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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:

Q Lesson 1: Managing Lists
Topic 1A: Sort a List
Topic 1B: Renumber a List
Topic 1C: Customize a List

Q Lesson 2: Customizing Tables and Charts
Topic 2A: Sort Table Data
Topic 2B: Control Cell Layout
Topic 2C: Perform Calculations in a Table
Topic 2D: Create Charts

O Lesson 3: Creating Customized Formats with Styles and Themes
Topic 3A: Create or Modify a Text Style
Topic 3B: Create a Custom List or Table Style
Topic 3C: Apply Default and Customized Document Themes

Q Lesson 4: Modifying Pictures
Topic 4A: Resize a Picture
Topic 4B: Adjust the Picture Appearance Settings
Topic 4C: Wrap Text Around a Picture
Topic 4D: Insert and Format Screenshots in a Document

QO Lesson 5: Creating Customized Graphic Elements
Topic 5A: Create Text Boxes and Pull Quotes
Topic 5B: Draw Shapes
Topic 5C: Add WordArt and Other Special Effects to Text
Topic 5D: Create Complex lllustrations with SmartArt

O Lesson 6: Inserting Content Using Quick Parts
Topic 6A: Insert Building Blocks

Topic 6B: Create Building Blocks
Topic 6C: Modify Building Blocks
Topic 6D: Insert Fields Using Quick Parts

O Lesson 7: Controlling Text Flow
Topic 7A: Control Paragraph Flow
Topic 7B: Insert Section Breaks
Topic 7C: Insert Columns
Topic 7D: Link Text Boxes to Control Text Flow

O Lesson 8: Using Templates to Automate Document Creation
Topic 8A: Create a Document Based on a Template
Topic 8B: Create a Template

O Lesson 9: Automating the Mail Merge
Topic 9A: Use the Mail Merge Feature
Topic 9B: Merge Envelopes and Labels
Topic 9C: Create a Data Source Using Word

Q Lesson 10: Using Macros to Automate Tasks
Topic 10A: Automate Tasks Using Macros
Topic 10B: Create a Macro

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: Managing Lists

Learning Module Objectives

When you have e Sorta List
completed this learning e Renumber a List
module you will have e Customize a List

seen how to:
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/ Managing Lists \

e A List can be a Bulleted pr——— A
=T | B

None 2 il
a 3 3

e A Numbered List

I A AL -

List Library 1 B Bullet Library

e You can Sorta List in G5 T | @ [0 = &
Ascending or Descending > TS |
3
Orde r “° Aticle |. Headi | | 1 Heading 1 —
— > Section 1011 |11 Heading 2 - )
'EE i %E + 13?‘_'“'5? §§. %i || 1T | - (6) Heading 3- | | 111 Heading (LS CE DR

N /

Topic 1A: Sorta List

Background In Word lists of data can come in a couple of options. Bulleted Lists or Numbered
Lists. Once you have a list of data, you can sort the list in A-Z or Z-A order. When
you want to manage that list you can Sort, A-Z or Z-A or you can Customise a List.
Sortalistin A-Z or e  Select the text which makes up your list
Z-A Order 71
e From the Paragraph group of buttons, select the A-Z button

e You will see the Sort Text dialog box
o Depending on whether your data is text, numbers or a date the Type box will

display the default options. If you wish to change this, click the drop down arrow.
e If your list has a Header Row, in the My list has section, you will see the correct

option.

Sort Text ? =

Sort by
@ Ascending

Paragraphs Type:  Text =

E E' Descending

Then by
Type: [Toxt 9) Ascending
Descending

Then by
Type: [Toxt @) Ascending
Descending

Iy list has
Header row @) Mo header row

e Select Ascending or Descending and click OK
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/ Renumber a List \

e When you have a numbered ———=

list you might want to | o

change the numbering | ) e
e You can renumber a list ! : b =

with a couple of clicks of — — =

the mouse ot

Sorting language

English (UK.} 3

Topic 1B: Renumber a List

Background .Once you have numbered your list, you may want to change the numbering. This can
be done with a couple of clicks of the mouse.

Select the data in the list and click the Numbers button drop down arrow
You will see the Set Numbering Value dialog box
Sort Cptions l ? i:hl

Separate figlds at

Renumber a List —
Set Numbering
Value

@ Tabs!
Commas

Other: -

Sort options
=] Sort column only
Case sensitive

Sorting language

English {LLE.) E

1.
e If you want to start a new list, click on the Start new list option

e If you want to continue from a previous list, click the Continue from previous
list option

e If you want to set the start value to, enter a number in the Set value to box and
click OK
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/ Customise a List e '**\

Mumber farmat

e Define a new Number Style T
e Define a new Number |
format E

Preview

e See a preview of what the :
customisation will look like :

Topic 1C: Customise a List

Background e  Customising a numbered list is very similar to customising a bulleted list. In this

section we will see how to do both.
Customise a List — e Select the data in the list and click the Numbers button N
Change List level drop down arrow

a.
e Select the Change list level option and select an option _
from the list '
1
a.

Customise a List - e Select the data in the list and click the . "~ |9 e
Define New Numbers button drop down arrow

Nurmber Format

Number Format .
e Select the Define new number format Number style:

option and select an option from the list hES - [2] ommEont]
Mumber Format:
e Select the Number style drop down arrow E |
Alignment:
and choose a number style L B

Humber style:

Previgw

a, byo, 3
Lst, 2nd, 3rd ... h~

e Select the correct alignment from the
Alignment drop down arrow

ok i | Cancel
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Customise a List — e Click the Define New Bullet option from the LRSI
Define New Bullet Bullets button drop down list Bullt character
I Symbal... ][ Picture... ][ Font... ]
e You can choose a new Symbol for the Bullet by | aigen:
selecting the Symbol button or a Picture from the

Picture button. If you want to change the font, |™="
click the Font btton

u] < ol f v
ME= > |0 ==
R[S R |9 |® @|T|n|u|D
v @@ ™| V] - || A | searchiet: I
ol (|®@™ || (||| \|T||Cncude content from offics onine
o [T D]
Recently used symbols: = ™
- x
2|« |ema|£]€|¥[o]c
Symbol: 163 Character code; 150
Font | Character Spacing
+ |
] Eont: Font style: Siee:
Symbol
Shruti A [Regular 8 ~
" Snap [TC | [teatic 3 S
Stencl Bold 10
SylFaen | |Bold Ttalic 11
—] Symbl 12 A
Import. . oK [ Font color: Underline style: Underline color:
[ moColr v v| [ mocoor v
Effects
[E] strikethrouah [ shiadow
[E] Double strikethrough  [5] Qutline =] all caps
[] Superscript [E] Emboss [¥] Hidden
[ Subscript [F] Engrave

Previeu

e Click OK through the windows ]

Momentarily stop a e  Press the Shft + Enter key on the keyboard
bulleted list e This will stop the bullets

e  Press Enter when you want the bullets to continue
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Lesson 2: Customising Tables and Charts

Learning Module Objectives

Sort Table Data

Control Cell Layout

Perform Calculations in a Table
Create Charts

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

o

A
Allr Numbering Library 2
e AListcan be aBulleted 1 1 » Sort
LISt B i 3 £
- I. A Al -
® A Numbered LISt =iy ::I B Bullet Library
L n e || @ | O || m | | el
e Youcan SortalListin S | ee—h
Ascending or Descending >V
L3 Article | Headi || 1 Heading 1 =
Orde e || e

Sort Table Data \

Topic 2A: Sort Table Data

Background

Sort Table Data

When you have a your data in a table you can also sort the data within on up to 3
levels. If you data has a Heading (Header) row then Word will use this options in the
Sort by window. If your data has no Header row then Word will use the column
number.

Learning how to control the cell layout is also important as is how you perform
calculations in a Table. It is important to note that when once you have a calculation in
your table, if you change any of the figures which make up the table, the answer does
not recalculate like it does in Excel.

e InPrint Layout view click the small cross you see at the top left of the table H
e From the Table Tools contextual tab Layout click the Data Group
e  Make your selection from the Sort box and click OK

Sort &I—J
Sort by
Column 1 IZ| Type: | Text |Z| @ ascending
Using: |Paragraphs |Z| _) Descending
Then by
|Z| Type: | Text IZ| @ Ascending
Using: |Paragraphs |Z| _) Descending
Then by
e e 3) Ascending
Using: |Paragraphs Descending
My list has
Header raw (@) Mo header row I
le [ OK ] I Cancel J

e If you wish to state how the fields are separated, click the Options button and
select from the window. Click OK and click OK again.

Sort Opticns @‘é]

Separate fields at

7) Other: |-

Sort options
& sort column only

[ Case sensitive

Sorting language

English {United Kingdom) E

=
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Sort a single
column

Select the column in the table you wish to sort

2l

From the Table Tools contextual tab Layout click the A-Z button sert
Make your selection from the Sort box and click OK

Sort 2 [
Sort by
Column 1 |z| Type: |Mumber |z| @ Ascending
Using: |Paragraphs o T
Then by
[=] Tvpe: |Text [r] @ Ascending
Using: |Paragraphs |z| o EEEEE
Then by
Type: |Text @ Ascending
Using: |Paragraphs B
My list has
() Header row (@ No header row

Select either Header row or No header row

Click OK
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-

Control Cell Layout

e Merge Cells Split Cells (2 S |

° Spllt Ce”S Number of columns: |2 =
Mumber of rows: 1 =

e Change text direction R

e Change Cell Margins ok | [ Cancel

/

Topic 2B: Control Cell Layout

Background Once you have cells in your table you can do thing like Merge the Cells together,
change the orientation of the text etc.
Merge cells e  Select the cells to be merged
e From the Table Tools contextual tab, select Layout
=
e From the Merge group of buttons, select Merge Cells "
e The cells will now be merged into one big cell
Split Cells e  Select the cell to be split
e From the Table Tools contextual tab, select Layout
=
e  From the Merge group of buttons, select Split Cells
split Cells (B |
Mumber of columns: |2 =
Mumber of rows: 1 o
[ CK l | Cancel |
e Decide how many columns and rows you require and click OK
e  The cells will now be split
Text Direction e  Select the cell(s) you wish to change the text direction of
e Fromthe Table Tools contextual tab, select Layout
A=
e Fromthe Alignment group of buttons, select Text Direction ornecion
e Your text will go through a toggle sequence
Invoices T 5 S =
Amounts 328 o B
ro c - 0 = (U
per 538553
wn 0=
Quarter % 7 S o 9‘
= =< a
TOTALS
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Cell Margins e  Select the cell(s) you wish to change the text margins for
e From the Table Tools contextual tab, select Layout

e From the Alignment group of buttons, select Cell Margins i
e The Table Options dialog box will be displayed
'Table Options lilﬂ_hj‘

Default cell margins

Top: 0cm Left: |0.19cm

Ak (4]
Ak (4]

Bottom: |Ocm Right: |0.19cm
Default cell spacing

[ Allow spading between cells
Options

Automatically resize to fit contents

o [ o

e

e Select Top, Bottom, Left, Right margins

e If you want to change the default spacing between the cells, click the Allow
spacing between cells tick box and enter a number

e Click OK

| || || ||
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o

Perform Calculations in a Table

e Think of your table like a el ot
spreadsheet Eormula:
=SUM{ABQVE)
e Use a formula to calculate Number format:
ABOVE, LEFT, RIGHT [=]
Paste function: Paste bookmark
e Totals do not adjust if you =]
change the values s

Topic 2C: Performing Calculations in a Table

Background

To SUM a column

To AVERAGE,
MAX, MIN

Calculate range of
cells

You can have our table columns add up ABOVE, LEFT OR RIGHT depending on
what you want to calculate. Just think of the data like an Excel spreadsheet and use a
formula =sum(ABOVE) or =SUM(LEFT) or =sum(RIGHT). You can use SUM,
AVERAGE, MINIMUM, MAXIMUM etc. SUM is the default.

YOU MUST REMEMBER THAT IF YOU CHANGE THE VALUES THE
FORMULA DOES NOT RECALCULATE LIKE EXCEL. You much right click
the total and select Update Field.
Select the cell at the bottom, left or right of the column to be summed

From the Table Tools contextual tab, select Layout.

From the Data group of buttons, select Formula [Ferm!=

The Formula dialog box will be
displayed

If Word can guess which formula
you wish to use it will suggest this
in the formula box.

It you try to sum right it will
probably not be able to guess. In
this case you will need to enter the
formula yourself by typing it in the
Formula box.

S

Formula @Iéj
Formula:
=SLIM{ABOVE)
MNumber format:
Paste function: Paste bookmark:

]I Cancel ‘

From the Number format box, click the drop down arrow and select the

formatting required. /Click OK.

Select the cell at the bottom, left or right of the column to be summed.
From the Table Tools contextual tab, select Layout .

From the Data group of buttons, select Formula [Formu!a

The Formula dialog box will be
displayed

If Word can guess which formula
you wish to use it will suggest this in
the formula box. For AVERAGE,
delete the word SUM with
AVERAGE, MIN or MAX.

In the Formula box, enter the formula you wish i.e. =sum(A1:A4).

JSe

F |
Formula @I_z_hj
Formula:
=AVERAGE(LEFT)
Mumber format:
Paste function: Paste bookmark:

A
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/ Create Charts \
e Charts can be created in 100
Word which look just like a0 ]
Excel charts
604 O East
e Uses Excel technology to a0 8 West
produce the chart o O North
ol

o

1stQtr Znd Qtr 3rd Qtr &th Qtr /

Topic 2D: Create Charts

Background

Create a Chart in

Word

Charts can be created in Word which look just like Excel Charts. It actually uses Excel
technology to create and manipulate the chart.

Click in your document where you want the chart to appear
From the Insert tab and the Ilustrations group of buttons, click the Chart

Chart

button.
e Select the type of chart required.
e You will see the basis of the chart whereby you will see Excel on one side of the
window (right side here) and Word on the other side of the window (left side
here).

e Inthe Excel side overtype the Labels and Values you wish to use for your chart
e You will see the chart changing.

e  Close the Excel side and you will be returned to Word with your chart.
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Lesson 3: Creating Customised Formats with Styles & Themes

Learning Module Objectives

When you have e Create or Modify a Text Style
completed this learning | o Create a Custom List or Table Style
module you will have o  Apply Default and Customized Document Themes

seen how to:
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<
X

Styles
Heading 7

Create or Modify a Text Style \

.
Heading 8
1. Lease Numbering
- Legltumbenng AaBhCeDd AaBbCDd AaBD( AaBbCcl AaBbCDd AaBbCcl aaBbcend A QBL | aasbcene
miﬂ 3 THeadingl THeading2 Heading3 THeading4 THeading5 THeadingé THeading7 T Heading& | 1 Mormal
Topic Heading 7
AsBbCeDd AaBbCeD¢ AaBbCeD AaBhb( AaBbCcl 4a8:CcDe AaBbCcDe AaBbCeD:  AaBbCeDe
nt T Strong TMo Spaci.. Heading @ Title Subtitle Subtle Em...  Emphasis Intense E... Quote
Objective " A4aBbCeD. ASBECCDI AABBCCD AABBCCD AaBbCcDe
s : Intense Q.. Subtle Ref.. IntenseR.. BookTitle TList Para..
! bl Save Selection as a New Quick Style...

22 Clear Formatting

{1‘}_, Apply Styles...

'/

Topic 3A: Create or Modify a Text Style

Background When Word is first installed there is a selection of Styles to choose from. These range
from Heading 1, Heading 2, etc. to styles which are a little fancier. You can create
your own styles if you wish. You can also change the default style in Word to
something other than the new default format of Calibri size 11. If you use the Styles
window (above left) it will stay on your screen until you disable it which will allow
you to use the styles within when required.

Create a New Style e Enter some text and format it with the required formatting.

e Select the text and from the Home tab and the Styles group of buttons, click the
More arrow at the end of the Styles box.

e Select Save Selection as New Quick Style .

e The Create New Style for Formatting dialog box will be displayed.

Create Mew Style from Formatting |i|-£_§-J
Marne:
Style1

Faragraph style preview:

e Stylel

[ ok || Modfy.. | [ Cancel

e  Give your style a title in the Name box and click OK.

Apply a Style e  Select the text you wish to apply the style to.
e From the Styles box, click on a relevant style.

Change the Default e  Open the Styles window and select the Normal drop down arrow.
Style in Word e Select Modify and make the changes to the font and size.

e Click OK.

e  This will change the Normal Global Template.
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Modify a Style e  Click the More arrow at the bottom corner of the Styles group of buttons.
Styles v x
Objective e
Strong a
t T
e You will then see the Styles window. Topic Heading Bl

e Click the drop down arrow at the right
hand side of the Style you wish to Topic Heading E]J
mOdIfy and select MOdIfy Update Tepic Heading to Match Selection
e You will see the Modify Styles [|%4 Modify..
window. Select All 13 Instance(s)
Modify Style 0 ] Clear Fermatting of 13 Instance(s)
P;:h i Delete Topic Heading...
- e = Add to Quick Style Gallery
Sty for folowing paragraph: | ¥ ¢
s 2B 7 U . Make your changes in the
=== |E- |=ul=: relevant sections and click OK.
S . If you wish to make more

Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

changes to the font than is shown on the
buttons, click the Format button.

. Make the changes and click OK.

‘Sample Text Sample Text Sampls Text Sample Text Sample Text Sample Text Sample
Text Sample Text

Font: (Default) Arial Unicode MS, 12 pt, Space Before: Auto, After: Auto, Based on: Normal

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




20 Microsoft Office Word 2010 Level 2

/ Create a Custom List or Table Style \
Create New Building Block l@ LX)
You can make a custom list out 2” :Y;E“'Tﬂh'ﬁ N
of any formatted text: ey [ o]
e Select the text esarpion: |
e Save Selection to Quick Soveim: [euldingSoces l
Parts Ga”ery Options: Insert content only
I

N /

Topic 3B: Create a Custom List or Table Style

Create a Custom You can create various different customised items like Headers and Footers, Cover
List or Table Style Pages etc. and store them in the Building Blocks Organiser. Here we will create a
new table style.

o Create a table and format it the way you wish.

e Click the small cross at the top left of the table to select the whole table.

e From the Insert tab and the Text group of buttons, select Quick Parts.

e  From the drop down list, choose, Save Selection to Quick Parts Gallery.
e You will see the Create New Building Block window.

Create Mew Building Block [iléj
Mame: My New Table
Gallery: Tables E|
Category: Built-In E|

My fancy table

Description:
Save in: Building Blocks E|
Options: Insert content only E|
0K Cancel
| [ ) [ama |

¢ Inthe Name section, enter a title for your new table.
e Inthe Gallery section, click the drop down arrow and select Tables.
e Inthe Description box, enter a description for your table and click OK.
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/ Apply Default and Customised Document Themes \

o

Select the text
Save Selection to Quick
Parts Gallery

You can make a custom list out
of any formatted text:

/

Topic 3C: Apply Default and Customised Document Themes

Apply Default and
Customised
Document
Themes

= Fonts =

E Colars =

Themes

- [O]Efrects -

Themes

The Themes option allows for your document to be formatted with
different themes. These are a range of colour and borders which
would be applied to Headers/Footers etc. The Themes button offers

a drop down.

Click the Themes drop down arrow and select from one of the Themes

Custom

Aa

ol

Corporate...
Built-In
Built-In

W [ O] [ [
| (mml ] ]

| DN

L ]
EONEEEEN

(O

W]
ECONEEEEN

{ EOEEEEEE

EOR NN
e ]

{ IO

ECONENEEN
EONENEET™

Office
Grayscale
Apex
Aspect
Civic
Concourse
Equity
Flow
Foundry
Median
Metro
Module
Cpulent

Built-In

-

o If you want to change the colours the theme
uses, click the Colors button

o If you want to change the Fonts, click the
Fonts button and select one of the other fonts

| v

BRSO

EON NN
([ [l ] ]

Office

Aa

Calibri

L]
(Wl ]

Office 2

Aa

ECNEEEE

EEEEN.

Aa Arial

Create Mew

Arial
Avrial

Aa

Calibri

Carabria

Cambria

Office Classic

Titnes Mew Roman

Office Classic 2
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Lesson 4: Modifying Pictures

Learning Module Objectives

Resize a Picture

Adjust Picture Appearance Settings

Wrap Text Around a Picture

Insert and Format Screenshots in a Document

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

Resize a Picture

|| Height: 3.57 em 3
od Width: (476 em

Size |

Topic 4A: Resize a Picture

Background

Resize a Picture

Select the Picture.

Select the height and width required.

Tab.
e Here you can adjust the Scaling too.

Format Picture ‘

Pictures, when inserted into your document, can be resized, have the appearance
settings altered and change the way your text wraps around the picture.

From the Format contextual tab and the Size group of buttons.

For more options, right click the picture and select Format Picture then the Size

el

Colors and Lines

| Layout | Picture | TextBox | Alt Text |

Height
@ Absolute |11.75am =
Relative
Width
@ Absolute |15.86¢cm [
Relative <
Rotate
Rotation: o°
Scale
Height: 58 % —
Lock aspect ratio
Relative to original picture size
Criginal size
Height: 20.32cm

relative to  |Page

relative to  |Page

Width: 58 % =

Width: 27.09 cm

Reset
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o

|| Height: 3.57 em
o, Width: |4.76 cm

Size

Adjust the Picture Appearance \

pEvTE———

-

-

F]

Topic 4B: Adjust the Picture Appearance

Background

Adjust the Picture
Appearance
Settings

If you have a picture to include in your Word document and it is needs a little
alteration then you can change from Brightness or Contrast. You should be able to
see the result of your choices using AutoPreview when you rest your mouse over the
options from the Brightness or Contrast drop down arrows.

Select the picture and from the Format
contextual tab, and the Adjust group of
buttons

To change the Brightness click the drop % Recolor -
down arrow and select the required level

ix Brightness ﬁ Compress Pictures
(B Contrast - QE Reset Picture

Adjust

To adjust the contrast, click the Contrast drop down arrow and select a suitable
contrast

If you wish to recolor the picture, click the drop down arrow and select from the
options given

Automatic
Grayscale

Elack and White

ki i i

Washout

£

Set Transparent Color
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Wrap Text Around a Picture

~

" available inthe Quick Style
. Style Set command. Boththe
gallery provide reset comma

hange the looks
be Current Quick
he Quick Styles
srestore the look
renttemplate. On the Inserttab, the galleries

choice of usingthe look from the currenttheme orusingaformatthatyou
ange the overall look of your document, choose newTheme elements on the

of your documentto the origi

n

\\ E designed to coordinate with the overall look of your document.

/

Topic 4C: Warp Text Around a Picture

Wrap Text around o Select the picture and from the Format
the Picture contextual tab, select Text Wrapping from
the Arrange group of buttons.

e Use the button icons to determine how the text
is wrapper around the picuture.

e |If you want to edit how the text wraps click
the Edit Wrap Points button and adjust the
points to suit the picture.

[ =y (6 (=0 [0 [ Gl B R

In Line with Text
Square

Tight

Eehind Text

In Front of Text

Top and Bottom
Through

Edit Wrap Points

Mare Layout Options...
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Insert and Format Screenshots in a Document \

e New to Word 2010 are i
Screenshots Iﬂ""
e Take a screenshot of any open
window screenshot
e Insert the screenshot directly into -
\\ Word /
Topic 4D: Insert and Format Screenshots in a Document

Background

Brand new to Word 2010 is Screenshots! Using this unique button, you can now take
a screenshot of any open window. You must just ensure that the window is open then
just click the Screenshot button.

This will save time when you want to add screenshots to your Word document because
you no longer have to take the screenshot into Paint then cut out the bits you want.
You can do it all with the Screenshots option.

Insert a Screenshot e  Open the windows you want to capture.

into your Word
Document

e From the Insert tab and the Illustrations group of buttons, click the Screenshot
button drop down arrow.

e You will see a list of all open windows like the one below if you have more than
one window open

Available Windows

il

s+ Screen Clipping

e To take a clip of the whole open window, just click in the relevant square.

e To take a clip of a particular window, ensure the window is just behind Word.
e Click the Screen Clipping button.

e The background will grey itself out.

e Drag the mouse over the part of the window you want to clip

e You can now paste the clipping into any application.
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Lesson 5: Customise Graphic Elements

Learning Module Objectives

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

Create Text Boxes and Pull Quotes

Draw Shapes

Add WordArt and other Special Effects to Text
Create Complex Illustrations with SmartArt
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/ Create Text Boxes and Pull Quotes \

Built-In -~

e Text Boxes and Pull Quotes
add a bit of panache to
your document and will N
make it look very e
professional

K Annual Cuote Annual Sidebar ‘Austere Ouote /

Topic 5A: Create Text Boxes and Pull Quotes

il

Tl

Background Text Boxes and Pull Quotes are very useful if you want your document to have
the Desktop publishing feel to it. Not everyone has Microsoft Publisher so Word
has some of the tools Publisher has to insert these very easily into your

document.
Create a Text Box or e Click in your document where you want to place the text box
Pull Quote e From the Insert tab and the Text group of buttons, select the Text Box
AS]
Text
Box -
button.
e You will be offered a range of Text Boxes and Pull Quotes to choose from.
Built-In <

Simple Text Box Alphabet Quote Alphabet Sidebar

Annual Quote Annual Sidebar Austere Quote -
Ug)  More Text Boxes from Office.com 4
Dirawe Text Bo

e Just select the one you like.

e Type inside the Text Box and it will grow larger the more text you type.
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Draw Shapes

There are a variety of
shapes to choose from
depending on what you

Recently Used Shapes
B~ NOoOoOALL I B
CARLAS ¢

Lines

SNNSNTLL T R0 NG %

Basic Shapes

require

\

e Some have a little yellow
diamond which when
dragged will reshape

DE?OD&BQO@I
O0OO0O0®PY X G
C~0Lo0 34 i
Block Arrows

AP ETFLPRE I I;
€ dwvnnon D R0
{F@f@

/

Topic 5B: Draw Shapes

Background

Draw a Shape .
[ ]

The shapes which are available in this version of Word have not changed much
from the previous version. They are all grouped into section with the Recently
Used Shapes at the top.

Click on the shape required
Drag with the mouse on the page and the shape will appear
If you want a fully symmetrical shape, hold down the Shift key as you drag

If you want to duplicate the shape, select it and press Ctrl + D on the
keyboard

Most of the shaped have a little yellow diamond which, when dragged with
the mouse will reshape the line is sits on

Format the shape using the Format contextual tab

L] L]
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Add WordArt and Special Effects to Text \

WordArt and special
effects like Drop Caps can Wordirt WordArt WordArt viorazr: Wit
make your document look :
entirely different

pasE

Wordrt yordA™ wordar, Wordsrl Wordart

3

W wardan WordArt Worda

Wardaet WarGAre Wordh Wi womei]

%

W

R

Par

"/

Topic 5C: Add WordArt and Special Effects to Text

Background

Add WordArt

i

Insert  Page Layout

A Even Height

L8 Vertical Text

-
i

Alignment =

References

ar + OrshapeFin- |_ o
WordArt| oane Wit Wordap “~ - [ Shape Outline = —]ﬂ £Bgn,
sdow

Whenever you want to make your document very special you could introduce
WordArt or any other kind of special affects you want like Dropped Caps.

In earlier versions of Word there were Text Animations which have now gone in
the 2010 version. If you want to add these effects to your Word 2010 document
you can by copying and pasting from the older version into 2010. The animation
will still work the same way as it did before.

e From the Insert tab select the WordArt button in the Text group of
buttons

e You will see a range of different formats (see illustration above)
e Click on the one you like

e You will see the Edit WordArt Text window prompting you to enter your
text. Overtype Your Text Here with your own words and click OK

Edit WordArt Text od T[S |
Eont: Size:
s H=EE@

Text:

Your Text Here

OK Cancel

e Your WordArt text will be displayed along with a Format tab to
manipulate the WordArt text

Aailings Review  View Format

907 31] Height: [7.14 em
= oIy ) = width:
7 @\ Change Shape * || Effects - o, ate~ | t32 Width: |201 em
WordArt Styles Shadow Effects

Size
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Other special effects —
Drop Caps

Dropped Caps can be used on the first paragraph of your document to give it a
very special feel.

e Click in the word you want to add the dropped caps to
e From the Insert tab and the Text group of buttons, select Drop Cap
e You will see a list of options for the dropped cap

——| MNone

A_E Dropped

Aé In margin

AS | Drop Cap Options...

e Select the one you like

o If you want a different dropped cap, click the Drop Cap Options button
and select from the options given

Drop Cap lili_hj
Paosition
Mone Dropped In margin
Options
Font:
+Body |Z|
Lines to drop: 3 =
Distance from text: |0cm z
[ COK ] [ Cancel ]

e The Dropped option will, by default, drop down by 3 lines but you can
change this in the Lines to drop box.

¢ Inthe Distance from text you can also enter the distance required. The
default is 0 cm.

e Using the In margin option, the dropped cap will appear in the margin of
the document. Again you can change the settings if required.

e Click OK when you are content with your options.
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.

very simple to use

Choosea smartarGrapric L I AL A I o St R
LIﬁ-- -as é
. 5 poress » s —
e SmartArt consists of sever G — = ]
types of illustrations each R P 1
PP BEEE
228 mas HEE &

Create Complex Illustrations with SmartArt \

Topic 5D: Create Complete Illustrations with SmartArt

Background

Create a SmartArt
Ilustration

SmartArt Illustration come is several options: List, Process, Cycle, Hierarchy,
Relationship, Matrix, Pyramid, Picture and Office.com. In the All section
you can see all of the SmartArt illustrations but if you select one of the specific
topics, you will see a set of illustrations to match each section.

From the Insert tab and the Illustrations group of buttons, click on the
SmartArt button.

A list of samples will be displayed see above.
Select the SmartArt illustration you require.

Type your text here x |Ta

* [Text]
* [Text]

In principle each one works the same way.

Each has a Type your text here section or you can enter text into any of
the click blocks on the SmartArt illustration itself.

Each part of the SmartArt illustration can be manipulated but first you need
to select the part to manipulate.

You will see a set of tabs to work with. By clicking on the illustration and
formatting and inserting items your illustration could look like the one
below.

=] Add Bullet % Promote N 00
= (. EE = o 0 LI
2 Rightto Left | % Demote Iii | || Con— [} - | | ~ | = =
Add _ | Change =
Shape ~ & Layout ] Text Pane — ([ == 8 5 || comas. == R =
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Lesson 6: Inserting Content Using Quick Parts

Learning Module Objectives

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

Insert Building Blocks

Create Building Blocks
Modify Building Blocks
Insert Fields Using quick Parts
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4 N

| Trinng 7 Linkod

N | /

Topic 6A: Inserting Building Blocks

Background Building Blocks consist of Headers and Footers, Bibliographies, Cover Pages,
Equations and AutoText to name just a few. These are the main building blocks of any
document. In previous versions of Word, these were scattered all over Word. Now
with this new version of Word they are organised and structured. You can customise
these Building Blocks with rich content for say a Mission Statement for the company
or you can use the predefined Building Blocks. Building Blocks works alongside
Quick Parts.

If you use Building Blocks in a document Word will look at the Building Blocks for
your document and give you the ability to change them.

To Insert a Building . From the Insert tab, and the Text
Block = group of buttons, click the Quick Parts drop
Quick
ot down arrow
! a1y .
L, » . Select Building Blocks Organizer
[=] | Field... . HPH -
= . A list of Building Blocks will be
Q EBuilding Elocks Organizer... dlsplayed
(=%
&y | Get More of -
| Euilding Elocks Organlzer|
L T TP AT T3 aT
3 L
Building Blocks Organizer @E‘
Buiilding blocks: Click a building block to see its preview
Mame Gallery Categary Template ~ ~
.. AutoText eneral Mormal.dokm
Spike: AutoText General Mormal.dotm
Patricia Gorst  AutoText General Mormal.dotm 7 ot
2] AutaText General Mormal.dotm
Bibliography  Bibliographies  Built-In Building Block. ..
Works Cited  Bibliographies  Built-In Euilding Black. .
Puzzle Cover Pages  Euilt-In Euilding Black. .
Cubicles Cover Pages  Euilt-In Euilding Black. .
Exposure Cover Pages  Built-In Building Block. ..
Tiles Cover Pages  Built-In Building Block. ..
Austere Cover Pages  Built-In Building Block. ..
Pinstripes Cover Pages  Built-In Building Block. ..
Sideline Cover Pages  Built-In Building Block. ..
Transcend Cover Pages  Built-In Building Block. ..
Conservative  Cover Pages  Built-In Building Black. ..
Annual Cover Pages  Builk-In Building Black. ..
IMotion Cover Pages  Builk-In Building Black. ..
Stacks Cover Pages  Built-In Building Black. ..
Cantrast Cover Pages  Built-In Building Black. ..
Mad Cover Pages  Built-In Building Black. ..
Alphabst Cover Pages  Built-In Building Block. ..
Quadratic F... Equations Built-In Building Block. ..
Trig Identity 1 Equations Built-In Building Block. ..
Expansion 0... Equations Built-In Building Block. ..
Binomial The.., Equations Built-In Building Block. ..
Fourier Series  Equations Built-In Building Block. ..
Trig Identity 2 Equations Built-In Building Block. ..
Pythagorea,.. Equations Built-In Building Block. .. v
Taylor Expa... Equations Euilt-In Building Block... e
D e ] s
Bt Properties... | [ Delete | [ Insert

e Select the Building Block required
e Click the Insert button
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Create Building Blocks

Buiking Bocks Organicer

You can create all sorts of e T

3

Building Blocks from
AutoText Entries to Cover
Pages

The principle for doing

this is the same for each
one

Topic 6B: Create Building Blocks

Background Creating Building Blocks really depend on the type of Building Block you require.
The principle is the same no matter which Building Block you create. Just remember
to save the Building Block to the correct Gallery!

Create a Building e  Select the text to be contained in the Building Block

Block from selected

text

Quick Parts Gallery option

Create New Building Block

e This will invoke the Create New Building Block dialog box

e From the Insert tab, and the Text group of buttons, click the Save selection to

Mame: |ABC CoLtd |

Gallery: |Quick Parts W |

Category: |General W |
Mame and Address of company

Descripkion:

Save in: |Bui||:|ing Blocks, daokx; W |

Options: In::E:r't conkent only

Ok l[ Cancel ]

e  Select the Gallery you want to store it in
e Click OK
e Click Close

e Enter a name and a description for the new Building Block
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¢ Building Blocks can be
modified very simply

e Insert, Quick Parts,
Building Blocks

-

Modify Building Blocks

Modify Building Block

Mame; ‘ Simple Text Box |
Gallery: ‘Text Eoxes v |
Categary: ‘ Eiuilt-In v |

Simple text box with the default Farmatting
Description:

Save in: ‘ Building Blocks, dok:x b |

‘Insert conkent only - |

Qptions:

/

Topic 6C: Modify Building Blocks

Modify a Building .

Block down arrow

e A list of Building
Blocks  will  be
displayed

e Select the Building
Block to be edited
and click the Edit
Properties button

e The Modify
Building Block
dialog box will be
displayed

e Make the necessary
changes

e Click OK

e Click Close

From the Insert tab, and the Text group of buttons, click the Quick Parts drop

e Select Building Blocks Organizer

Modify Building Block

Mame: | Simple Text Box |

Gallery: |Text Boxes " |

Cateqaory: |Eiuilt-In " |

Simple text box with the default Formatking

Descripkion:

Save in: |E=ui||:|ing Blocks . dotx W |

Options: |Insert content only W |
QK l [ Zancel ]




Microsoft Office Word 2010 Level 2 37

4 N

Insert Fields Using Quick Parts

e There are many different =
fields to select from e
S putoText »
e From Dates to User g it
. Bl Document Property 3
Information can all be o | Field.

Inserted as fIEIds Q EBuilding Blocks Organizer...

. /

Topic 6D: Insert Fields Using Quick Parts

Insert Fields using e Inthe illustration, we will add the date to our document.
Quick Parts e From the Insert tab, and the Text group of buttons, click the Quick Parts drop
down arrow.
e Select Field.

e This will invoke the Field dialog box.

Flease choose a field Field properties Field options
Cateqories: Date formats: [ use the HijrifLunar calendar
Date and Time - o MMM iy
= :
Field names: 10/11/2008 i::::: E:E date in last used farmat fram
CreateDat Monday, 10 Movember 2003
atelats 10 Movember 2008 [] Use the Saka Era calendar
E"t‘ 10{11/08
EdiTime 2008-11-10
FrintDate 10-Mo-08
saveDate 10.11.2008
Time:

Mov-03

10/11/2006 17215
10/11/2006 17:15:50
5:15 PM

511550 PM
17:15
17:15:50

Preserve Farmatting during updates

Description:
Today's dake

Ok ] [ Caneel
e Select a Field from the list of Categories.

e Selecta Format.

e Click OK.
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Lesson 7: Controlling Text Flow

Learning Module Objectives

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

Control Paragraph Flow

Insert Section Breaks

Insert Columns

Link Text Boxes to Control Text Flow
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/ Control Paragraph Flow

The Paragraph dialog box will help to control the flow
of your paragraph with Keep paragraphs together and
Keep paragraph with next options

o

/

Topic 7A: Control Paragraph Flow

Background Controlling paragraph flow is very important if you want to paginate your document
properly. The last think you want is a paragraph broken up in the middle where one
half is on one page the other half on the next page. We can use the Paragraph options
in Word to control how this works. A paragraph can be a word, a sentence or a group
of sentences.

Keep paragraphs e  Select the paragraph you require.

together e From the Page Layout tab, and in the Paragraphs group, select the Paragraph

More arrow.
e This will invoke the Paragraph dialog box. Select the Line and Page Breaks
tab.
. Paragraph Ii'é]
| Indents and Spacing | { Line and Page Breaks
Pagination
| Widow/Orphan control
kKeep with next
keep lines together
Page break before
e Select Keep lines together and click OK.
Keep Paragraph e  Select the paragraph you require.
with next e From the Page Layout tab, and in the Paragraphs group, select the Paragraph
More arrow.
e This will invoke the Paragraph dialog box. Select the Line and Page Breaks
tab.
e Tick the Keep with next tick box.
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Insert Section Breaks

Used to help with
controlling where your text
appears on the page

You can use these break to
change the orientation of
your pages from Portrait to
Landscape

Section Breaks

-

WL

IEE |

[}

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

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

Ewen Page
Insert a section break and start the new

section on the next even-numbered page.

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

~

/

Topic 7B: Insert Section Breaks

Background

Insert Section
Breaks

There are 4 Section Breaks:

button.

e Click where you want the break to appear.
e From the Page Layout tab, and in the Page Setup group, select the Breaks

Next Page which will start the following section on the next page

Continuous will create a new section without affecting breaks

e You will see a drop down list of options (see illustration above).
e Click on the one required.

Section breaks can assist in carving up your document when you want to change the
page orientation in your document. You could have page 1 and 2 Portrait and page 3
Landscape and then Page 4 back to Portrait.

Even Page starts the break in the following section on the next even-numbered page

Odd Page starts the break in the following section on the next even-numbered page
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Insert Columns

Columns can be used to
manipulate your text into
regimented sections of text

Like Newspaper columns

Two

Lk ||

Three

Left

|I:.._ [

Right

\

EE  More Columns...

/

Topic 7C: Insert Columns

Background

Making columns
out of existing text

Controlling text can also be done with Columns. If your document contains just lines
and lines of text on one page this is a single column. Newspapers are written in two or
three columns. You can either select text and make columns out of it or set up the
columns first and then type the text.

Select the text in the document where you want the columns.

From the Page Layout tab select Columns and choose which type of column by
clicking on the option.

Your columns will be formed.

If you want more control options for the columns, click the More Columns
option at the bottom of the list and you will see the options below.

| e S |

Columns l

Presets

Three Left

(]
=]
i
-
=
(=]
1=
=]

=y
=

m
m

Mumber of columns: |1 = Line betw
Width and spacing

Width:
15.67am [

Col #: Spacing:

[ 1]

Select the required option and click OK.
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/ Link Text Boxes to Control Text Flow \
e Text boxes can be linked
together to control the flow of This is textbox | ﬁ
text

and will flow
into textbox 2

e Think of the text box as a
container of text and when the
container is not large enough the
text flows to the next box

- /

Topic 7D: Link Text Boxes to Control Text Flow

Background Text Boxes can have a control whereby if a text box becomes too small to hold the
text, the text will flow into the next text box and the next box and the next. To set this
up we first need a text box with text. Then we need an empty text box to flow the text
into.

Link Text Boxes e  Click where you want the text box and from the Insert tab select Text box.
o Insert one text box and type text in the box.
e Insert another text box but take the text out.

e Onthe Format tab select the Create Link == <"®3 LNk b ton.

e Place your mouse pointer inside the empty text box and you will see a little jug
starting to pour into the box.

e When you see this click inside the empty text box.
e  Text will not flow from one box to another.

Break the link e Click on the edge of the linked text box.
between text boxes =5 Break link
e Click the Break Link "** button.
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Lesson 8: Using Templates to Automate Document Creation

Learning Module Objective

When you have e Create a Document Based on a Template
completed this learning | ¢ Create a Template

module you will have

seen how to:
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Create a Document Based on a Template \

Jr——

[Na |.|.||- ]

/

Topic 8A: Create a Document Based on a Template

Background

Create a Document
based on a template

Word has its own set of templates for you to use or alternatively, you could
design your own. To be able to see your own template, you must save it to the
default templates folder.

There are many templates on Microsoft’s web site that you can use also.

e From the File tab, select New.
e Under the Available Templates section, select the template required.

e If you select one of the templates from Office.com you may have to
download it first.

e  This will invoke Templates window

(= q = Word 2010 Level 2 Elite - MicrosoftWord [E=R=E
“ Home  MyMewTab  Insert  Fagelayout  References  Mailings  Review  Wiew = Desion  Layout (]

o save -

Available Templates Blank document
& saveas
. & Home

(5 Open

[ close

@] xcel 2007 Aavanced I ) LE;\

1] Word 2020 Level 2.,

Blank Blog past Recent Sarmple
6] office 2010 Overview document templates templates

) Word 2007 nterme,

Infa g =
Recert My templates  Hew fram
eisting
Print
m—— El

Save & Send a}l J @

Agendas Award Brochures Budgets j
IHelf certficates
) options Create
& et ]| H y.d e ] e -

e Select the Template required
e |If you select one of the templates from My Templates ensure under

Create New
@ Document

Create New that document is selected and click OK.
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/ Create a Template \

e Prepare your document
with all the relevant fields,
headers, footers, cover &
pages etc.

My ternplat
e Save your document as a y templates

Template

o /

Topic 8B: Create a Template

Background Creating new documents continuously is time consuming. If you find that you
want to create similar documents then it’s time to create a template out of your
document to enable you to use it over and over again.

Save a document as a e From the File tab select, Save as.
template e From the Document Type drop down list, select Document Template.

File name: Ward 2010 Level 2 Elite

Save as type: [Wurd Document

Word Document
Waord Macro-Enabled Document
Word 97-2003 Docurment

Word Template

e Save it to the default folder which is called Templates.
e Alternatively you can select File, Save & Send then Change File Type.
¢ Inthe Change File Type section, click the Template button.

@ Template
! Starting point for newe docurments

e Click Save.

Authors:
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Lesson 9: Automating the Mail Merge

Learning Module Objective

When you have e Use the Mail Merge Feature
completed this learning | e«  Mail Merge Envelopes and Labels

module you will have | « Create a Data Source Using Word
seen how to:
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Use the Mail Merge Feature

.E,J:. _&E}

Start Mail Select
Merge ~ Recipients ~ Fe
Start Mail Merge

J

Topic 9: Use the Mail Merge Feature

Background When you want to send out the same letter to different people a Mail Merge is an

Perform a Mail Merge .
using the Wizard

excellent way of automating this task. The names and address on each letter will
be different but the body text will be the same. At the click of a couple of buttons
your document will be ready to be printed. You can add as many fields as you
wish to contain specific data. You can even merge to Labels and Envelopes if you
wish. You can either use the Mail Merge Wizard or go through the series of
buttons on the Mailings tab. We will use the Mail merge Wizard.

Select the document you want to start with then select the Mailings tab.
In the Start Mail merge group of buttons, click the Start Mail Merge button

and select Mail Merge Wizard.
You will see at the right of your screen the first step of the wizard.
Mail Merge v X

Select document type

What type of document are you
working on?

@ Letters

_) E-mail messages
") Envelopes

) Labels

_) Directory

Letters

Send letters to a group of people.
You can personalize the letter
that each person receives.

Click Mext to continue.

Select Letters. At the bottom of the screen click the Next:

document.

Steplof 6
& Mext: Starting document

Starting
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You will now see the next part of the wizard.
Mail Merge X

Select starting document
How do you want to set up your
letters?

(@ Use the current document

(7 Start from a template

() Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add redpient
information.

We will use this document so select the Use the current document and click the
bottom of the screen.

Step 2 of 6

& Mext: Select recipients
@ Previous: Select document type

Click Select Recipients and the next part of the wizard will be displayed.
Mail Merge X

Select recipients

(@ Use an existing list
() Select from Outlook contacts
7) Type a new list

Use an existing list

IJse names and addresses from a
filz or a database.

Browse. ..

@ Editredpientlist...

We will type a new list so select Type a new list.

R L -

Select recipients

() Use an existing list
(7 Select from Qutlook contacts
@ Type a new list

Type a new list

Type the names and addresses of
redpients.

E Create...

Then click the Create button and you will be prompted to create the new Data
Source.
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e Inthe New address list populate the fields with data for the first record.

Mew Address List m
Type recipient information in the table. To add more entries, dick New Entry.
Title w | First Name - I Last Name w | Company Name w I Address Line 1 vI
| M= Janet Brown ABC Co Ltd 1 Red Street
< | 1 | 3
[ Mew Entry ] [ Find. .. ]
[ Delete Entry l ’ Customize Columns... ] ’ oK l ’ Cancel

Click New Entry for each further entry you require then click OK.

Step 3of 6

& Mext: Write your letter

@ Previous: Starting document

At the bottom of the screen click the Next: Write your letter.
The next part of the wizard will be displayed.

Mail Merge * X

Write your letter

If you have not already done =o,
write your letter now,

To add redpient information to
your letter, dick a location in the
document, and then dick one of
the items below,

2] Address blodk. ..

2 Greeting line...

_1 Electronic postage. ..
}ﬂ More items. ..

When you have finished writing
your letter, didk Mext, Then you
can preview and personalize each
recipient's letter.

Click Address Block to add a block of address fields.
Click the Greeting Line to insert a greeting.

Type the rest of your letter then click the option at the bottom of the screen.

Step 4 of 6

% Mext: Preview your letters
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e You will now be able to see if your letters and fields look ok.

Mail Merge X

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, dick one of the
following:

Redpient: 2

2 Find a recpient. ..

Make changes

You can also change your
redpient list:

% Edit recipient list. ..

[ Exdude this redpient

When you have finished
previewing your letters, dick
Mext. Then you can print the
merged letters or edit individual
letters to add personal comments,

e At the bottom of the window select Complete the Merge.

Step 5 of 6

% Mext: Complete the merge
e You will see the last part of the wizard.

Mail Merge v =

Complete the merge

Mail Merge is ready to produce
your letters,

To personalize your letters, dick
“Edit Individual Letters.” This wil
open a new document with your
merged letters, To make changes
to all the letters, switch back to
the original document,

Merge
3 Print...

& Editindividual letters...

e Decide whether you want to print the letters or edit the individual letters.
e You will be asked if you want to select all records or just some of them.

e If you have selected Printer you will be taken to the Print dialog box to print
them out.

e If you have chosen Edit individual letters you will see a document containing
all the letters.
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Merge Envelopes and Labels \
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Topic 9B: Merge Envelopes and Labels

Background

Mail Merge
Envelopes and
Labels

Once you have used Mail Merge to produce your written letters you may then want to
go a step further and merge the names and addresses onto envelopes and labels. This
is what we will do next.

e Select the document you want to start with then select the Mailings tab.

e In the Start Mail merge group of buttons, click the Start Mail Merge button
and select Mail Merge Wizard.

e You will see at the right of your screen the first step of the wizard.
Mail Merge * X

Select document type

What type of document are you
working on?

(@) Letters
") E-mail messages
() Envelopes
() Labels
() Directory
Letters

Send letters to a group of people.
‘You can personalize the letter
that each person receives.

Click Mext to continue.

e Select Labels.
e You will be asked for your Label options.

Label Options |2 [

Printer information

() Continuous-feed printers
@) Page printers Tray: |Default tray (Automatic) IZ|

Label information

Label vendors: | Avery A4/AS IZ|
Product number: Label information
b ~|  Type: PhotoPaper
%gég Height:  29.69am
2554 Width: 21cm

Page size: 21cm X 29.69 cm

L [ petais.. | [ newiabel. | ok | [ concel ﬂl

Select the correct label and click OK.

At the bottom of the wizard click Select recipients.

Select Use an existing list and click Browse to find the data source file.
Select the recipients and click OK.
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Create a Data Source Using Word
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Topic 9C: Create a Data Source Using Word

Use Word to
Create a Data
Source — Option 1

Use Word to
Create a Data
Source — Option 2

Use the Word Data
Source

Create a new Table from the Insert tab.
Type your names and addresses in the table separated by the cells.
Save the document to the Data Source folder.

From the Mailings tab, click the drop down arrow on the Select Recipients

button and select Type New List.

Word will create a new Word document for you to create your new list.

Create a new table and enter the source data you wish.
Using the Mail Merge Wizard continue to Step 3.
Under the Select recipients select Use an existing list.

kail kerge v X

Select recipients

@) |se an existing lisk
() Select from Cutlook contacks
Type a new lisk

Use an existing list

Use names and addresses from a file or a
database,

Browse, .,

f Edit recipient list. ..

Under Use an existing list click the Browse button and browse to where the

Word document is stored
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Lesson 10: Using Macros to Automate Tasks

Learning Module Objective

When you have e Automate Tasks Using Macros
completed this e Create a Macro

learning module you

will have seen how to:
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A Macro is a series of 2| e e

keystrokes which the computer
remembers and plays back Al Documents (Nerms. dotm) =]
when required

Automate Tasks Using Macros \

Record Macro (B P S |

&

Macro name:
Macrol

Assign macro to

Store macro in:

Description:

/

Topic 10A: Automate Tasks Using Macros

Background

Record a Macro and
assign a shortcut key

To run a macro
assigned to a shortcut
key

A Macro is a series of keystrokes and mouse clicks the computer remembers and
plays back when you press a key on the keyboard or when you click a button. It is
an ideal way to automate lots of repetitive tasks you do in Word.

e From the View tab click the drop down arrow on the Macro button

.:'
=2
kacros

-

Macras and select Record Macro L Record Macro..
e You will see the Record macro dialog box (see above)

e Give the macro a name (if you use 2 words separate them with an
underscore not a space)

e Click the Keyboard button and you will see the Customize Keyboard
dialog box

Customize Keyboard g]

Specify & command

specify keyboard sequence
Current keys: Press new shorteut key:
Crrl+3hift+T|

Currently assigned to: UnHang
Sawe changes in: Marmal.dot v

Description

e Click in the Press new shortcut key box and use the Ctrl and Shift keys
and a letter on the keyboard then click Assign then Close
e To begin recording, select Close

e Complete the keystrokes for the macro

e When finished, click the Macro down arrow and select Stop Recording

e Press Ctrl+ Shift and the letter which you assigned
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To run a macro using
the Tools, Macro
command

Delete a Macro

e From the View tab, select Macro drop down arrow and then select View
Macros to display the Macro dialog box

| Macros ——- 2 |

Macro name:

| Macrosin: | All active templates and documents IZ| f

Description:

Cancel

e Click on the name of the macro you wish to run in the Macro Name list
box

e  Select the Run button

e From the View tab, select Macro drop down arrow and then select View.
Macros to display the Macro dialog box.

e  Select the macro you want to delete and click the Delete button.
e Close the Macros dialog box.



