sentence you wish to select.

When the mouse pointer changes to an | bar hold down the Ctrl key and
click with the left mouse button once.

Using both the mouse and the keyboard often gives you better mouse
control without the mouse ‘running away with you’. This options is
often called Click, Shift,Click.

Click once with the left mouse button at the beginning of the selection of
text

Depress the Shift key and keep it depressed.
Click once with the left mouse button at the end of the selection.

Word 2010 will select all the text between the first click and the second
click.

Select the first sentence, paragraph or few word with the mouse

Hold down the Ctrl key and select any other sentence, paragraph or
words.

Select the word required which has formatting

Click the Select Text with Similar Formatting option from the Home
tab and the Editing group of buttons.
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/ Deleting Text \
= Make sure you know how to:
BEWARE of
i !
4. Delete a character deleting text!
5. Delete a vyord _ Remember the
6. Delete a line or lines Undo tool!
7. Delete a sentence
8. Delete a paragraph
9. Delete a block of text KT
K 10. Delete an entire document /
Deleting Text
Background Deleting characters, words, lines, sentences, paragraphs or blocks of text is
simple in Word 2010.
To delete a character e  Place the insertion point to the left of the character to be deleted and press

To delete a word

Delete
e OR place the insertion point to the right of the character to be deleted and
press Backspace.

e Double click on the word to be deleted and press the Delete key.

e OR place the insertion point to the right of the word to be deleted and
press Ctrl+Backspace

e  OR place the insertion point to the left of the word to be deleted and press
Ctrl+Delete

To delete a line or lines | ¢  Place the mouse pointer in the left-hand margin, next to the first line of text

To delete a sentence

or first blank line to be deleted. The mouse pointer changes to an arrow
pointing up and to the right.

e Click on the left-hand mouse button to select the line of text or the blank
line you wish to delete.

e OR drag the mouse pointer down the left-hand margin to select the lines
you want to delete.

e  OR use the Click, Shift, Click method of selecting text you learned earlier

Press the Delete key

Depress the Ctrl key

Place the mouse pointer anywhere on the sentence to be deleted.
Select the sentence by click the left-hand mouse button

Press the Delete key

To delete a paragraph e Place the mouse pointer in the left-hand margin, next to the first paragraph

to be deleted.
e To select the paragraph, double click on the left-hand mouse button
e  Press the Delete key

To delete a block of text | ¢  Select the block of text you wish to delete by dragging the mouse pointer

To delete an entire
document

over the text with the left button depressed. Once the text is selected press
the Delete key.

Place the mouse pointer in the left-hand margin.

Depress the Ctrl key

To select the entire document, click the left-hand mouse button
Press the Delete key
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Modify Text

=  Click and Drag the text to
where you require it

=  Use the Control key on the A
keyboard while dragging to v 1 ‘
copy text a

Sort Text in A-Z Order

Topic 2B: Modify Text

Background

Cut Text with the
icon

Cut Text with the
keyboard

Copy Text with the
icon

Copy Text with the
keyboard

Copy Text with the
mouse

Paste Text

There may be times when you have a Word document and the text is in the wrong
order and this requires you to move the text to where you want it. There are a couple

of ways you can do this. Cut, Copy, and Paste are just some of them.

e  Select the text to be cut and then click the Cut icon # Cut

e  Select the text to be cut
e  Press Ctrl+X on the keyboard

e Select the text to be copied and then click the Copy icon == “2P¥
e OR

e  Select the text to be copied

e Press Ctrl+C on the keyboard

e  Select the text to be copied
e Hold down the Ctrl key on the keyboard and drag with the mouse
e Letthe mouse up first and then the Ctrl key

Click in the document where you want the cut or copied text to appear
Paste Options:
o 7 [5][A
J Paste Special.,
Click the top part of the Paste icon F== with these options| =<t DefautPaste..
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Paste multiple times

Sort text in A-Z
order

Click in the document where you want the cut or
copied text to appear

Click on the More arrow " at the bottom right of
the Clipboard group of buttons

This will invoke the Clipboard
Click on the data to be pasted

If you want to paste all the items, click the Paste All
option

To clear the clipboard, click the Clear all button.

To control how the Clipboard is operated, click the
Options button

Show Office Clipboard Automatically

Show Office Clipboard When Ctrl=C Pressed Twice
LCollect Without Showing Office Clipboard

Show Office Clipboard Icon on Taskbar

Show Status Mear Taskbar When Copying

Select the text you wish to use
. A
Click the A-Z icon | 2l |

4 of 24 - Clipboard

[ﬂ“_»' Paste All ] [.j; Clear all ]

Click. an item to paste:

@)
1\

1] Cut Text with the
kevboard

1] + Select the text to be
copied » Press Cerl+C an
the keyboard

)

-




Microsoft Office Word 2010 Level 1 31

/ Undo Text Changes \

. The Undo feature allows you to
reverse, or undo, your recent actions. ST
11. The last action you performed will be S |
the first Undo level, the penultimate Typing !
action is the second Undo, and so on Typing “imple’ ;
. Typing °s’ ':
. The Repeat function allows you to redo i
recent actions Typing “is a sample of text.” |
12. It can be used to duplicate text in a AutoCorrect |
long document, apply complex Typing “this ° ;
character and paragraph formats to l
text, and perform searches Cancel

o J

Topic 2C: Undo Text Changes

To use Undo. and reverse | From the Quick Access Toolbar choose the Undo button “
your last action

e OR press Ctrl+Z

e Repeat as required to perform multiple undo actions (up to 100 times)

To repeat a command, . ]
action, or typing e From the Quick Access Toolbar choose the Redo button E

e ORpress F4

e ORclick on the Redo button on the Standard toolbar.
To undo or repeat a e Move the mouse pointer over a downward facing arrowhead to the right of
specific number of the Undo or Redo buttons on the Quick Access Toolbar and click the left
commands, actions, or mouse button.
typing changes

e Pull the mouse pointer down the list until the number of items required are
selected and click the left mouse button again or press Enter.

e If you decide that you do not want to undo or repeat anything but the list
has already been selected press Escape to get out of it. You can also get
out of the list by moving the mouse pointer onto your document and
clicking the left mouse button
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/ Find and Replace Text \

Find and Replace @@
e Tell Word what to find Find | Reglace | GoTo
e Tell Word what you want A e -
to replace the text with
Replace with: -

[ mepisce | [ Replaceall | [ Endmext | [ concel |

\_ — "

Topic 2D: Find and Replace Text

Background This feature is extremely handy when you want to find and replace text quickly. In this
new version of Word, a Navigation panel is displayed at the left hand side showing the
characters you are trying to find. You can still use the old Find dialog box like the one
you see above but you must click the Replace button first and then go to the Find tab.

Find Text Using e Double click the word or phrase you are searching for. Information
the Navigation . 44 Find ~
Panel e From the Home tab, select the Find icon

e The Find Navigation panel will be displayed.

Navigation * X
Information x>
9 of 9 matches

HEE -~

Bar, When you select some
cells in your worksheet, you
can see the type of
information accessible,

, Qives you the keyboard
shortouts to embolden text
plus some information on
what the button does.

privacy and more control over
personal information
Documents can be shared
confidentially,

e The words or phrase you were searching for will be displayed at the top of the
panel.

e Underneath you will be informed how many matches Word has found.

e There are 3 tabs with which to see the information.

e The one you see above displays where each instance of the word appears.
e To go to the that section, just click inside the square.
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Find Text Using e Click the Replace button on the Home tab and the Editing group of buttons.
the Find and e Click the Find tab.

Replace dialog . .
box e The Find and Replace dialog box will appear.
Find and Replace - oS
_Fmd_ Tedace | goto | i
Findwhat: | Information v
[ tore>> | [ Readngohigre ~ | [ Findin~ | [[EndNext | [ cConcel |

¢ Inthe Find what section, type the text you are looking for

e  Click Find Next button

o Keep clicking the Find Next button to view all instances of the text
e If you require a more detailed search, click the More >> button

e Inthe Find what section, type the text you are looking for

e Click Find Next button

e Keep clicking the Find Next button to view all instances of the text
e If you require a more detailed search, click the More >> button

[ =<pess | (Readngtighioht - | [ Fndin= | | Endhext Concel
Search Options
| i
| Search; Al -
| Match case Match prefig
| Find whols words only. Matich suffioc
| Use widcards
| Sounds e (Engish) Ignore punctuation characters
Find all word forms (English) Igriore white-space characters
| | Find
Format Special -

Find and Replace e  Click at the start of your document

Text .
e From the Home tab, select the Replace icon *3¢ Replace

e The Find & Replace dialog box will be displayed
Find and Replace @@

Find Replace GoTa

Find what: Brown ~|

Replace with: | Browne A |

[ Replace I [ Replace all ] [ Eind Mext ] [ Cancel

e Inthe Find what section, enter the text you are looking for

¢ Inthe Replace with section, enter the text you want to replace
o Click the Find Next button to find the first instance of the text
e Click the Replace button to replace one instance

o Click the Replace All button to replace all instances

e When Word has completed all the changes, you will see a dialog box informing you
of how many changes have been made
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Lesson 3: Formatting Text in a Word Document

Learning Module Objectives

When you have e Change Font Styles
completed this learning | ¢  Highlight Text in a Document
module you will have

seen how to:
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Topic 3A: Change Font Styles

Font Tools The next section in the Ribbon offers the ability to change the look of selected text
with Font Name, Font Size, Increase and Decrease font (increase/decrease changes
the font by 1 point at a time) and Clear Formatting on the top row.

On the bottom row Bold, Italics, Underline Strikethrough, Subscript, Superscript,
Change Case, Text Highlight color and Font Color options are offered with the
underline having a drop down offering more styles of underline. The Change Case,
Text Highlight Color and Font Color buttons also offer more options with a More drop
down arrow. Now you even have Text Effects!

- i ..| B :utomatic
|

Sentence case.

: Theme Colors
HEEEN | s ssssns
s EEE N

Capitalize Each Word
Mo Color

B IIIIIIIII

When you click the More ' button you will see Standard Colors
the Format Font window which is similar to |l W EREER
previous versions of Word.

2 More Colors...

To Change Font e  Select the text you wish to apply the formatting to.

Appearance . .
bp e  Click on the appropriate button on the Font group of buttons from the Home tab

or alternatively click one of the buttons on the Mini Toolbar you will see when
you select your text.

®
.
L]
§
3>
|:l
"
U
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Applying Text
Effects

e  Select the text you wish to apply the formatting to.

e From the Home tab and the Font group of buttons, click the Text Effects
button.

e You will see a selection of text effects. Hover your mouse over the text icons
and you will see what the text would look like if you selected the option. Just
click on the one you require when ready.

=
:'] [;E:‘.
=

A "

ﬁ 2utline
Shadow
Reflection

Elouw

AAAAA

-

-

-

You can also select from Outline, Shadow, Reflection or Glow effects.
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Topic 3B: Highlight Text in a Document

Apply Highlighing e  Select the text you wish to apply the formatting to
to text
e Click the Text Highlight Color button
e Click the drop down arrow to the right of the Text Highlight Color button to
select a different colour
Take off the e  Select the text you applyed the formatting to
Highlightin . .
SHISAtNg e Click the drop down arrow to the right of the Text Highlight Color button and
select a No Color
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Lesson 4: Formatting Paragraphs in a Word Document

Learning Module Objectives

When you have
completed this learning
module you will have
seen how to:

Set Tabs to Align Text

Modify the Layout of a Paragraph
Create Lists

Apply Borders and Shading
Apply Styles
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Topic 4A: Set Tabs to Align Text

Background Tabs are useful to keep text aligned in columns and makes your document much easier
to read.

Tabs can be Left E Rightg , Centre , Decimal or Bar 1.
RATES NIGHT PACKAGE
Dizney’s Contemporary $240.00 §723.00
Disney's Grand Flonidian Beach  3420.00 $800.00
Disney’s Polynesian $270.00 $T12.00
Disney's Wildeness Camp §180.00 $624.00
Disney’s Caribbean Beach §97.00 $465.00
NAME CURRENT NEW
Alison White 22000 24500
Allan Sith 19000 19500
Ao M Tavich 24900 26000
Carol Dunean 19000 20000
David Georgeson 16000 17500
Gadl Quiren 21000 22000
Geoff Benson 15600 16900
Helen Younger 18000 21000
Karen D avidson 23000 27500
Mk Browm 12000 12500
Susan MacDoruld 14200 16900

B U
Address

City:

Post Code: e rsen e
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Set Tabs with the
Tab dialog box

Set Tabs with the
Tab by dragging

the icon onto the

Ruler

Removing Tabs
with the Tab dialog
box

Removing Tabs by
dragging the icon
off the Ruler

Click in your document where you want to begin the tab stops

From the Home tab click the Dialog Launcher (arrow at the bottom right of the
Paragraph group of buttons) on the Paragraph group of buttons

Click the Tabs button

Tab stop position: Default tab stops:

| 1.27 em T

Tab stops to be deared:

Alignment
(%) Left () Center () Right
) Decimal O Bar

Leader
) 1 Nane R L. # G
OCa___

Clear all

I Ok, ][ Cancel I

In the Tab stop position box, type the number measurement on the ruler where
you want the tab stop

From the Alignment section, select Left, Center, Right, Decimal or Bar

If you wish to have a tab leader, from the Leader section select the one required
Click the Set button.

Repeat as necessary then click OK

First ensure you can see your Ruler

Either select the View tab and tick the Ruler box or click the View Ruler button
at the top right of the Word screen G

At the left of the Ruler you will see a small box with the tab stop inside

Click the box until the correct tab is displayed

Click onto the Ruler and the tab will be placed

Continue until all tab stops are entered

Select the text in your document where the tab stops are located

From the Home tab click the Dialog Launcher (arrow at the bottom right of the
Paragraph group of buttons) on the Paragraph group of buttons

Click the Tabs button

In the Tab Stop Position box select the tab to be deleted

Click the Clear button

To remove all tabs, click the Clear All button

Select the text in your document where the tab stops are located
Drag the tab stop from the ruler into the document

To remove all tabs press Ctrl + Q on the keyboard
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Topic 4B: Modify the Layout of a Paragraph

Background A paragraph can be a single word, a single sentence, or multiple sentences. You can
change the look or a paragraph with Alignment, Line spacing, and spacing before and
after it. In this new version of Word, the default line spacing is set to 1.15 instead of
the old 1pt. There is also a default spacing before and after the paragraph too. You
can change these if you wish.

Changing Line e  Select the paragraph you wish to change the line spacing.
Spacing e Either from the Home tab and the Paragraph group of buttons, click the Line
'+=
Spacing button *=" and down will drop options for line spacing .
v | 10
115
1.5
2.0
25
3.0
Line Spacing Cptions...
é: Add Space Before Paragraph
f: Remove Space After Paragraph

e  Select the required line spacing
Change the spacing e  Select the paragraphs you wish to change the line spacing for.

before or after a e Either from the Home tab and the Paragraph group of buttons, click the Line
paragraph b=
Spacing button *=__ and down will drop options for line spacing.

e Select Add Space Before Paragraph or Remove Space After Paragraph.

e  Alternatively you could select the Line Spacing Options to invoke the Format
Paragraph dialog box.

Spacing
Before: 0 pk & Line spacing: Ak
After: 3 pk - Single | || -

[] bon't add space between paragraphs of the same style

e In the Spacing section you can change Before or After or Line spacing itself.
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Change the Default
Line Spacing for all
future documents

Change the Default
Line Spacing this
document

Click the Dialog Launcher at the bottom of the Styles group of buttons on the
Home tab.

Select the Normal style drop down arrow and select Modify from the list
This will invoke the Modify Style dialog box

Properties

Mame: Mormal

Style For Following paragraph: | 7 Mormal “
Farmatting

Times MewRoman » |12 »|| B J U Autornatic A

= = * ¥
- — ¥ L

i I
Ak
1
i
1

Sample Text Sampls Taxt Sample Taxt Sampls Taxt Sample Text Sampls Taxt Sempls Text
Sample Text Sample Taxt Sampls Text Sample Text Sample Text Sampls Taxt Sample Taxt
Sample Text Sampls Taxt Sample Taxt Sampls Taxt Sample Text Sampls Taxt Sempls Text

Font: {Default) Times Mew Roman, 12 pt, English {U.K.}, Left, Line spacing: single, WidowOrphan
control, Style: Quick Style

add b Quick Style list
() only in this document () Mew documents based on this kemplate

) (o

Click the Format button then Paragraphs
Change the line spacing and click OK

In the Modify Style dialog box select New documents based on this template
and click OK

Click the Dialog Launcher at the bottom of the Paragraphs group of buttons
Change the line spacing and click the Default button

You will be asked to confirm the line spacing change in this document

Click Yes
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Topic 4C: Create Lists

Background Lists in Word can be bulleted or numbered.
Bullets are used to set-off and emphasize sections of text and are
symbols such as dots or diamonds. You can select from a number of different
bullet types or create your own bullets. Any character available in your fonts can
be used as a bullet.

To apply default bullet | o
formatting to a list
using the bullets icon

To apply bullet .
formatting to a list
(using the drop down
option)

To remove bullet .
formatting from a list

To temporarily stop .
bullets

preference.

Select the list you wish to apply number or bullet formatting to.
From the Home tab and the Paragraph group

Click on the Bullets button . "=

Select the text you want to add bullets to

From the Home tab and the Paragraph group, select the Bullets button
drop down arrow

A list of different bulleted styles will appear

Select a bullet style from the options.

Select the list, which the bullet formatting information has been applied.
Click on the Bullets icon on the Home tab and the Paragraph group.

Place the insertion point at the end of the last line with bullets
Press Shift+Enter.
To re-start your bullets press Enter

It really depends which is your
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/ Numbering a List \

1 — Mumbering Library
-p—

e  Use the Numbering = 1 1
icon Mone 2. 2
3 N
I A, a)
Il B. 1)}
M. . ]

. —/

Numbering a List

To add numberingto | o Select the text you wish to re-format as a numbered list and select the
a list using the toolbar Numbering icon from the Home tab and the === Paragraph
numbering icon group..

To add numbering to | o Select the text you wish to re-format as a numbered list.

a list (using the drop | o From the Home tab and the Paragraph group, select Numbering drop down

down option) arrow.

. A list of different numbered styles are displayed contained in small
rectangular boxes.

o Select the numbering format that you require.

To control whether . If you have a number of sepearate lists within your document, then you can
separate lists within a choose to have each list restart their numbering (normally at 1), or you can
document use choose that the number used at the end of one list is the starting number for
continuous numbering the next list. You can control this behavour via the Smart Tag displayed at
(or not) alongside the Numbering dialog box.

2z -4 |

Bestart Mumbering
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Topic 4D: Apply Borders and Shading

Background Borders and shading can be applied to any selected text or paragraphs to give a more
professional look or just to make a particular part of your document stand out. You
can even apply borders to the whole outside of the page to give a desktop publishing
feel.

Adding a Border to e  Select the paragraph | Eottom Border

a paragraph e Onthe Home tab and the Paragraph group of buttons, =~ = Top Border

click the Borders button drop down arrow [ LeftBorder
e Select the desired border {i| Egnt Border
e |f you want to change the border colour or format, click @ ﬂ:::::;
the Borders and Shading option at the bottom of the %
list [0 oOutside Barders
= [Inside Borders

This will invoke the Borders and Shading dialog box
(see illustration above)

Inside Horizontal Barder

Inside Vertical Border

I
e From the Style section, select a Style, Colour and . biagonal Down Border
Width /| Diagonal Up Border
e From the Setting section select one of the borders £ Horizontal Line
e Click OK G| Draw Tabie
& view Gridlines
[ Borders and Shading...
Removing a Border e  Select the paragraph | Bottom Border
e Onthe Home tab and the Paragraph group of buttons, ~~ TegBorder
click the Borders button drop down arrow | Left Border
| Right Border

Select the No Border button

No Border
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Adding a Page e  Click somewhere in the document

Border e On the Home tab and the Paragraph group of buttons, click the Borders button
drop down arrow

e click the Borders and Shading option at the bottom of the list
e This will invoke the Borders and Shading dialog box (see illustration above)

Borders | Page Border | Shading

Setting: Style: Fravisw

~ Click on diagram below or use

Mone buttons to apply borders

D o

E]| stason s @ ® &
El |
wa 0D ©
§ Custom | 31pt 3
L Apply to:
Ark: Whols document v
Eoveia ..

e Select the Page Border tab
e Inthe Style section and under Art select an art style
e From the Setting section select Box
e Click OK
Adding Shading e Select the text where you want the shading.
e This can be a Table, Cell or paragraph

e On the Home tab and the Paragraph group of buttons, click the Borders button
drop down arrow

e click the Borders and Shading option at the bottom of the list
e This will invoke the Borders and Shading dialog box (see illustration above)
e Select the Shading tab

Borders and Shading @g\

Borders | Page Border | Shading

Fil Preview

Patterns

Styls:

Color:

Apply to:
Table A

e From the Fill section, click the drop down arrow and select a colout
e From the Patterns section select a Style and color

e Inthe Apply to section click the drop down arrow and select

e Click OK
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Topic 4E: Apply Styles

Background You can use the default styles which are present Word. These have been greatly
enhanced since the previous versions
% These tools let you add style
AaBbCcl AaBbCi| AaBbCc | AaBbCel |- headings to your text. Formatting
" h - . .
Emphasis  Headingl  Heading2 | Thommal |- EHI95  on the fly option is available here
Stytes = where you select your text heading
and rest your mouse pointer over the text and see the effects.
1sert Page Layout References Mailings Review View Developer
- v 1 — — — = =A | |
lewRoman  ~[12 - || A" W72 [i=- 4= - || || 84| 9| | 4aBbCel AaBbC: AaBbCe |AaBbCel %
U - abe x, " Aa~|[®¥ - A-| |EE = BH||}=-|5- L Emphasis  Headingl Heading2 | 7 Normal E:;:::;e
A0 — G AaBbCel 4aBble Aalj AaBbCel
| RN RN R NN Ii Strong Subtitle T"ﬂ‘ 1 No Spaci... hshH B
1aBbCel AaBbCei AaBbCel AaBbCe
Subtle Em... IntenseE.. Quote Intense Q...
AABBRCC AABBCC AABBCc AaBbCel
Subtle Ref... Intense R.. BookTitle T List Para..
My H e'ddlllg Save Selection as a New Quick Style...
- &, Clear Formatting
4, apply Styles.
Applying a Style e  Select the text where you want the style
e From the Home tab and the Styles group of buttons rest your mouse pointer over
one of the styles and you will see what the style will look like before you select it
Making a new Style | e Format some text the way you want it
e From the Home tab and the Styles group of buttons select Save Selection as a
New Quick Style
e  Give your style a name and click OK
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Lesson 5: Inserting Tables in a Word Document

Learning Module Objectives

Create a Table

Modify a Table

Format a Table
Convert Text to a Table

When you have
completed this learning
module you will have
seen how to:
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Topic SA: Adding Tables

Background

Inserting a Table

This feature enables you to create tables in order to organise items in columns and
rows, instead of calculating tab settings. In many cases it is better to organise your
data within a table rather than using tab stops. The advantage of using a table is that
text will flow from one line to the next within the table. Tables are much more flexible
than Word 2010 columns, they are easier to manipulate and are correctly displayed on-
screen in Normal view (unlike columns). This manual was created using Tables and
nested Tables!

i This tool offers a drop down displaying a skeleton of a table layout.

Table e To create a Table, rest your mouse pointer over the grid, you will see

formatting on the fly where the number of columns and rows will be
displayed on your screen.

e Click the last square of your selection and the table will be inserted
into your document

Tables

Insert Table | & OR from the Table drop down arrow select Insert
OOO0000000] | Table option
O000O0O0O0 s Enter the number of Column and Rows required
0 O . Select from Fixed colummn width, AutoFit to
HH%E%E%%%% contents or AutoFit to window
Oooogoogog e clickok
OO0 000000
UOO0OO00O000 once your table is on your page, you will see the
] Insert Table... Table Tools Design Gallery which offers different
(e to fi t -
| O o your new  table
_:'- Excel Spreadsheet can insert a new LT
= iy , line by tabbing Number of golumns: 5 »
| = Quick Tables past the last cell ~

Mumber of rows: 2
etc.
AutoFit behavior

(%) Fixed column width: | Auto
() AutoFit ko contents
() AutoFik ko window

4

] remember dimensions for new tables

I oK ] I Cancel
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Quick Tables

Table Style
Options

Table Styles

Quick Table option whereby you can select from a predefined set of table layouts to
include double tables and calendars. Just click one click.
e From the Insert tab

. ‘With Subheads 2
select Tables then Quick | 0

Ensoltment in local colleges, 2005

Table
e Click on the table format | ceosrumersty 1m0 10 7
req u i red Elm College 3 214 +9
Maple Acaderny 197 120 +#77

e Enter data

These options allow you to switch items on and off in your table. Once your table has
been formatted, you can switch off the formatting for the Header Row, Total Row,
First Column and Last Column. The Banded Rows and Banded Columns show a
different shade or colour for even and odd rows. This makes the data in the table easier
to read.

% shading -

Table Styles

On the fly formatting can be used with Table Styles. If you rest your mouse pointer
over the style, you will see how this option would look in your own table before you
officially select it. There are more Table Styles if you click the More button and also
the ability to customise to suit your own needs.

Plain Tables

Built-In

The Shading and Borders buttons offer methods of formatting these separately.

iH| Bottom Border
Top Border
Left Border
Right Border

Mo Border
All Borders

Theme Colors

Standard Colors
HN EEEEN

Ho Color

- [ HE

Outside Borders

Inside Borders

Inside Horizontal Border
Inside Vertical Border
Diagonal Down Border
it Diagonal Up Border
Horizontal Line

Draw Table

View Gridlines

12 | More Colors... Borders and Shading...
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Draw Table
Borders

Layout Tab

Table Tools

Rows & Columns

Merge Tools

Cell Size

Alignment

Convert Text to a
Table

These tools allow users to adjust the Line Style and
Weight, the Pen Color, Draw a Table or Erase

7

14 pk .

’ .;. Draw Eraser Borders of a table. Care should be taken with the

a PEn Color™  Taple Erase Borders tool as this may cause your table cells
Draw Borders ]

to merge.,

[3 Select - % .ﬂ B nsert Betow | [E merge cents | 3l jossem 3 |[E|EE A=
{5 View Gridlines A nsert Left i split Cells = L EEE =
Delete | Insert Text Cell Sort
@ Properties = Al El Insert Right || =5 Split Table = =l = Aarai S Formula
bove ===] Direction Margins
Table Rows & Columns (F] Merge

Alignment Data

Al [ Repeat Header Rows
% Convert to Text
i AutoFit =
Cell Size I

Once your table is inserted into your document these options allow you to further
manipulate the table.

R Select > Select offers a drop down from where you can select either
the whole table, column, rows or
i view Gridlines | cells. View gridlines will display ] = Select Cell
FF Properties or hide gridlines. J  select Column
fable Properties will display the Table EH  Select Row

Properties window which is the same as the older versions
of Word.

x ﬁ é[nsert Below
fH Insert Left

]

Select Table

Delete will allow you to delete various parts of the
table and displays a menu

Drelet 1 t H 1
T ibave @msertrignt | When you click the drop % pelete Cells...
Rows & Columns = down arrow. Insert

ja"' Delete Columns

Above will insert a row
above the active row. Insert Below will insert a row
below the active row. Insert Left will insert a row to the
left of the active row and Insert Right will insert a row to
the right of the active row. The More arrow here will
display the Insert Cells window to shift cells left, right or insert a new column or row
just as it does in Excel.

= Delete Bows
%] | Delete Table

il Merge Ce Merge Cells will merge the selected cells of the table together.
& split Cells Split Cells will split the selected cells into the required number of
. columns or rows just as it did before. Split Table will split the table
E== S:’:'”ab'e where the selected cell is again just as it did before.

verge

illpszem = HE | Cell Size allows for the adjustment of cells, height and width. The
= : &E | AutoFit options works the same
i AutoFit ~ AutoFit Contents

Cell Size L]

way it does in Excel. L
E4 | AutoFit Window
B Fixed Column Width

HEE A= These options allow  [E¥H Options
= = = Text el gor | te)ét to thbe Default cell margins
e € Isplaye eltner
= = 4 Directi Margi 3 | Top: 0cm 2 Left: 019em 3
. Irection argins rlght' Ieft, mlddle | A| . | A|
Alignment Bokkom: |D om v| Right: |D.19 cm v|

etc. The Text
Direction option is also here. The Cell Margins
when clicked will display the Table Options
window.

Default cell spacing

[ allow spacing between cells

rom <]

Aukomatically resize to fit contents

2pkions

[ QK ] ’ Cancel

e  Select the text required
e  From the Insert tab, select the Table icon then Convert Text to Table
e This will invoke the Convert Text to Table dialog box
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Convert Text to Table IEIEI

Table size

Murmber of columns:

i

AutoFit behaviar

(:} AukaFit ko conkents

() AutoFit ko window
Separake bext at

{:} Paragraphs '@} Commas

(0 Tabs () other: D

[
!
(%) Fized column width:  [&uta g !
|
[
|
|

e  Enter the numbe of coloums etc

e At the bottom of the window, click in the correct option to state what separates
your text

e Click OK
Convert Tables to e  Select the table
Text e From the Contextual Table Tools tab, select the Layout tab
e Select the Convert to text button

Fo3]
B=
Convert
to Text

Convert Table To Text |E|[z|

e This will invoke the Contextual Table
to Text dialog box Separate text with

(") Paragraph marks

-

e Select the correct option for whatever
separates you text ®

e Click OK () Commas

() Other: EI

I oK ] [ Cancel
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Lesson 6: Inserting Special Characters and Graphical Objects

Learning Module Objectives

When you have e Insert Symbols and Special Characters
completed this learning | e Insert lllustrations in a Document
module you will have

seen how to:
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Topic 6A: Inserting Symbols & Special Characters

Background

Insert a Symbols

0
B
2

o

€

T

B

£
+

=

T

=
4
oo

X

€1 More Symbols..,

1%

When working with Word documents, you may wish to insert a special character like a
Trade Mark symbol or an OHM sign etc. There are many different symbols to choose

from.

From the Insert tab and the Symbols group of buttons, click the drop down

Symbol

arrow on the Symbol button
These are just a sample of symbols to choose from. Click on the one you want

If you want another symbol which is not on the list, click the More Symbols
button at the bottom of the list and you will be presented with more symbols

-

like these.
Symbol (LB oo
Symbols | Special Characters |
Font: |(normal text) [=] subset: |Lettertie Symbols [+]
Dl 8P| G|ale|c|*[%] € [No|™E] e |24 2 -
Ya|%a| Ye| Y| Y| el o || T || L <] 3|1 ] 2]|A
¥ =|/] - |¥]|eo|L|n] I ]|=]|#][=]|<[>]0
[T el [ TR =T
Recently used syrbols:

ole[z[¥[o]®m«]#|<[z]+]x[o]u]a

Ohm Sign

Character code: | 2126

[ autocorect.. | [ shortatkey... | shorteut key: 2126, k4%

If you still want more, click the drop down arrow on the Font box to reveal a
list of more symbols.

Click on the one required and click Insert

From: | Unicode (hex) :J

Insert. ] _. Cancel

P
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Insert a Special
Characters

. From the Insert tab and the Symbols group of buttons, click the drop down

Symbol
arrow on the Symbol button ~ ~  and select More Symbols button at the
bottom of the list.

o Then click the Special Characters tab and you will be presented with
Characters like these.

Gy 0 (LD i
| Symbols | Special Characters
Character: Shortout key:
-
- En Dash Chrl+Num -
Nonbreaking Hyphen CerlShift+_
-~ Optional Hyphen Crl4-
Em Space
En Space
174 Em Space A
* Nonbreaking Space Chrl4Shift+Space E
@  Copyright Alk+Chrl+C
®  Registered Al+Chrl4+R
™ Trademark Alk+Chrl+T
§  Section
1 Paragraph
Ellipsis Al+Chrl+. —
Single Opening Quote Cr+”,
y Single Closing Quote el
*  Double Opening Quote Chrls " ¥
[ Autocorrect... | [ shortaut key... |
Insert ] Cancel
v

) Click on the one required and click Insert
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Topic 6B: Inserting Illustrations in a Document

Background There are a few different illustrations you can insert into Word ranging from Pictures,
ClipArt, Shapes, SmartArt, Charts and Screenshots.

In this section we will look at inserting a picture.

With Word 2010 you can now add some really special effects to your pictures.
Pictures are just one of the Illustrations you can insert in Word. During Level 2 course
we will look at inserting other Illustrations and formatting them in depth.

Insert Graphical . From the Insert tab and the Illustrations group of buttons, click the Picture

Objects (Pictures) .
button | Picture |

. The Insert Picture dialog box will be displayed

(] Insert Picture p—— ]
o) » Libraries » Pictures » Public Pictures » Sample Pictures w | #g || Search Sampie Pictures o
Organize » New folder =i | 8
(W] Microsoft Word Pictures IiIJrary Amange b Folder =

I Favorites
B Desktop
& Downloads
3 Libraries Chrysanthemum Desert Hydrangeas Jelhyfish Koala
= Documents
o' Music — — T
! Pictures
Wice =
& Heraiisin = Lighthouse Penguins Tulips
File name: | All Pictures z
Tools = Insert || Cancel

. Browse to where you picture is located and click on it.
. Click the Insert button and your picture will be inserted into the document.
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Lesson 7: Controlling the Appearance of the Pages in a Word Document

Learning Module Objectives

When you have
completed this learning
module you will have
seen how to:

Control the Layout of a Page
Apply a Page Border and Colour
Add Watermarks

Add Headers and Footers
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Topic 7A: Control the Layout of a Page

Background

Themes

The Page Layout Tab offers features like Themes, Page Setup, Page Background,
Paragraphs and Arrange options. Each with its own group. Most of these options are
the same as in older versions of Word.

m The Themes option allows for your document to be formatted with
‘.*_'11.4] 2 different themes. These are a range of colour and borders which
e A would be applied to Headers/Footers, Graphical objects etc. The

Themes button offers a drop down.

Themes

. Aa Aa Aa Aa

. To apply a Theme, click the Theme | .wcuec Wl | oo cee | ¥ | camucs =i
=

drop down arrow and select one of Office | Adjacency  Angles Ap

the Themes on the list. S
. You can also select a range of ‘?E} _WEI f‘i_l' f_?__,ﬂ _Aa__l‘
colours in the Theme by clicking the L ey mspect T Black Tie
Colors drop down menu. = :
Aa_} Aa]_ Aa ’l AaL
Built-In o aEEmEE e e (L]~
.I_l....E Office Ci\ric! Clarity Campos’i't:- Concourse
B EEEEE Grayscale Aa 1 Aa] As }' Aa]
aEEEEEN L 1] EEaEaE moEEEn (
HOEEDEEE Adjacency Couture  Elemental Equity Essential
B NEEETE Angles Az [as ]l B ]J Aa
.Da'. .. ,ﬂ.,pex EEEEEE mmmE - EEEEEE
= Executive Flawe Foundrye Grid -

HOENENETNE spothecary
H NEEEEE Aspect
HONEEEEN Asustin
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Paragraph Tools

Page Setup Tools

»

. You may also want to change the Fonts in the | Buittin

Theme. Click the Fonts drop down menmu in Oﬂiceb .
the Themes group. Aa | Cambria r
. Lastly you may want to change the Effects to a office 2
more bevelled or embossed format. i Calibri
. Click the Effects drop down arrow and select 2] cambma
fl’0m the ||St Office Classic
- - A Arial
Built-In & Times New Foman
e’ @ @ @? Office Classic 2
- Arial
Office Adjacency Angles Apex | Aa Arial
Apothecary Aspect Auystin Black Tie
Eic ;rity Composite  Concourse
Couture Elemental Equity Essential
Exe cutive Flow Foundry ;id A d
Indent Spating Left and Right Indents affect the indent
Eleft: 0cem 4= Before: 0 pt from the left or right margin. Use the up and

=5 3 -
-

£% Right: 0 cm 2I= attern 0 pt

down arrow to change the indentation. The

Paragraph = same with Spacing. You can change the
Before and After paragraph spacing using the arrows which makes this much
easier to use.

3 Orientation = ¥= Breaks = Here we have options to set Margins, change
13 Size - 9 Line numbers - | the Orientation, Sie (paper), Column, Line
MO = mns - b8 Hyphenation - | Breaks, Line Number and Hyphenation.
Page Setup L]

The Margin options offers a list of pre-defined margin settings butthese can be
customised by selecting the bottom option.

Normal The Orientation button simply offers Portrait or
Top: 254cm  Bottom: 2.54 am Landscape.

Left: 254 cm  Right: 254 cm

Nariow The Size options gives one option of More paper
Tap: 1.27em  Bottom: 1.27 am . . . . .
teft.  127em Right: 127m || sizes on the first click but when you click this

Hoderat option you are then presented with the old Page

Top: 254cm  Bottom: 2.54 am Setup window which offers more Options.
Left: 1.91em  Right:  1.91 cm

Wide The Columns button will split your selected text
Top: 2,54« Bottom: 2,54 ¢ i H
e Siaem Rune saaan | into two or more columns. Works the same way it

did previously.

Mirrored
Tap: 254cm  Bottom: 2.54 cm
Inside: 318 cm Outside: 254 cm

Custom Margins...
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Topic 7B: Apply a Page Border and Colour

Background

Apply a Page
Border

Page Border displays old Borders and Shading window. Most of the options here
have not changed with the exception of the Shading tab which now offers gradient fills.

Page Color allows the colour of the background to be changed to either a tint or a solid
colour. Using this option colours the background when the document is viewed on the
screen and does not print with this colour in the background. Useful if you are fed up
looking at a plain white background. A soft colour is a bit easier on the eyes.

e From the Page Layout tab and the Page Background group of buttons, click the

L

Page
Page Borders button Berders

e You will see the Borders and Shading dialog box with the Page Border tab

selected.

| Borders and Shading — o | |~
| Borders Page Border Shading
Setting: Style: Preview
[ Click. on diagram below or use
Hone = buttans ta apply borders -~
e ——— -
_____________ ki
@ Shadow e
il 3
D Color d.
2 Automatic El
width: )
.é.. Custom 1 pt
Apply ta:
i8] Whole document |z|
{none)
Options, .,
-
Horizonkal Ling. .. Cancel

e In the Settings section, select whether you want a Box, Shadow, 3-D or Custom

border.

¢ In the Style section, select a style. In the Preview section you will see what the

results of your choices will look like.

e Click OK when you are happy with the results.
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Apply a Page
Colour

To remove a page
colour

e From the Page Layout tab and the Page Background group of buttons, click the
Page
Page Color button “°'°"" drop down arrow.
e You will a range of colour options to select from. Rest your mouse over one of
the colours to see a preview of what the colour would look like. When you are

happy with the colour, click in the coloured square and the colour will be applied
to each page.

Theme Colors

I“ %
CARNRRERNE

Standard Colors

HE EEEENR
Mo Calar J
Mare Colors,.,
Eill Effects...
e In the More Colours section, select whether a standard colour set or a custom
colour set.
¢ In the Fill Effects section, for one of the effects like the ones below.
Fill Effects |2 ]
[Gradent || Textwe | Pattern | picture |
Colors
Ope color
Twao colors
Preget
Transparency
From: «
To:
Shading styles Variants
Horigontal [ |
e L
oogosiin —
Diagonal down | P Soee: \
Eroemn cormer -
From center _ \
Rot
' e |
e Click OK

From the Page Layout tab and the Page Background group of buttons, click the No
colour button from the drop down arrow.
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Add Watermarks
Printed Watermark §|@

() o watermark.
O Picture watermark

(@) [Text watermark!

Language: | Engish (UK.) vk
r Teut; ASAP ~
[Eonik: Times New Roman v
Size: Auto w
Color: v | [¥] Semitransparent
Layout: (%) piagonal (O Horizontal
Loy J[_ox J[ coel ]

/

Topic 7C: Add Watermarks

Background

Adding a Text
Watermark

Remove a
Watermark

When you don’t want anyone copying or reprinting your materials or you just want to
send a draft document, you can add a Printed Watermark in pre-defined formats. This
can be words or a picture. Once the Watermark is inserted it will appear on every
existing page and each additional page you add.

In earlier versions of Word these had to be placed into the Header or using WordArt or
a Text Box. Having pre-defined options makes it much easier to use. These predefined
options live in the Building Blocks Organiser in Word 2010.

From the Page Layout tab and the Page Background group of buttons, click the

4]

\Watermarl

k
- drop down arrow.
You will see a list of Watermarks to choose from.

Watermark button

Confidential -
COMFIDERTISL 1 COMFIDERTIAL 2 DO MOTCOPY L
Do MOT COPY 2 -
lg) Morewatermarks from Office.cam 3

Custom Watermark..,

_:_‘ Remowe Watermark

To use one of these Watermarks, click the square required and the watermark will
appear on each page in your document.

From the Page Layout tab and the Page Background group of buttons, click the

A

Watermark

Watermark button - drop down arrow

%
Select Remove Watermark =« BemoveWatermark onq the watermark will be
deleted from your document.
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Adding a Custom
Text Watermark

From the Page Layout tab and the Page Background group of buttons, click the

B

Watermark

Watermark button - drop down arrow

Custom Watermark...  6.0m the hottom of the

Select Custom Watermark A
options

This will invoke the Printed Watermark dialog box.

®

() Picture wakermark

() Teyk watermark

Cancel

By default, the No watermark option is selected.

Click the Text Watermark radio button and the bottom of the window will be
available

of :
Language: |Enalish (U.K.) w
Texk: ASaP w
Fonk: Times Mew Roman w
Size: Auka b
Color: b Semitransparent

Layout: (#) Diagonal () Horizontal

[ Apply ]I Ok l[ Cancel ]

In the Language option, select the language required from the drop down arrow
In the Text option, type your own text in the box.

Or to select from default text like Confidential, Do Not Copy, Draft, click the
drop down arrow and make your selection.

In the Font section, click the drop down arrow to change the font required.
In the Size section, click the drop down arrow to change the size required.
In the Color section click the drop down arrow to change the colour required.

Ensure the Semitransparent tick box is ticked if you want the watermark to be
non intrusive

In the Layout section, select from Diagonal or Horizontal
Click Apply to see the effect the watermark has on your document
Click OK and your Watermark will be visible on every page in your document
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Adding a Picture
Watermark

From the Page Layout tab and the Page Background group of buttons, click the

4]

Watermarl

Watermark button - drop down arrow

Custom Watermark...

Select Custom Watermark A from the bottom of the

options
This will invoke the Printed Watermark dialog box.

Click the Picture Watermark radio button and the bottom of the window will be
available

Printed Watermark

(") Wo watermark

@i
Seleck Picture. ..

Scale: Auto v Washout

Click Select Picture and browse to the picture required then click the Insert
button

From the Scale option, click the drop down arrow and make your selection from
Auto or 500% to 50% depending on how large you want the picture to be.

Click the Washout tick box if you want your picture to look semitransparent.
Click Apply to see the effect the watermark has on your document
Click OK and your Watermark will be visible on every page in your document
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e Headers appear at the top
of a page

e Footers appear at the ‘ ‘
bottom .

e Building Blocks hold a
range of Headers &
Footers

Insert Headers and Footers \

/

Topic 7D: Add Headers and Footers

Background

To Insert a
Header or Footer

When you produce a Word document you may wish to include Headers at the top of
each page and/or Footers at the bottom of each page. These are useful for specific
information like Page Numbers as an example. You can add any information you wish
to your Headers and Footers by typing in what you require. Once the Headers and
Footers are there, you will have a Contextual tab with which to manipulate them.

5 3

eade ooter

e  From the Insert tab, click HeaderH o or Footer button e

e Alist of pre-defined Headers or Footers will be displayed. (The illustration below
shows just some of the options offered)

Built-In -

Blank

Blank (Three Columns)

e tel] [Type o [Type test]

Alphabet

[Type the document tite]

Click the one require
You will see your screen split to display the Header or Footer area

o) -0 @ e
3 =T =

Aeterenaes
o 1S o
om (135 cm 3 |

[Typetent]

Head

e You will also be given a Contextual Tab called Header & Footer Tools to
manipulate your Header or Footer

e If you select a Header or Footer with [Type text] you must type some text into the
square brackets or the words Type Text will appear on your header

e  Click the Close Header and Footer button when you are finsihed.
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Insert a Page
Number

To Insert a
Header or Footer

Page Number offers a drop down list of places

. Top of Page 3
you can place the numbers and also an options to
format the page number or remove the page Battom of Page 4
numbers. Click the Page Number button and Page Margins b
decide which one you like and click on it.
Current Position 4

Format Page Numbers...

PR DD

Bemove Page Numbers

=

=

Header ooter

e  From the Insert tab, click Header -  or Footer button o
e A list of pre-defined Headers or Footers will be displayed.
below shows just some of the options offered)

(The illustration

Built-In -

Blank

[Type lexi]

Blank (Three Columns)

[Type lexi] IType et [Type iexd]

| Alphabet

[Type the document title]

e  Click the one require
e You will see your screen split to display the Header or Footer area

Hheades & Footer Toak

AN EROET L

Page Layout

Y Home  Inien References  Mailingi  Review Devtloper  Acrobat Design

18m
125em 3

5, e

Fird Page

[Type text]

Hesder

e You will also be given a Contextual Tab called Header & Footer Tools to
manipulate your Header or Footer

e If you select a Header or Footer with [Type text] you must type some text into
the square brackets or the words Type Text will appear on your header

e  Click the Close Header and Footer button when you are finsihed.
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Lesson 8: Proofreading a Word Document

Learning Module Objectives

When you have e  Check Spelling and Grammar
completed this learning e Use the Thesaurus
module you will have e Customise the AutoCorrect Options

seen how to:
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Review Tab assists with these
options

~

Check Spelling and Grammar

Iy g, Research (-

(@'_)Thesaurus @
Spelling &

at 1o HEC
Grammar % Translate  jag)

Proofing /

Topic 8A: Check Spelling and Grammar

Background

Proofing

To immediately
correct a word
you have miss-
spelt

Word 2010 will display incorrectly spelt words as underlined in red. You can run the
spell checker program at any time by clicking on the Spelling icon in the Review Tab
(or pressing F7). You can also check the grammar used within your document.

The Review Tab offers Proofing, Comments, Tracking Changes, Compare and Protect
document options.

i mesearch (%~ The Proofing group of button like Spelling & Grammar

S Thesaurus 8% work exactly as they did in previous versions of Word.
Spelling & ., _ . s Just click the button to start the check. This version also
Grammar & TS wadl g nnorts  the  right-click  spell check.  Research,

Proofing Thesaurus and Translate again all work the same way.

TIP: If you enter an incorrectly spelt word and wish simple
to correct i_mm_ediately, ?hen as soon as the red —
underlining is displayed, right click on the word and )
a pop-up dialog box will be displayed suggesting smile
alternative, correctly spelt words. ample
Ignore
In the example below, “sample” was incorrectly Ignore All
entered as “smple” Add to Dictionary
AutoCorrect 3
Language 4
’? Spelling...
g | Lookup.
[ | Paste Cells
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To Spell Check e Click at the beginning of your document
your document e From the Review Tab click the Spelling & Grammar button or press F7

e  This will invoke the Spelling and Grammar dialog box

Spelling and Grammar: English (U.K.)

Werb Form;
These menus were good in their day butnow Word 2007 A Ignore Once
can do so muchmeore, Microsoft wanted a way of
enablingusers to quickly and visually find commands Ignore Rule
required to complete their tasks, hence the Eibbonwas

bom. Mext Senkence

Suggestions:

completing

Change

Explain. ..

Dictionary language:  |Enaglish (LK) W

Check grammar

[ options. .. ] [ Undo ] Close

o  Word will select the text to be changed
e A Suggestions box below the sample text will suggest new words

e To accept the change, click on the suggested word and then click the Change
button

e To ignore the rule either click Ignore Once to ignore just this instance of the word
or Ignore Rule to ignore all instances of the word

You can select one of the following actions: These options will differ depending on the type of error

Word encounters.

Ignore Leaves the word as it is.
Ignore All Will not change any further occurrences of the word.
Add Adds the word to the dictionary.
Ch Will change the word to the suggested word, or the word you type, in the Not
ange In Dictionary text box.
Chanee All Will change all further occurrences of the word to the suggested word, or the
g word you type in Not in Dictionary text box.
Enables the AutoCorrect feature for any further occurrences of the selected
AutoCorrect
word.
Cancel Exits the spell check.
Undo Will undo the previous correction.
Sugoestions A list of suggested corrections from which you can choose a word to replace
uge the currently selected word.
Options Enables you to change the Spell Checking options.
Delete Deletes a duplicated occurrence of a word, e.g. if you type “the the”, selecting

delete will remove one of them.

Next Sentence

Goes to the next sentence where there is a spelling mistake

Explain

Goes to Help to assist with the explanation of what could be wrong
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To change the spell
checking options

e From the File tab select Options then the Proofing option

Weed Optiors - [Ep——
Genen .
J’ Change how Word corrects and formats your text.
play
Proofing AutoCorect options

o d Change how Word comects and formats tet a5 you type: AutoComed Optiond..,

When cosrecting spelling in Microsoft Office programs

¥ Flag repeated wards

Enforcg acoented uppercase in French
Suggest from main dictionary only

Custom Dictionaries..
French modes: | Traditional and new spellings =]

Spandsh modes: | Tuteo verb foms ondy

When correcting spelling and grammas in Waord

¥ Check spelling a3 you bype
Use coptestual spelling
Mk Qrammar £Tor 33 yOu type

o

Check grammar with spefing
Show readabllity statistics

Wiriting Style: | Grammar Ondy | v | | SeMingt.

Recheck Document

Exceptions for: | 1] Word 2010 Level 1 =]

Hide gpelling errors n this document only
Hide arsmmar e in iy dnoment anks

ok | | cancel

e  Select the necessary options from the sections

Some of the main options are listed below:

Check spelling as you
type

Checks spelling automatically and marks errors as you type.

Suggest from main
dictionary only

Spelling suggestions from the Main dictionary only will be displayed.

Ignore words in
UPPERCASE

Select the check box to ignore words in uppercase.

Ignore words that
contain numbers

Select the check box to ignore words which contain numbers.

Ignore internet and file
addresses

Select this box if you want Word to automatically ignore internet addresses,
file names, and electronic mail addresses during a spelling check.

Check Grammar

Click at the beginning of your document
From the Review Tab click the Spelling & Grammar button or press F7
This will invoke the Spelling and Grammar dialog box

Check grammar

Close

l Options. .. ] [ Unda ]

Ensure the Check grammar box has a tick
Grammatical errors will be displayed with a green underline
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/ Use the Thesaurus : \

Search for:
During E
Thesaurus: English (LK.} v
e The Thesaurus Review Tab, = =
can be used tO Thesaurus = Thesaurus: English (LK) ~#
lOOk llp SynOIlymS = throughout (prep.)
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Topic 8B: Use the Thesaurus

To use the
Thesaurus

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

e From the Review tab select the Thesaurus button Thesaurus

e OR press Shift+F7, to display the Thesaurus dialog box.

e A list of suggested synonyms will be displayed

e If none of these suggestions are [throughout ~
adequate, click the drop down =
arrow next to the suggestion all the way through | = Insert

e You will be prompted to either rght through 3 Copy
Insert, Copy or Look Up rightthe way throug @l Look Up
another suggestion from the ', . _ =

word
e To close the window, click the cross at the top right hand side.

e If the search does not find what you are looking for, under the Can’t find it
section, click on All Reference Books or All Research Sites
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Customise AutoCorrect Options
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Topic 8C: Customise AutoCorrect Options
Customise e  From the File tab select Options button
AutoCorrect Th | he Proofi .
Options o en select the Proofing option
e  This will invoke the AutoCorrect dialog box
[ AutoCorrect: English (UK) >
AutoComect | MathAutoCorrect |  AutoFormat As You Type
/| Show AutoCorrect Options buttons
[V] Correct TWo INitial CApitals | Exceptions...
[¥] Capitalize first letter of sentences
| |¥] Capitalize First letter of table cells
V| Capitalize names of days
|¥] Correct accidental usage of cAPS LOCK key
i [¥] Replace text as you type
i Replace: With: @) Plain text Formatted text
‘ |
I T -
‘ (e) €
) ®
‘ [(tm) ™
z 5 L
|
!_ [V] Automatically use suggestions from the speling checker
‘ OK | Cancel |
. | J
¢ Inthe Replace box, enter the wrong version of the word.
e In the With box, enter the correct version of the word.
e Click the Add button to add the word to the computers memory.
e Click OK




