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ABouT THIs CoOURSE

Word processing is the use of computers to create, revise, and save documents for. priniing and
future retrieval. This course is the first in a series of three Microsoft® Office Word 2007
courses. It will provide you with the basic concepts required to produce basi¢/busingss
documents.

This course can benefit you by providing you with basic competence.in ctreating electronic
documents for personal and business use by using Microsoft®Word 2007. Historically, docu-
ments were painstakingly created and edited by hand. Over time; preducing documents has
become more efficient. Microsoft® Word 2007 makes creating and editing documents even
easier by providing a user-friendly environment, enabling you to add text, graphics, tables, for-
matting, and more with just a few mouse clicks.

Course Description
Target Student

This course is intended for individuals whc '‘want to.gain basic knowledage. of working on
Word. Individuals who want to pursue Micresoft Certified Application-Specialist certification in
Microsoft Office Word 2007 can also‘take, this course.

Course Prerequisites

Students should be familiar with using personal computers and-have used a mouse and
keyboard. You should be comfortable in the Windows environment and be able to use Win-
dows to manage information 0x your computer. Specifically, you should be able to launch and
close programs; navigate toinferination stored on the/Computer; and manage files and folders.
Students should have eotapleted the following courses or possess equivalent knowledge before
starting with this course:

o Windows XP(Proféssional - Level 1
o  Windows XP Professional - Level 2
o  Windows )XP - Introduction

° Windows/2000 - Introduction

Introduction

INTRODUCTION



INTRODUCTION

How to Use This Book

As aLearning Guide

Each lesson covers one broad topic or set of related topics. Lessons are arrangeéd in. order ‘of
increasing proficiency with Microsoft® Word 2007, skills you acquire in one lesson are ased
and developed in subsequent lessons. For this reason, you should work’thiough the-lessons in
sequence.

We organized each lesson into results-oriented topics. Topics include<ail the relevant and sup-
porting information you need to master Microsoft® Word 2007, and activities allow you to
apply this information to practical hands-on examples.

Have the opportunity to try out each new skill on a specially prepared sample file. This saves
you typing time and allows you to concentrate on the skill at‘hand:-Thrgugh the use of sample
files, hands-on activities, illustrations that give you feedback at erucial steps, and supporting
background information, this book provides you with the¢ foundaiion/and structure to learn
Microsoft® Word 2007 quickly and easily.

As a Review Tool

Any method of instruction is only as effective-as the-time and effort you are wiiling to invest
in it. In addition, some of the information thai.yeu learn in class may-nct-be important to you
immediately, but it may become important later on. For this reason//we encourage you to
spend some time reviewing the topics and activities after the course. For additional challenge
when reviewing activities, try the “What-You Do” column before lookiiig at the “How You Do
It” column.

As a Reference

The organization and layout of the bock make it easy to-use as a learning tool and as an after-
class reference. You can/use-this book as a first source for definitions of terms, background
information on given topics, and-summaries of procedures.

Course Objectives

In this course, you will create, edit, and enhasice standard business documents using
Microsoft>-Office Word 2007.

You will:

e <¢Createa-basic document using \Microsoft Word.

e edit documents by locating and modifying text.

e / /format text.

e . format paragraphs:

e add tables to a document.

' add graphic elements to a document.

e control a document’s page setup and its overall appearance.

e  proof documents to make them more accurate.

Microsoft® Office Word 2007 - Level 1 (Second Edition)



LESSON 1
Creating a Basic Documeni

In this lesson, you will create a basic document using Microsoft Word.

You will:

Explore the Microsoft Office Word 2007 user interface, includingtiie Ribbon.
Open and view a document.

Customize the Word environment.

Use Microsoft Office Word Help.

Enter text.

Save a document.

Preview and print a document.

Lesson 1: Creating a Basic Document

LEssoN 1

Lesson Time
1 hour(s), 15 minutes
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Infroduction

Perhaps you have been handwriting letters or using a typewriter to create your personal and
business documents. Microsoft® Office Word 2007, with its streamlined user interface and a
host of editing and layout tools, makes the authoring experience simpler and more efficient. In
this lesson, you will create a document using Word 2007.

No matter what profession you are in, the process of learning something new. requires|some
basic skills to perform even the most common tasks. Learning a new computer progia2m is no
different. Time spent familiarizing yourself with Word as you create a basic.decument will
help you acquire the fundamental skills you need to create more compleéx documents.

Topric A

Explore the User Interface

Before you start working in Word, you need to bevaware of ihe various features that-are avail-
able in the interface. In this topic, you will explore the-user interface.

While working on new software, you could petentialiy \waste a significant-amount.of time
searching for specific options in the work environment.“You can prevent'this by familiarizing
yourself with the user interface elements. This will hielp you achieve the cutput that you are
seeking when you eventually begin using the software.

Microsoft Office Word 2007

Microsoft Office Word 2007 is/a-piogram used to create,.revise, and save documents for print-
ing, distribution, or future retrieval. Word’s tools can help you make your documents more
accurate, concise, and correct. The-Word interface consists of various elements, such as the
Office button, Ribbon, Quick Access toolbar, Microsoft Office Window Frame, as well as
others. Microsoft Word-ig part ef the Microsoft Office-system, a collection of services and pro-
grams that work together to-help you perform computing tasks.

Microsoft® Office Word 2007 - Level 1 (Second Edition)
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Burke Properties was founded as, and continues to be, a full-service real estate brokerage firm
We amrange a broad range of services including residential and commercial sales and leasing. Jan
Burke, the principal broker, has been personally involved in all phases of property management
for over twenty years. This experience includes: historic preservation, restoration, leasing and
sales management, and consulting for developers on issues ranging from planning to final
marketing. The brokers and associates of burke properties are a well-balanced team of seasorfed
professionals who offer our clients a unique blend of specialties in the various markets within the
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Microsoft Office Window Frame

Figure 1-1: Microsoft Office Word interface elements.

Mouse Pointer Shapes

As you use Word, you will notice that the mouse pointer changes shape, depending on
where it is located in the program window.

Mouse Pointer Shape

Description _

LI ]

%
LA
1

In the text.aiea, the 1-beam mouse pointer-is-used to indicate
the peint where text, graphics, tables, and pictures are to be
inserted.- It is also used to select text.

Outside the text area, the right-ar‘row, mouse pointer is used
to_select menu commands, tooibar,-bittons, and so on.

On/the\selection bar, thedeft-arrow mouse pointer is used to
select/ lines, paragraphs, and-fie/entire document.

On-links, the hand-shaped mouse pointer is used to display
more information.

ScreenTips

As you position the mouse pointer over iters, such as toolbar buttons, in the program
window, Word-may-display a descriptive label called a ScreenTip. You can use a
ScreenTip/to identify program windew, items or to help you distinguish between simi-
lar looking.it¢ms/ You can custoriize/ScreenTips on the Personalize tab of the Word
Options dialog box by selecting any-of the following options:

Lesson 1: Creating a Basic Document
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Option Description

Show Feature Description In ScreenTips Selecting this option displays the name of the
element along with a brief description:-This
option is active by default.

Don’t Show Feature Description In ScreenTips Selecting this option displays the name’of the
element alone.

Don’t Show ScreenTips Selecting this option disables ScreenTips.

Word Documents

Definition:
A Word document is a document that is created using the Microsoft Office Word
software. It is a collection of pages containing/information in the form of text, pic-
tures, graphics, tables, or charts that is stored in> an/electronic form in a cemputer. You
can customize document pages according to-your\needs. The default file-fermat for a
Word document created using Microsoft Qffice Word 2007 is .docx.

Example:
Detavit file format is .docx |
) i ] = burky reviat 4 Micrazsoft Word - = X
5
—= Haoime Ired &t Page Lagout Hafzrences Maifings Fawigm View Dewslager L7
= &  Times New Roman =12 - We= 42 -S| & % #
s B J U-dex x||[¥ EEEEE AN =
e : < Quikk Thinge Editing
S I - -l StptEnS Stytes -
Clepboard Font . Faragraph : Ehyles .

JuniorSales Associate Performancs Review

After shuggish salezim the first two ‘months of the quarter, all(thresjumior sales associates showed marke — Text
mprovements. Most of the difficulties they faced were seasonal (Podtdhebday wanter sales are typically weak.) The
Jumior sales asdociate summisry 1935 follows:

Jr. Sales Associate. [\Jan | Feh | Mar

Tim Jones N &5 Lo |
My Lu 135164 | 213 B Table
Miles Bodnguer 130 ] 132 ] 140
!
@
¥
[ /| L — . T
\.‘_emon:l Jage:1 afl  Lime 11 Cnll;rEH-_:_l.u-:r-uszsﬁ o B E 3 = e - =0 Se

Figure 1-2: A Word document.

The Office Buiton

Click the Office button, located at the top-left corner of the Word interface, to display the
Office Menu, a set of options that can be applied to a document as a whole.

Microsoft® Office Word 2007 - Level 1 (Second Edition)



Option Description

New Opens the New Document dialog box from which you can select either a blank
document, a new blog entry, or a blank template.

Open Opens existing documents, regardless of the version in which they were created.

Save Saves a document in the .docx format by default.

Save As Saves a document in formats other than the default file format and also in a dif-
ferent location.

Print Allows you to preview and print documents.

Prepare Provides sub-options to check if a document is ready to be shared.

Send Allows you to send your document either through email or fax.

Publish Allows you to share your documents with other people through the wek.

Close Closes documents that are open. If the document hasn’t been<saved, the

Recent Documents
Word Options
Exit Word

Microsoft Office Word message box will appear, enabling you to save-your docu-
ment with the latest changes.

Lists the documents that were recently opened.
Opens a dialog box, listing options to customize the"Word environment.

Closes the Word application.

The Quick Access Toolbar

By default, the Quick Access toolbar is displayed at the top<left-corner of the wiridow, above
the Ribbon. It provides easy access to core commands such’as save a document, undo-a previ-
ous action, and repeat a previous action. You can customize-thiS toolbar to inclide other
options based on user requirements. The Quick Agcess toolbar can be placed below the

Ribbon.

The Microsoft Office Window Frame

The Microsoft Office Window Frame appears at the bottom of the“application window, and dis-
plays a number of options relating to Oveizil document functicrality.

Frame Option

Description

Page Number

Live Word Count

Displays the current pagenumber of the document that you are
working on.

Displays the woro ¢ount' in a document as you are typing in it.

Contextual Spell Checker Checks for proofing errors in a document. A red checked sign
denotes the presence of errors that have to be corrected in the
documert:

Tracked Changes Off/On Switches/on or switches off the track changes mode while you

Documeént Views

are reviewing or editing a document.

Displays a document as it will appear when printed or displayed
on a web page. You can also view a document’s outline for an
overview of the available content.

Lesson 1: Creating a Basic Document
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Frame Option Description

Zoom Controls Enables you to zoom in to specific portions of the document
that you might want to view and work on. It alse enables you to
view several pages at the same time to get an overail.perspec-
tive of the layout.

The Ribbon

The Ribbon is a panel at the top portion of a Word document and it contains a selection of
easy-to-browse commands that you may need in order to work oi-adogument. It has seven
tabs that are organized in the order in which they will be used during/document creation. Each
of these tabs is divided into groups containing features designed to perform specific tasks dur-
ing the authoring process. You can hide the Ribbon by doublé-clickingany active tab.

Tabs on the Ribbon

_..-A-._ 1\
P xopli S
Home Insert Fage Layout References Mailings Heview oW Devzioper =
> arist Sl - ST e " A TR
1 a Aal ; ! r y
D B U e S EEDE = AaBbi| AalbCel AaBbCel )
o 5t r e r Cma el LT,
Pas WA A A SRy Heading 1 Marmal T Mo Spad.. . ‘:-,-.?F Liting
Clipbosrd 7= Font a Paragprap Style
SN _—
e

Groups onihe Home tab

Figure 1-3: The Ribbon in Microsoft Office Word 2007.

Ribbon Buttons

The commands in the different groups of a tab -are-divided into large and small
buttons. While the Targe buttons determine features-that are commonly used, the
smaller buttons r¢present-minor features that are designed to work together to achieve
a common result.

Tabs on the Rivbbon

There are many useful fuiictions on the Hame, Insert, Page Layout, Review, and View tabs on
the Ribbon.

Tab Name Description

Home The-Homie tab contains the most commonly used commands that enable
youto start working with a Word document. This tab contains functional
groups that allow you to format and edit text. Groups on the Home tab
include Clipboard, Font, Paragraph, Styles, and Editing.

Insert The Insert tab contains functional groups that enable quick access to dif-
ferent object types such as charts, tables, and pictures that can be added
to a document. Groups on the Insert tab include Pages, Tables, Illustra-
tions, Links, Header and Footer, Text, and Symbols.

Microsoft® Office Word 2007 - Level 1 (Second Edition)



Tab Name

Description

Page Layout

Review

View

The Page Layout tab contains functional groups that are used to custom-
ize the pages in a document. The placement of text and graphics can also
be controlled using the commands on this tab. Groups on the Page Lay-
out tab include Themes, Page Setup, Page Background, Paragraph, and
Arrange.

The Review tab contains functional groups with various options to‘review
and edit the contents in a document. Groups on the Review tab include
Proofing, Comments, Tracking, Changes, Compare, and Protect.

The View tab contains functional groups with various options that enable
you to switch between different document views. Groups on the-View tab
include Document Views, Show/Hide, Zoom, Window, and Macres

Task Panes

Definition:

A task pane is a small window within the Word environment that-provides a list of
feature-specific options and commands. Unlike dialog boxes, which-provide controls
for configuring program or feature settings, task panés-generally present a list of
choices for inserting or applying items to documents. The task pane is small enoughi to

keep open as you

work with your document. You can opentask panes from specific

groups on the Ribbon and sometimes from within other task panes.

Example:

List of options |-<

Styhes v x

( Clear 4
[fms 7

Ma Spasng w
Headng 1 ﬂ!
Haading 2 hiE]
Title 12
Subkite 13
Subble Emphasy a
Empheasis 1

a

P
Quinde hiE]
Intenss Qupts hE]
Subkle Referenne a
Trtsnse Refershce a

a

T

= Shaw Preview

[V Disabls Linked Styles

{4 [ i% Optiohe..

Task-specific commands

Figure 1-4: A task pane.

Lesson 1: Creating a Basic Document
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Definition:
Dialog Box Launchers are small arrow buttons occupying the bottom-right corner of
certain groups on the Ribbon. They launch dialog boxes or task panes with commands
specific to the features found in that group. These commands are used to-adjust the
settings that are not available on the Ribbon.

Example:
Paragraph dialog box |
Paragraph Dialog B ox Launcher to adjust the setiings
_A.‘
- Heme Irett Pagpe Lagout Relermiiced Mlallirigs Talieksand Soerin LU OaH DAk
— Ariad =l = '.__ -:!;. e
I v [
L e ke |4 (e W m[ie
Fasle 7 m"'.ﬁ!%‘-" ; f % B -.”-‘7 fhgnment; (TN
: F ; = Qutine level:
Chpphwd - Fant L Faragragh
Indertation
Left: > S Specisl: By
Fght i, = frored - -
DL‘I-l:r indents
Junior Sales Associste Performance R
After sheggish zales i the firt too menths of the gquanter, all thres Eefore: $2pt = Lipa spacing "

i

mmprovernems. Rost of the difficulties they faced were seasopii-{Fosi-ha Hites! 4pt
yustior sakes associate aueumany 1 as follows:

Singie -
et \add spage beteeen paragrapi of they/Gime st

| Jr. Sales Asseciate | Jan Tebj
Tem Jones i | (1] N e
Missv Lu 135 | 184 ] 3 -
Nfiles Bodriguer 130] 132 ] 1

P R L

— L\ al —
Saction: 1 Pageiofl  Llieed  Coluse§ Warduy 08 J,J S
Iaw., | [ peret. ) o Cancel

Figure 1-5: A dialog box latncher.

Galleries

Definition:
Galleries (ate libraries that list the varying outcomes of using certain commands found
within the\Ribbon/ They support severallayouts by putting together a variety of pre-
defined/text styles; table formats, or-graphical effects. These effects can also be
customized. Galleries are arranged ither in a grid or menu-like layout.

8 Microsoft® Office Word 2007 - Level 1 (Second Edition)



Example:
A | - biuirke_review.docx - Microsoft Word = = ™
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Figure 1-6: The Styles gallery in Word 2007 .

Live Preview

Some galleries support Live Preview, a feature that enables users to-preview the results of
applying design and formatting changes to a document, without actually applying it. These
changes are displayed in the document as soon as the usér-moves the mouse pointer over-thie
available options in a gallery.

Activity 1-1

Exploring Word’s User Interface Elements

Scenario:

Your company has just purchased and installed the Microsoft Office Word 2007 application.
Henceforth, your manager expects,you to-usc/this software to create/documents. As you will
be working on Word frequently;vou decide to spend some fime exploring the user interface

elements of the Word environment.

What You Do How You Do It
1. Examine the Office-menu. &.»/Choose Start—All Programs—Microsoft

Office—Microsoft Office Word 2007.

Lesson 1: Creating a Basic Document
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In the Microsoft Word window, at the top-
left corner, click the Office button to
display the Office Menu.

In the document, click anywhere away
from the menu.to close the/menu.

2.

Examine the groups on the Ribbon.

On the Ribbion, the Honie tab includes
various groups/suchas Clipboard, Font,
Paragraph, and-so-ori. Select the Insert
tab to see the available groups on that
tab.

Cn the Ribbon, select other tabs to see
the available groups.

3.

Examine the Page Setup dialog box.

Qn the Ribbon, select the-Page Layout
tab.

At the bottom-right corner of the Page
Setup group, ciick-thie Dialog Box
Launcher button.

Click Cancel\to close the dialog box.

4.

Display the Page Colors gallery.

InzthePage Background group, click Page
Color to display the Page Colors gallery.

In)the Standard Colors section, position
the mouse pointer over the fifth color to
view the document in Light Green.

{E]Page Color = 'EE 0

Theme Colors

Standard Colors
N %I 111

H EEEEEEN
|

Mo Color

To close the gallery, click anywhere in
the document.
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5. Close the Word document and a. To close the document, click the Office
application. button and choose Close.

b. To close the Word application, click the
Office button and click Exit Word.

Toric B

Open and View a Document

You have explored the user interface. Before you start working on any document, you should
be able to identify the appropriate view in which your document should bé dispiayed. In this
topic, you will view a document in different view modes.

Your manager has asked you to view the report that he has sent you: Word 2007 provides
options to view the document in different view modes and display the ‘docuinent in a mode
that best suits your requirements.

Document Views

At the bottom of the Microsoft Office Window Frame, there’ are options that enable, users to
view a Word document in different view modes.

ﬂ The view options at the bottom of the Microsoft Office Window Frame are shortcuts to the-Gemmaiids found on
the View tab of the Ribbon.

Document View View of the dectiment as it will appear:

Print Layout When printed. /All sections, such as tdbles, text, graphics, and images,
will appear’in their correct positions in the/document.

Full Screen Reading Full iength on screen. This view is-ideal for viewing two pages at a
time:

Web Layout in-a web browser. In this view; the-entire document appears on a single
page, with tables and text wrapping to fit into the window.

Outline In outline form, with builets~and plus signs that can be used to hide or

display subordinate levels of text.

Draft E’ In draft view, without.pictures and layouts. In this view, the focus is on
the text alone.

In Outline view,-the-Cutlining tab appears as part of the Ribbon. In this tab, you can manipulate the existing out-
line_by.changing the heading or body text level of the chosen content and formatting it.

Lesson 1: Creating a Basic Document
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How to Open and View a Document

Procedure Reference: Open a Document and Set the View Mode

To open a document and set the view mode:

1.  Open a Word document.

a. Open a file you have viewed recently by clicking the Office-button and
choosing the document from the Recent Documents section; otherwise, click
the Office button and choose Open or press Ctrl+O.

b. In the Open dialog box, click the Look In drop-down arrow and navigate to
the location of the document you want to open.

c. Select the desired Word document and click Open,

2.  On the Microsoft Office Window Frame, click-a view-button to view the docu-
ment in the desired form.

a. Use the Office button to open a file.

e  Open a file you have recently viewgd by, clicking the Office¢ button and
choosing the document from-the Recent Documents section

e  Click the Office button and choose Enter.
e  Or, press Ctrl+O.

AcTiviTy 1-2

Viewing a Document

Data Files:
e About Us.docx

Scenario:

Your company is hosting a-new website and you-havebeen asked to review the write-up on
the company. You/use Nord 2007 to view this document in different view modes to identify
the one that best suits your requirements.
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What You Do

How You Do It

1. Open an existing document.

Open Microsoft Word.

Click the Office button and choose
Open.

In the Open dialog box, navigate to C:\
084893Data\Creating a Basic Document.

Select About Us.docx.

Click Open.

2. View the document in the different
view modes.

On the Microsoft Office Window Frame,
click the Web Layout-button @ to

change to Web Layout view.

On the Microsoft Office Window Frame,
click the Outline button to change to
Outline/view:

On the Microsoft. Cffice Window Frame,
click the Print Layout button [=]to

retuin to/Print Layout view.

On the Microsoft Office Windew Frame,
click the Zoom In butten @ to magnify
the document to 110 percent.

Close the Word document.

Lesson 1: Creating a Basic Document
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Toric C

Customize the Word Environment

You have worked with a few of the Word 2007 user interface elements. If you, are/not comfort-
able working with the display and arrangement of the default interface ¢lements in Word, you
may wish to personalize them to suit your requirements. In this topic, you will customize the
Word environment.

When you start working with new software, the interface may not contain-all the options that
you require or sometimes it may be cluttered with options that yot-may not require at all. This
will slow you down and make working a cumbersome process. By custoinizing the environ-
ment, you will be able to display only those options that you need’for your current workflow.

The Word Options Dialog Box

The Word Options dialog box contains a series of tabs, each of\which contains cotamands
required to customize the Word environment.

Tab Enables You To:

Popular Personalize your work environment by setting options;-such as’language, color
scheme, user name, and so on. It also allows you to| enable |the Live Preview
feature.

Display Modify how the text coritent is displayed on screen and in the print version. You

can opt to show or kide certain page elements, stich-es Highlighter Marks and
Formatting Marks.

Proofing Specify how Word should correct and format text that you type. You can set auto
correction settings and ensure that Word-corrects all spelling and grammatical
errors.-You can-alse’ensure that Word ighores certain words or errors in a
docunient:

Save Select customization options to sdve documents. Depending on how often you
want to-save backup informafion for-your documents, you can specify how fre-
quently.a document will be auto saved. You can also change the locations of
where these drafts are saved:

Advanced Select’advanced options-needed to work with Word. You can specify options for
editing, copying, pasting;/displaying, printing, saving, and writing content.

Customize Customize the Quick Access toolbar. Using this tab, you can select those com-
mands that you waritadded to the Quick Access toolbar. You can also opt to
position the Quick Access toolbar below the Ribbon.

Add-Ins Manage Office addsins if you are using extensions to enhance Office applications.
Add-ins extend the capabilities of a function. Many of these add-ins are installed
with Office 2007.

Trast Center Keep the system and documents in it safe. Using the Advanced Trust Center Set-
tings-batton on this tab, you can set the security measures needed to keep a
document secure.

Regources Communicate with Microsoft for support, updates, or on how to rectify problems
in Office applications.
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How to Customize the Word Environment

Procedure Reference: Customize the Quick Access Toolbar

To customize the Quick Access toolbar:

1.
2.
3.

Click the Office button and click Word Options.
In the Word Options dialog box, select the Customize category.

To add a command to a category on the Quick Access toolbar, in the Choose
Commands From drop-down list, select the category from which the command is
to be added.

In the list box, select the desired command from the chosen category arid click
Add.

If you want to put the Quick Access toolbar below the Ribbon, check Show
Quick Access Toolbar Below The Ribbon.

Click OK to close the Word Options dialog box.

ﬁ You can also click the Customize Quick Access Toolbar button tocustomize.the/Quick Access
~ toolbar.

To add a group to the Quick Access toolbar, select the-tab onjthe Ribbon that fias
the desired group, right-click the name of the group and-choose Add To Qiiick
Access toolbar.

p You can add any number of groups to the Quick (Access taolbar. However, the Ritiion cannot be
added to the Quick Access toolbar.

Customizing the Microsoft Office Window Frame

To show or hide options on the Window Frame, tight-click the Window Frame and
check or uncheck the desired optioris:

Minimizing the Ribbon
Although it is not possible to’miove or hide the Ribbon//you can minimize it so that
you will have more space available in your work area. To-minimize the Ribbon, you
can select Minimize The Ribborifreir’ the Customize Quick-Access Toolbar drop-down
list. You can also double-¢lick the active tab on the/Ribbon or press Ctrl+F1. The
interface now only displays-the tabs and the corresponding groups and galleries are

hidden. To view the Ribbon, click any tab. To restere the Ribbon, double-click any tab.

Procedure Reference: Customize the Save Qpfions

To customize the save options:

1.
2.

Operi the, Word Options dialog box-and select the Save category.

In the Castomize How Docuinents Are Saved pane, in the Save Documents sec-
tion, customize the save options.-You can choose a default file type and file save
location, a location for files that Word automatically recovers after a program
Crash;-arid a time interval at which Word should save autorecovery information.

Click OK to close the Word Options dialog box.
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Activity 1-3

Customizing the Microsoft Office Word User Interiace

Data Files:

e Nolan Letter.docx

Scenario:

You have just finished your work on the About Us document and wish to work on the Nolan
Letter document. You feel that displaying frequently used commands-such as/New, Open, and
Close on the interface will increase your efficiency in Word. You(also/wish to add the para-
graph group to the interface. Your company insists on maintaining ‘2il official files in a specific
folder on the C drive. You wish to set this as your default'save locatioii.

What You Do

How/You Dot

1. Add the necessary commands to the
Quick Access toolbar.

[97]

o

Click the’ Office button arid-click Word
Options:

in the Word Optiony dialog box, select the
Customize category.

In the list box betew the Choose Com-
mands From drop-down list, select Open.

Click Add to'add the Open command to
the QuiclcAccess toolbar.

In the list box below the Choose Com-
mands From drop-down list, select New
and click Add.

From the Choose Commands From drop-
down list, select Office Menu.

In the list box below the Choose Com-
mands From drop-down list, select Close
and click Add.

Click OK to close the Word Options dialog
box.
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Verify that the commands appear on the
Quick Access toolbar.

=i r

2. Open the Nolan Letter document
using the Quick Access toolbar.

On the Quick Access toolbar, click the

Open button.

In the Open dialog box, navigate to C:\
084893Data\Creating a Basic Document.

Select Nolan Letter.doex,

Click Open.

3. Add the Paragraph group to the
Quick Access toolbar.

On the Home tab of the Ribbon, in the
Paragraph group;-right-click'the word
Paragraph in the Paragraph group and
choose Add To Quick Access Toolbar.

On the Quick Access toolbar, clickthe
Paragraph group button [=|to apen the

Paragraph group.

All\the Paiagraph group options are now
availabte from the Quick Access) toolbar.
Click \the Paragraph group button again
to close the Paragraphi-group.

4. Set Word’s default save location.

[o3]

Click the Office button and click Word
Options.

In the Word-Options dialog box, select the
Save category.

In the'Save/Documents section, in the
Default-File Location text box, select the
existing/location and type
C:\0%4893Data and click OK.

On the Quick Access toolbar, click the
Close button to close the document.
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Toric D
Obtain Help

In the previous topic, you configured the Word user interface to make your docurent-editing
tasks more efficient. Another way you can work efficiently is to use the’Microsoft. Word online
Help system to find information or to answer questions that might arise as.you work! In this
topic, you will use Word’s built-in Help system to get assistance when  you have-a query.

Word’s built-in Help system enables you to help yourself whenever you have Word-related
questions. As a result, you no longer need to rely on your coworkers oi technical support. You
can find the answers for all your queries quickly and easily. The Help/system can increase
your knowledge of Word.

Word Help

The Word Help feature is a complete user manual on the funciienality of the varicus features
of Microsoft Office Word 2007. The Word Help{window provides a quick and easy way to find
answers to Word-related queries, online or offline: You can also search for information by
browsing through the links that are already provided or by typing in a keyword.

Wildcard Characters

A Wildcard is a special symbol that stands-for one or more’ characters. For example,
the symbol asterisk (*) is a wildcard that stands for any combination of letters. Word
Help does not qualify wildcard characters as searchable text.

Word Help Options

In the Word Help window, there.are a nimber of options that-allow you to find answers for all
your Word-related queries.

Option Description

Word Help toolbar Provides ac¢ess to) havigational, print, and format commands.
Type Words To Search’ For text Allows you to type the keyword on which you need to search for
box information. Previously asked questions can be found in the

Search Criteria drop-down list.

Search drop-down list Prowvides. you options, based on the criterion you have chosen, to
seareh for Help information from online or offline content.

Table-Of Contents pane Lists-the topics available in Word Help as various categories. You
catrchoose to either show or hide the Table Of Contents pane.

Browse Word Help pane Displays the topics available on Word Help in a tabular form. You
can navigate to a topic by clicking it.
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Word Help Toolbar Options

On the Word Help toolbar, there are buttons that enable you to navigate through Help. For
example, you can move back and forth between pages, stop a search in progress, display the
Help Home page or Table of Contents, or print a particular Help topic. You can also control
the Help display by increasing or decreasing the size of the text or by setting the Help window
to stay on top of other windows.

Word Help with Areas of Search

In Word Help, you can specify the area of search to narrow down the search results to
a specific area. Areas of search can be either offline or online.

The following table gives a brief description of the areas of search in Word:

Area Of Search Option Lists

All Word Information on the keyword from the buiit-in Help_and takes
you to the Office online website, if required.

Word Help Information on the keyword from-the builtin Help as well as
the Office online website, but does-not.take you to the Office
online website.

Word Templates Sample templates that ar¢ available on\the Office online
website.

Word Training Sample training information from.the Office online website.

Developer Reference Programming tasks, samples, and references to create custom-

ized solutions.

How to Use Microsoft Office Word Help

Procedure Reference: Find Information in. Word Help
To find information in Word Help:

1. To open the Word Help Avindow, click the Help button on the Ribbon, or press
Fl1.

2. If desired, click the(Show Table”Of Contents butten to display the Table of
Contents.

3. Click a link to view jits defails.

e In/the Table’Of Contents pane, click-a-ligk to view its details.

e Ok click alink in the Browse Word Help pane to view its details.
4. If desired, search for informatica.

a. [ To narrow the search to a-particular area, select an option from the Search
drop-down list.

b, | Inthe Type Words To Searcl For text box, type a keyword.
Click Search to display the search results.

o
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Keeping the Microsoft Office Help Window on Top

You can set the Microsoft Office Help window so that it stays on top of the Word win-
dow or other Microsoft Office windows. To determine the current mode;-point to the
Not On Top/Keep On Top button. The ScreenTip should tell you the mode the Help
window is in. To toggle to the other mode, click the button.

Activity 1-4

Finding Information in Word Help

Scenario:

There are new editorial guidelines that will require you to~add page‘numbers to most
documents. As a relatively new user of Word, you do not know how to go about inserting page
numbers in a Word document.

What You Do How You' Do It

1. Display the Word Help window. a. \ At the top-right corner ¢f the Ribbon,
click-the Microsoft Office Word Help
button.

b. /At the top-right corngzr of the Word Help
window, click the-Maximize button.

c. On theltoolbar, click the Show Table Of
Contents bitton [« ] to display the Table

cf-Contents.

CUiise
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2. Browse and search for Help a.

information.

In the Word Help window, in the Browse
Word Help section, click the Viewing And
Navigating link.

The topics on viewing and navigating
appear. In the Type Words To Search For
text box, click and type insert page
numbers

insert page numbers -

Click the Search drop-down arrow.

In the Content From This’Cemputer sec-
tion, select Word Help.

Click Search {a display links related to
Insert Page Numbers:

To view-thie-Heip-information, click the
Insert Page Numbers'Help link.

3. Keep the Word Help window on top a.

of the open Word window.

b

On the-title bar, click the Restore-Down
button i_'—lJ to restore the Help window.

Place-the’'mouse pointer over the Keep
On Top button to view-the ScreenTip.

a Kecp On Top

W

Click the Keep/On Top button.

To verify-that the Word Help window stays
on/top; click anywhere in the Word
window.

Cicse the Word Help window.
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ToricE

Enter Text

In the first few topics in this lesson, you identified the user interface elements 'in/Word_and
arranged the Word environment to suit your needs. With your working e¢nvironment organized,
you are now ready to begin basic document editing. In this topic, you will start to-create a
basic Word document by entering text.

Word is a powerful word processor. However, with no words to process, the program does
little more than take up room on your computer. The first step toward creating a document is
to capture your ideas in a form that Word can use, which is by entering t€xt into an open
document.

Default Typing Options

When you begin typing in a new blank document, certain/things-will happen autotnatically to
help you enter text neatly, quickly, and accurately:

e  The word wrap function will automatically centinue-a long line of text st the beginning of
the next line so that you can continue typing. There is’'no need to manually end each line
of text by pressing Enter when you get close-fo the right margin.

e AutoCorrect fixes common typographical errors, misspelled words, and-incorrect
capitalization.

e The Check Spelling And Gramniar As You Type feature displays awavy red or wavy
green underline below text that| Word'considers either a speiling or grammar mistake,
respectively. You can right-click thé-underlined item and-Word-will suggest corrections for
you.

e  Smart tags are hidden tags'that arg represented by a butten that is displayed in response
to a given action. Clicking a smart tag displays a 1ist.of options related to the action
performed.

The AutoCorrect Opticns Button

The AutoCerrect/Options button is &/hidden tag that appears below the word or the
capitalized letter that has been modified-uging the AutoCorrect feature. This button pro-
vides options te-change automatic corrections back, stop particular automatic
corrections, or control AutoCorréct options by using the AutoCorrect dialog box.

Formiaiting Marks

Definition:
Fermatting marks-are nén-printing document indicators that appear in the text area to
indicate the location of spaces, paragraphs, tabs, line breaks, and so on. By clicking
the Show/Hide/button on the Home tab, you can turn the formatting marks on or off.
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Example:
Space Formatting
Mark
Client'referral-memof-a— Pa'a“ra';,','aﬁﬂrmaﬁmu

To - Tim-Jonesy)
From - Cindy:Smith"]
Re:—+ Client-Referralf]

b

Tab Formatting
Mark

Figure 1-7: Different formatting marks in Word.

How to Enter Text

Procedure Reference: Create a Blank Document ana-EnierText
To create a blank document and enter text:
1. Click the Office button and choose New.

2. In the New Document dialog box, in the Blank/And Recent section, select Blank
Document.

3. Click Create.

4. In a Word document, position the insertion point at the location wheyre you want
to enter text.

5. Type the desired text.

6. If necessary, press Enter to end-a paragraph or to create a-blank line between
paragraphs.

7. If necessary, on the Home/tdab of the Ribbon, in the Paragraph group, click the
Show/Hide button tO/dispiay the formatting marks

8. If you need to delete-a character or space, positicn/the insertion point before or
after the character-torbe deieted, and press/Backspace to delete one character to
the left and Delefe to delete one character-to the right.

9. If you wouid like to. to delete a blank line., position the mouse pointer at the
beginning of the blank line and press Delete.
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Activity 1-5

Entering Text in a Document

Scenario:

You work for a real estate company named Burke Properties. You took-/a phone message for a
client named Ms. Ellen Thomas. The client is available for a meeting on the first of next
month to discuss buying the Schyler house on Elm Street. Since this location is eutside your
sales territory, you need to draft a client referral memo in Word to pass the information about
the client to the appropriate agent, Tim Jones.

What You Do How You Do It

1. Create a new blank document. a. Click the Office button and choose New.

b. In the New Document dialog ©ox, in the
Blank'And Recent section, verify that
Slank-Decument is selected and click

Create.
2. Type the memo’s heading a. On’the Home tab of the Ribbon, in the
information. Paragraph group, click-the Show/Hide
button to'turn on the formatting
marks.

b. Type Client Referral Memo and press
Enter tc.end the line.

c. A paragraph mark appears where you
ended-the line. Press Enter to add a blank
ine.

d.\ Type To: and press Tab.

€. The tab character appears as an arrow.
Type Tim Jones and press Enter.

f. Type From: and press Tab.

g. Type your first and last name and press
Enter.

h. Type Re: and press Tab.

i. Type Client Help
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3. Replace the word “Help”
with “Referral”.

a. With the insertion point after the word
Help, press Backspace four times to
delete the word.

b. Type Referral and press Enter.

4. Type the memo’s first sentence.

a. Press Enter to add a blank line after_the
reference line.

b. Type Ms. Ellen Thomas wants to see the
Schyler house in your territory and-step

typing.

c. A wavy line appears under Schyler”
because the Check Spelling-feature-is
active and this is not a common dictionary
word. Press Spacebai’ and-type-{the one
on Elm Street). to canclude tie sentence.

5. Check the functionality of the
AutoCorrect feature.

a. To start the next sentence; press the
Spacebar and type teh

b. To automaticatly correct the word, press
Spacebar.

c. Move the mouse pointer just below the
word/*“The” to display the AuteCorrect
Options-batton.

d.._ Click the AutoCorrect Optiens button.

D

From the AutoCorrect Options drop-down
list, select Controi-AutoCorrect Options.

f. In the AutcCorrect dialog box, scroll in
the AutoCorrect settings list to verify
that there is a setting to convert “teh” to
ﬂthe‘ ”

E! Replacetext as you bvpe

R=nlate: itk
tecnical technical
teh the
b [

g. Click Cancel to close the dialog box.
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6. Finish the memo. a. Verify that the insertion point is after
the space after the word “The” and
type first of next month is a good meet-
ing time. Call me for details.

b. Asyou type, the text wraps-automatically
at the right edge of the document. Press
Enter to end the paragraph.

You do not need(to close the-document. You
can use the same file for the next activity.

Toric F

Save a Document

You have entered text in a document. You may. want to save this documeunt for future
reference. In this topic, you will save a document.

Working on an important document for hours would be a waste if we are“unable to retrieve
this information to use it later. Thus/ it is/riecessary to save the-document.

Word 2007 File Types

All Word 2007 files use Extensible Markup Language/(XME)-ds the basic file format. The
Word XML format is a compact, tobust file format that enables easy integration of Word docu-
ments into other applications and-platforms. Word 2007 supports a number of other file types
as well.

Other Word File' Formats
The following/table/lists some of the impoftant file formats you can use in Word 2007.

Fiie Type Description
.docx This is the-defauilt type in which all Word 2007 documents are saved.
.docin This is ‘a (basic XML file type that can store VBA macrocode. Macros are

sets/0f/Word commands and instructions grouped together as a single com-
mandand a VBA helps us to modify these macros.

.doc The-Word 97-2003 Document (*.doc) option is used to save the document
1 a format compatible with many previous versions of Word.
The Word 97-2003 & 6.0/95-RTF (*.doc) option is used to save a Word
document in the format compatible with Word 95 with Rich Text Format.
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File Type

Description

.dotx/.dotm

.dot

.pdf

.htm or .html

atf

Xt

xml

.dotx is the default type for a Word template. It is used while saving docu-
ment styles and formatting.

.dotm is the default type for a Word macro-enabled template. Microsoft
Office Word 2007 stores macro code for use with other Word documents.
By default, documents are saved as .docx files even when created from a
Office Word 2007 XML Macro-Enabled Template.

This file type enables you to save a Word template in the Word 97 through
Word 2003 versions.

This file type enables you to save the Word document as an Adobe PDF
(Portable Document Format) file.

This file type saves the Word document as a web page. This rendefs’the
document’s contents non-editable.

Saving the Word document as a filtered web page will‘refiove Cffice-
specific tags and also disable a few of the Word features:

This is a common file type which enables you to save-any-text decument
with formatting.

This file type is used to save documents without any text formatting.

This file type is used to save the document as\a Word XML document and
is very similar to the basic *.html file type.

Advantages of the XML File Format

Previous versions of Word used the .doc file format-bv default. The XML file formiat
provides several improvements to the .doc file forniat that are very useful,for end

users.

Feature

Advantage

Smaller file size

Improved informa-
tion recovery

Easier detection of
documents with
macros

Easy integration
and interoperadility
of information

The new format jises zip-compression to reduce file siz€ by as much as
75 percent. These\new file formats reduce the/disk space required to store
files and the bandwidth used to share documetits across networks.

The files gaved in these’new formats ar¢ structured modularly. Different
data components in the file are stored separately. Therefore, the file can
be opened evén ifa’component within the file is damaged or corrupted.

The/new file formats with their distin¢t file name extensions make it easy
to_distinguish files that contain macrGs-from those that don’t. File exten-
sions ending/with x cannot contain-VBA macros or ActiveX controls,
whereas files ending with m-can.

Inforniation created within'thi¢ (Jffice applications can be easily used by
other business applicatios,
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The Save Command

The Save command is used to save a newly created document or to save the changes you
make to an existing document. While saving a file for the first time, the Save As-dialog box is
displayed, which prompts the user to type a name for the file and to specify the location in
which the file needs to be saved. By default, a Word document is saved with the-.doecx file
extension.

The Save As Command

The Save As command on the Office button is used to save an existing document with a new
file name, with a new file extension, or in a new location. It also provides.direct access to
options that enable you to save a copy of the file in the default Word 2007 file format, as a
template, in the Word 97-2003 file format, and also to publish a\copy of the file as a PDF or
XPS file.

p PDF (Portable Document Format) and XPS (XML paper Specification) are docurnient formats that integrate creat-
ing a document and its viewing on the window. To save in either of these fermats you will need to install an
add-in program from Microsoft; see the Word Help system for.more/information.

Save vs. Save As

The Save command saves an existing-document with the same name-in the same loca-
tion, whereas the Save As command enables you to change the name)of the file, the
location in which the file need to be stored, or the type of thie file.

Compatibility With Other Word Fermats

If you share information with users of-eaili€r/versions of Word; there are various tools you can
use to ensure that the different/document formats are compaiible,

Compatibility Method Description

Convert a document You can/use the Convert option to convert a document
sayed-in-an-earlier version of Word to the Word 2007
file format. Click the Office button and choose Convert.

Save as an earlier version You-cafy'save a .docx document in a file format compat-
ible with earlier versions of Word. In the Save As dialog
bax, select the document type for the appropriate ver-
sion of Word from the Save As dialog box. The
Compatibility Checker will run to inform you if there
are any features in the current .docx document that will
not be preserved in the earlier file format. For example,
some new text or graphic effects might be combined
into a single object in the earlier file version.

Check compatibility manually To run the Compatibility Checker manually, click the
Office button and choose Prepare—Run Compatibility
Checker. The Compatibility Checker will tell you if
there are any compatibility issues or not.
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How to Save a Document

Procedure Reference: Save a Document with the Save As Command

To use the Save As command to save a document for the first time or to save a copy
of a document with a different file name or location:

1. Click the Office button and choose Save As to display the Save As dialog box.

p The first time you save a new document, the Save As dialog box will also open if you choose
Save, click the Save button, or press Ctrl + S.

2. In the Save As dialog box, click the Save In drop-down arrow and navigate to the
location where you want to save the document.

3. If you need to select a different file format, select the format from/the SaveAs
Type drop-down list.

4. In the File Name text box, type the name of the file.

5. Click Save.
Procedure Reference: Use the Save Command to Save Changes to an Existing
Document

To save changes made to an existing document:

1. Open and modify the document.

2. Save the changes.
e  Click the Office button and choose Save,
e On the Quick Access toolbar, click-the Save button.

e  Or, press Ctrl+S.
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AcTiviTy 1-6

Saving a Document

Before You Begin:

The Client Referral Memo document is open.

Scenario:

After you have finished typing the client referral memo, you wish to tnaiitain a copy of it for
your own reference. Your agent, Tim Jones, has only Word 2003 instailed on>his computer, and
therefore, you need to create a copy of the document for him in/ the Word, 2003 file format.

What You Do

How You _Eo_lt

1. Save the document.

a. Withthe Client Referral Memo open, click
the Office button and choose Save As.

b.\ In the Save As dialog box;-nhavigate to C:\
084893Data\Creating a Rasic Document.

c.. In the File Name-iextbcx and Save As
Type text box; (verify\that Client Referral
Memo.docx is'the file name and Word
Document (*.docx) is the Save As Type.
Click Save.

File pame: Clignt Referral Merno,docx

Save as BYPe! Lvard Document (*.doc)

2. Check the compatibility of the
memo with the-2003 version of the
Word application.

a. - Click the Office button and choose
Prepare—Run Compatibility Checker.

b. There should be no compatibility issues.
Click OK.
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3. Save a copy of the file on the Desk- a. Click the Office button and choose Save
top in the Word 2003 file format. As—Word 97-2003 Document.

b. In the Save As dialog box, in left pane,
click Desktop.

c. Verify that the Save As Type is Word
97-2003 Document (*.doc) and click
Save.

d. Close the document.

Toric G

Preview and Print a Document

You have saved your work in a document and are now ready to print it. Before you priat the
document, it is smart to preview the document so you can see what it.might look like when
printed. In this topic, you will preview and print your document.

Whether you realize it or not, printing a document costs/ meney; Each page may ¢ost only a
few cents for paper and ink, but those pennies add up quickly if /you are repeatedly prifiting a
multi-page document, just to see how it will look em paper-or-to do a quick hard cepy edit. By
previewing your document before printing, you gan still see how it will look-and-identify obvi-
ous errors without wasting money and the time it takes to print additional-copies.

Print Preview

Print Preview is a view mode that enabies-you.to,view a document-as-it-would appear on
paper when printed. You can view of modify_the document inhis view to suit your
requirements. You can access Print Previéw from the Print selection.¢n the Office button.

Print Preview Opiions

When a document is displayed/in the Print Preview mode; the Print Preview tab contains sev-
eral groups that provide options to/print a document/ with-desired settings.

Print Preview Group Qptions in This Graup

Print The Print group enables you to print the document or set print or display
options.

Page Setup The Page Setup group enables you to adjust printed margins, change the

print orientation between portrait (vertical) or landscape (horizontal), or
select a different paper size.

Lesson 1: Creating a Basic Document
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Print Preview Group

Options in This Group

Zoom

Preview

The Zoom group enables you to controls the print preview appearance in
various ways such as previewing the document at a particular. percentage
of its actual size, or by previewing one or two pages at a time.

The Preview group enables you to change options for ithe Print Preview
mode. For example, you can show or hide the ruler taols that imeasure
your document horizontally or vertically. You <an also use ‘buttons in the
preview group for navigating from page to page within Print-Preview.

The Print D

ialog Box

The most common options in the Print dialog box enable useis to-print-documents with the

desired settings.

ﬁ For information on

Common Print

other options in the Print dialog box, seeMjcrosoit/ Qffice’Word Help.

Option Description

Name Displays the name of the printet in_use.

Properties Displays the printer’s Properties dialog box. This option allows you to modify the
layout of the page to be printed.

Page Range Enables you to print the /whole document, just the current page, or a range of
pages.

Copies Enables you/te-specify the number of copies. of document you want to print.

Collate Arranges each_copy in) sequential order when you need to print more than one
copy of the same-document.

Print What Allows you te print the document itself or other attributes of the document such as
its properties.

Print Allows you-to select and print-odd-pages, even pages, or all pages in the specified
page iange.

Zoom Allows/you to specify the numbet/of pages to print on a single sheet of paper and
their scaling.

Options Opens the Display tab 'in/the /Word Options dialog box. The Display tab enables

you to further modify” the appearance of the content on screen and on print mode.

How to Preview @nd Print a Document

Procedure Reference: Preview a Document

To preview

a document:

1. Click the Office button and choose Print—Print Preview, or press Ctrl+F2.
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Use the tools in the Zoom group and on the Microsoft Office Window Frame to
view the document at the desired magnification level. For example, you can

specify a percentage of actual size, click buttons to preview one or two pages at
once, or click Zoom to open the Zoom dialog box and select additional options.

ﬁ Clicking the Magnifier mouse pointer at a particular region of the document would magnify that
region of the document to 100 percent. Clicking the magnifier again will undo the change in
magnification.

To navigate through the previewed document, click the Next Page or Previous
Page buttons in the Zoom group.

To make changes to the document, uncheck the Magnifier check box in-the Pre-
view group; the mouse pointer will change to an I-beam and you will'be able to
edit the document. Check Magnifier when you are done editing.

Click Close Print Preview in the Preview group or press Esc to return to the origi-
nal document view.

Procedure Reference: Print a Document

To print a document:

1.

Display the Print dialog box.

° On the Office button, click Print.

e  On the Quick Access toolbar, click the Print button.
e On the Print Preview tab, click the Print button.

° Or, press Ctrl+P.

In the Print dialog box, in the Printer section,‘set the printer options.

In the Page Range section, set the page range to be printed: All;Cuirent Page, or
a specified range of pages.

In the Copies section, in the Number Of Copies text box, type the number of cop-
ies that you want to print. If you print multiple copies, check Collate to arrange
the multiple copies of the printed document in sequential order.

If necessary, set Zoom ot otlser priiit’ options.

Click OK to print the document/with the specified settings.
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Activity 1-7

Previewing and Printing a Document

Data Files:
e About Us.docx

Conditions:
A print driver is installed on your computer.

Scenario:

You have been asked to provide a printed copy of the document that-yev/have created to pro-
vide a company overview to new employees. Before printing, you want to preview the
document to verify whether the document looks as desired.

What You Do How You Do It

1. Open the About Us document from a. \ Click the Office button;
the Recent Documents list.

b.—In the Recent Docurrents)list, select
About Us.docx:

2. Preview the document at different a. Click the Office button and choose
zoom levels. Print—Privit Preview.

b. In Print Preview mode, the mouse pointer
appears-as-a magnifying glass. On the
Print-Preview tab, in the Zoom group,
click.the Zoom button.

c.\_In)the Zoom dialog box, in the Zoom To
section, select 75% and click OK.

Qs

The zoom value appears on the Microsoft
Office Window Frame. On the Window
Frame, click the Zoom In button

to increase the magnification to 80

percent.

e. Click the Zoom In button three more
times to increase the magnification to
110%.
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3. View both pages of the document. a. In the Preview group, click Next Page to
view the next page of the document.

b. In the Zoom group, click Two Pages to
view both pages of the document
simultaneously.

c. In the Preview group, click the Close
Print Preview button to switch to the
document view mode.

4. Print two copies of the entire a. Click the Office button and choose Print.
document.

b. In the Copies section, in.the Number Of
Copies text box, type 2

c. Verify that the Collate check hox is
checked and click QK to’print-the
document.

Copies

Mumber of copies; &

J [

S
-

5. Print a copy of the “Our Goals”
page.

CiicK the Office butten.and choose Print.

Verify that the mnumber of copies is set
to 1.

The "Our Goals”page is the second page
in the decument. In the Page Range sec-
tion, select)Pages. In the Pages text box,
type,2

CiickOK to print only the second page.

(Close the document.
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Lesson 1 Follow-up

In this lesson, you created a document by entering text, saving, and printing the¢ document. Not
only are you now ready to produce your own simple documents, but you will also-use_these
fundamental skills as you create more complex documents with Microsoft Word.

1.  What do you think about Word’s default typing options? Do you think they’re useful or
distracting?

2. How does customizing the Quick Access toolbar help you in your(work?
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LESSON 2 s T
Editing a Document

In this lesson, you will edit documents by locating and modifying text.
You will:

e Navigate and select text in a document.

e Insert, delete, or rearrange text in an existing document,

e  Undo or redo changes made to a document.

e Find and replace text.
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Infroduction

In the previous lesson, you created a basic document. Once you have created the basic struc-
ture of documents, you will often choose to perform additional editing of the text. In this
lesson, you will edit documents.

Editing a handwritten document requires you to rewrite the entire document to/include the
changes. Word minimizes the effort required to revise your documents by enabling your to
change your existing documents any time, without using messy correction-fluid or-haying to
start your document over again.

Topric A

Navigate and Select Texi in a
Document

In this lesson, you will edit documents. Most docunient editing techniques require, you to navi-
gate to a desired location and select text in“a-document. In’this topic, you willravigate and
select text within a document.

The two basic components that allow you to thorcughly view the difterent sections in a docu-
ment are the keyboard and mouse. In order to navigate in a document, though, it is very
important to quickly decide on the component that best suits the situation. Using the most
appropriate navigation technique in a 'do¢umént may save you a {ot of navigation time.

Scroll Bars

In addition to using keyboard technigques to navigate, you can use Word’s two scroll bars to
move up, down, left, or right in a document. When you navigate with the scroll bars, the loca-
tion of the insertion point does not,change. Use the vertical scroll bar, located at the extreme
right side of the application-window, to scroll up oi down. Use the horizontal scroll bar, just
above the Microsoft Otfice Window Frame, tg-scroll iett or right. The scroll arrows at the
extreme ends of the scroll bars allow the user-to scroll a document slowly. The scroll boxes
between the scroll\airows can be dragged with th¢/mouse to enable the user to quickly scroll
through a document.

ﬁ The leftcerner of the’ Microsoft Office Window -Frame always shows the insertion point’s current location.

The’'Next aind Previous Buttoris
In addition to the scroll bar\components, you can also use the Next and Previous but-
teng to navigate through-a“document. These buttons are located below the vertical
scroll bar in the Word environment. The Next and Previous buttons are part of the
Object Browser,-which contains the options to browse through the different parts of a
document. By default, the Object Browser is configured in such a way that you can
use the Next and the Previous buttons to browse by page. You can also customize the
Object Browser to navigate to a specific location, such as a line, heading, table, or
graphic in a document.
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The Selection Bar

The selection bar is the area at the left margin of a document that is used to select text. When
positioned on the selection bar, the mouse pointer will change from an I-beam to a right-
pointing arrow. On the selection bar, you can click to select a line, double-click to select a
paragraph, or triple-click to select the entire document.

The Mini Toolbar

Whenever you make a text selection in a document, the Mini toolbar appears above the
selected text. You can use commands on the Mini toolbar to format text without having to
move to the Ribbon. This toolbar disappears when you move the mouse pointer awayfrom the
selection. You can also invoke the Mini toolbar along with a list of commands by fight-
clicking anywhere in the document.

How to Navigate and Select Text in a Document

Procedure Reference: Navigate and Select Text in a Documeny

To navigate and select text in a document:
1. Open the document.
2. Use the appropriate navigation techniques to move.to.the-desired location.

3. Use the appropriate selection methods to select the text.

Keyboard Navigation Techniques
The navigation keys on the keyboard allow users.to’easily navigate within’a document.

Pressing This Key/Keys Moves the Insertion Point To This Positich

Right arrow or Left arrow  One space to the righi or left.

Ctrl+Right arrow or One wotd to the-right or left.

Ctrl+Left arrow

Down arrow or Up arrow One-tine down.Or up.

Ctrl+Down arrow or One paragraph down or up.

Ctrl+Up arrow

Page Down or Page Up One screen down or up.

Ctrl+Page Down or Ctri+ Beginning of the next page or the beginning of the previous page.
Page Up

Home or End Beginning or end Of aline.

Ctrl+Home or,Ctri+End Beginning or end of the document.

Scroll Bar Navigation Techniques

You can use the vertical and horizontal scroll bars to navigate quickly to different parts
of the’ document without changing the position of the insertion point.
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If You Need To Do This

Scroll up or down one line at a time On the vertical scroll bar, click thescroll up arrow
or the scroll down arrow.

Scroll up or down multiple lines On the vertical scroll bar, click/above or belew the
scroll box.

Scroll left or right

On the horizontal scroll bar;.click the-scroll left
arrow or the scroll right arrow.

Display the top, bottom, or center of a On the vertical scroll bar, drag the-scroll box to

document

the top, bottom, or center of the scroll bar.

Text Selection Methods

In a document, you can select individual characters; words, sentences, paragraphs, or
even the entire document using the mouse, keyboard; or comibination of both.

To Select This

Do This

Variable amounts of text

A word

A line or lines of text

A sentence

A paragraph

Noncoritiguous sections

The enfire document

Deselect text

e C(Click-and drag with the mouse to select a bioek of text.

e Place theinsertion point at the beginriing of the text, hold
down the Shift key, and press an arfow-key to extend the
selection in the-desired direction|

e Place-the insertion point at the begiuning of the text, hold
dowr the Shift key, and click at the end of the desired block
of iext.

Double-ciick the word. This(selects the trailing space after the

word, but does not select punciitation.

CIicK in the selection-bai-to-the left of the line. To select mul-

tiple contiguous lines, click and drag in the selection bar.

Hold Ctrl and click-anywhere in the sentence. This selects the
sentence and its|closing punctuation.

Triple-click in the paragraph or double-click in the selection bar
next to the paragiaph.

To select items+that are not adjacent, select the first item, line, or
paragiaph; and then hold down Ctrl while you select additional
items.

o ‘Triple-click the selection bar.

e Press Ctrl+A.

¢ Or, on the Home tab, in the Editing group, from the Select
drop-down list, select Select All.

Make another selection or click anywhere in the text area away
from the selected text.
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ActiviTy 2-1

Navigating and Selecting Text in a Document

Data Files:
e Burke Draft.docx

Before You Begin:
From the C:\084893Data\Editing a Document folder, open Burke Draft.docx

Scenario:

You need to attend an important client meeting the next day. The details about the client are
captured in the Burke Draft.docx file. This information will be very helpful for you during the
client meeting, so you need to review the document to familiarize yourself with the content.

What You Do How You Do It
1. Display different parts of the docu- a. On the vertical scrotl bar, click the scroll
ment using the vertical scroll bar. down arrow |:_| to.display the next line
of text.

b. Click the scroll bar area below the scroll
box-to0 scroll a screen at a time.

c. Although you are scrolling, the insertion
point remains at the top cf the document.
Click the Next Page button B to move
the insertion point to-thetop of the next

DAgE.

d. On the vertical scroli bar, click and drag
the scroll boxto the bottom of the scroll
bar.

As yaii-drag the scroll box, you may notice a
ScreenTip) with the number of the current page
being displayed.

e. (/Drag-he scroll box to the top of page
two of the document.
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2.

Move the insertion point to differ-
ent parts of the document.

If necessary, on page 2, click at the
beginning of the first paragraph.

Press the Right arrow key te move the
insertion point one character to-the.right.

Press the Left arrow key to movethe
insertion point one character-to’'the left.

Use the Up and/£own arrow keys and
the Page Down and Rage Up keys to
move to various dacument locations.

Press Ctrl+End-to rnove the insertion
point to‘the end-of the document.

3.

4.

Select various sections of text.

Réturn to the beginning of the
dozument:

At the beginning of the doctiment, click
and drag until the end of the text “SEC-
OND DRAFT” to selectit,

To select the line that begins with the
text "Burke Preperties was founded,”
move the mouse pointer on the Selec-
tion bar uantil the shape of the mouse
pointer changes to a right-pointing
arrow and click.

To-extend the selection to include the
word “firm,” Hold down Shift and press
the Right arrow key five times.

To select the paragraph below “About Us”
triple-click the paragraph.

Select the entire Word document.

On the Home tab, in the Editing group,
click Select—Select All.

Click anywhere in the text area to dese-
lect the text.

Close Burke Draft.docx.
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Toric B

Insert, Delete, or Rearrange Text

In the previous topic, you navigated within a document and selected document text. You can
use these basic navigation and selection skills to insert, delete, or rearrange text as needed: In
this topic, you will insert, delete, and rearrange text.

You want the content in your document to be as clear as possible. That’s not always the-case
after typing a first draft. As you enter text, you often type the words as they crystallize in-your
thoughts. Once you’ve reviewed a document, chances are that you will want to add or delete
text or rearrange existing text to clarify the message you are trying to convey.

The Clipboard Group

The Clipboard group on the Home tab gives you access to the Clipboard, a temporary holding
area for information that you want to move or copy to other locations. You can use-the Clip-
board group to move or copy text and associated text styles to the(Clipboard, to paste text
from the Clipboard to other locations, or to set Clipboard options.

Text Moving and Copying Options

Text or a selection of text can be moved from one location to another.within or betwéen
documents.

Method Description

Cut and paste After selecting text, you can/move it'to the Clipboard, atic -then-paste it in the
desired location. You can move text/to the Clipboard by usinig the Clipboard
group, the shortcut menw, or the Ctri+X keyboard shorteut.

Drag After selecting text, [it can be moved from the current location by directly
dragging it to the desired location. When you drag text, it is not placed on
the Clipboard.

Copy and paste After selecting text,/you can copy it to the ‘Clipboard, and then paste it into
the desired location. You can copy text to the-Clipboard by using the Clip-
board group, the-shortcut menu, or the Ctrl+C keyboard shortcut.

Text Pasting Cptions

Any text or sections ©Of text that have been copiedor cut can be pasted in any part of the docu-
ment using the Paste-options-in the Clipboard-groud.

Option Description
Paste Pastes the copied or cut item in the desired location.
Paste Special Opens the Paste Special dialog box, where you can specify the format in which

the selected item should appear when pasted.
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Option Description

Paste As Hyperlink Pastes the text as a hyperlink so that when you hold down Ctrl~and click a
pasted item, it takes you to the location from where the item has.been copied or
cut.

The Paste Options Smart Tag
When you paste an item, the Paste Options Smart Tag is displayed immediately next to
the pasted item. This tag holds a list of options that enables wsers to speeify the for-
matting for the pasted item. You can retain the source formatting of the item; change
the formatting of the item so that it matches the text in the-destination; paste the text
only; or customize cut, copy, and paste options.

The Clipboard Task Pane

The Clipboard task pane lists the objects that have been copied or, cut from the document. You
can use the Clipboard task pane to paste in all the Clipboard objécts, clear the Clipboard, and
to customize the task pane. Click the Clipboard‘Dialog Box Launcher button in-theClipboard
group to open the Clipboard task pane.

Customization Options in the Clipboara-Task-Rane
The Clipboard task pane can be customized using the options-avaiiable in the Options
drop-down list.

Option Description

Show Office Clipboard Automati- —Shows the Clipboard.as sgon as a document is opened.
cally

Show Office Clipboard Whei: Shows the Ciipboard when Ctrl+C is pressed two times.
Ctrl+C Is Pressed Twice

Collect Without Showing Office Collects the-items to the Clipboard without displaying the
Clipboard Clipboard task pane.

Show Office Ciipboard Teon On Displays the Office Clipboard icon on the taskbar.
Taskbar

Show StatusNear-Taskbar When Displays the status of the task pane near the taskbar when
Copying arn/item is copied.

How t¢ Insert, Delete, or Rearrange Text

Frocedure Reference: Insern-or Delete Text
To insert or delete text:

1. Place the insettion point where you want to insert the new text or adjacent to the
text you want to delete.

2. To insert new text, type the text.

3. To delete text, use the appropriate method.

e To delete characters to the left of the insertion point, press Backspace.
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e To delete characters to the right of the insertion point, press Delete.

e To delete a block of text, select it and press Delete.

Procedure Reference: Move or Copy Text

To move or copy text to a new location:

1.
2.

Select the text you want to move or copy.

Cut or copy the selected text.

e On the Home tab, in the Clipboard group, click the Cut button or the Copy
button.

e  Press Ctrl+X to cut or Ctrl+C to copy.
e  Or, right-click and choose Cut or Copy.

Place the insertion point at the location where you want to move of_copy the-text.

Paste the text.

e  On the Home tab, in the Clipboard group, click the Past¢ butten:
e  Press Ctrl+V.

e  Or, right-click and choose Paste.

To move or copy multiple text selections, cut or copy-each. selection to the
Clipboard.

To paste in multiple selections, open the Clipboard task pane and make thie appro-
priate choice.

e In the Click An Item To Paste sectiomn,/seléet items one after the-other to
paste them to the specified location.

e  Click Paste All to paste all the items in the clipboard to the specified
location.

Moving or Copying Between Documents
You can use standard move and ¢epy technigues between docitments and within a
document. To switch between open-documents, you can use any of a number of tech-
niques:

On the View tab, in the Window group, choose Switch Windows to display the
list of documents that are open‘and to select the document you want to display.

Press Ctrl+F6 to switch between open Word documents.
Press Alt+Tab to switch-between all open documents.

Click the appropriate button on the Windews Taskbar.
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AcTiviTy 2-2

Inserting, Deleting, and Rearranging Text

Data Files:
e Second Draft.docx

e Nolan Letter.docx

Before You Begin:

From the C:\084893Data\Editing a Document folder, open Nolar Letter.decx and Second
Draft.docx.

Scenario:

As you were reviewing the draft document, you noticed somnie_text-that seems out of place. On
page one, you feel that the “Our Company Affiliations”’(heading and the paragraph that imme-
diately follows it should be moved down in the decumeént so that they precede the paragraph
on page two that begins with “Buying a Home”.

You also realize that some content is missing from the draft document; specifically, a list of
things a realtor does for his or her clients under-the“Selling Your Home?paragraph on page
two and the Burke Properties guarantee on page three below the “Our-Guarantee” paragraph.
Fortunately, you recall seeing that information in a-letter written to/ Beth Nolan.

What You Do / How You Dot
1. In the Second Draft document, a. If necessary,.in the Second Draft docu-
delete the first word in the title. merit, click at the beginning of the

documient, before the word “THE.”

b. Press Delete four times to delete the
ward and the trailing space after it.

2. Insert the words “real estate” into a. ) In the sentence that begins with “We
the second full sentence. arrange”, click to place the insertion
point at the beginning of the word “ser-
vices”

b. Type real estate and press Spacebar.
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3. Cut the heading “Our Company
Affiliations” paragraph and blank
line below it.

a.

b

In the middle of page 1, select the “Our
Company Affiliations” heading and para-
graph and the paragraph formatting
mark that follows.

'

Boar-CormparnA it oo
Buke-Propeatie-ls-aphivaidy-ermal-negeyofind deeident snploves-widine
it lal e teany ol s compani s -Our-menberipi- in-narensl-nervebn-sucheas the
Amacation of Reliver Emploves Redoomion Comal {ERL L and Natiomal- Acfeml
Bon e NELR e efimive i s - o i 10 -S89 & Eop gt il e e el e gl
uitlsiids Thenenvat-alon offen o coveisbile penila oo henefn1ataks
propersesand ctherpdependent token

v

CrapCerpaian s Phillosephiy?
To-provideindividual and corporate-cliems with the baghesr caliber ofvelpCation ansd veal
extateservices - [nyeponse-toeeach client s usique-need s, our Relocation: Téuq:is

. On the Home tab, in the Clipbeard group,

click the Cut button. fﬁ |

4. Move the text to page two just
before the “Buying a Home”
heading.

a. Press Page Down twice fo.navigate to the
middle of the next page.

b. Place the inserticn point at the begin-
ning of the Buying a Home heading.

c. On the Home tab;.in the Clipboard-group,

click Paste. |;|
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5. Copy the necessary text from the a. Click the Nolan Letter button on the
Nolan Letter.docx file. Taskbar.

b. On the Home tab, in the Cliphoard group,
click the Dialog Box Launcher button to
display the Clipboard task pane.

c. In Nolan Letter.docx; select the *Here’s
what a realtor” list along witii'the para-
graph mark.

d. On the Home tab;-in the Clipboard group,
click the Copy button [3]to copy the
selection.

e. Press Page Down to reach the end of the
docuiment.

f._~In the'last/paragraph, after-ihe.text
“pP.S.”, select the entire-sentence which
beging with the text, “We are so sure”,
along with the paragraph-mark.

g.._Press Ctrl+C to copy the selection and
add it to the Clipboard task pane.

6. Use the Clipboard task pane to a. Switch to‘the Second Draft document.
paste the first item of text that was
copied. b. Scroittothe bottom of page 1.

c. In theilast paragraph, place the insertion
noint in the blank line below the text,
“Selling Your Home.”

d. ) Open the Clipboard task pane.

e. In the Clipboard task pane, in the Click An

Item To Paste list box, click the item that
begins with the text, “Here’s what a
realtor” to paste a copy of it into the
document.
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7. Paste the next item of text.

Press Ctrl+Page Down to navigate to the
next page.

Place the insertion point in the blank
line below the “Our Guarantee”
heading.

In the Clipboard task pane, in the Ciick-An
Item To Paste list box, click the item that
begins with the text, “We are so sure”
to paste a copy of it into the document.

On the Clipboard task pane, click Clear
All to clear all the items copied-into the
task pane.

8. Save the document as My Second
Draft and close the Nolan Letter
document and the Clipboard task
pane.

Save the document as My-Second Draft.
docx

Close the Nolan Letter deccument.

On the top-right corner of the Clipboarz
task pane, click the Close button tg close
the task pane.

Toric C

Undo Changes

In the previous topic, you changed your/doctiment by inserting, deleting, or rearranging text.
As you modify your document, it-is typical {¢' find that you make minor typographical errors,
or otherwise make a change that\you need to reverse. In thisiopic, you will undo document

changes.

One of the great benefits of/using computers to perform -business tasks electronically instead of
on paper is that youhave the/ability/ to reverse or revise-tli¢ contents of documents easily,
quickly, and neatly.\In/a’ paper document, it is very difficult to reverse a change and still pre-
serve the professional/look of the content. On a ¢omputer, however, it only takes a single click
to reverse a change-Microsoft Word improves-orn-thi’undo capability even further by enabling
you to reverse or redo 4 series of changes and revert an open document back to any previous

state that you choose:
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Undo Options

The Undo options on the Quick Access toolbar help correct unnecessary or erroneous actions.
You can undo an action by clicking the Undo button or by pressing Ctrl+Z. You-can view the
actions that you have performed earlier, listed in the reverse order, by clicking the drop-down
list next to the Undo button. Deleted items, which are not collected by the Clipboard task
pane, can be restored only by using the Undo command.

Redo Options

The Redo button on the Quick Access toolbar allows you to redo a series of actions in the
reverse order that the changes were undone. The Redo option works-enly-for the current work-
ing session. Once you close a document, the Redo list is cleared.

While you can undo or redo most actions, certain actions, such as apedaing, saving,-or printing a document, can-
not be undone. Only the actions that have been undone can be redore:

How to Undo or Redo Changes

Procedure Reference: Undo or Redo Actions

To undo or redo actions:

1. To undo an action, click the Undo bution on the Quick /Access-toolbar or press
Ctrl+Z.

2. To undo several actions/ click the Undo drop-down arrow on the Quick Access
toolbar to display the list.of actions and select an option to undo the correspond-
ing change, or press Ctrl+-Z several times.

3. To redo an action, click the Redo button on the Quick Access toolbar or press
Ctrl+Y.

4. To redo sevgral-actions, click the Redo button-on the Quick Access toolbar several
times, or press Ctri+ Y, several times.
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AcTiviTy 2-3

Recovering Deleted Blocks of Text

Before You Begin:
My Second Draft.docx is open.

Scenario:

You heard that the Kentucky, Ohio, and Texas offices were going to be closed soon, so you
decide to delete those items from the Burke Properties Locations list. Before you coinpiete
editing the document, you realize that what you heard about the offices was a
miscommunication. You decide to restore those three blocks of text to the list of offices once
again.
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What You Do How You Do It

1. Delete the unnecessary text. a. Press Ctrl+End to navigate to the end of
the document.

b. Press Page Up twice to disptay
“Kentucky”.

c. Select the Kentucky and Lexington para-
graphs and the blank line following
them.

San-Francisco¥
L

Kentucky?

Lexington¥
LIl

Maryland¥

d.. ‘Press-Delete to deletesthe salection.

Seiect and delete the Otiio, Cleveland,
and Toledo paragraphs and the blank
line following them,

D

Columbia®
L)

Ohio¥
Cleveland¥
Tolzdu®

L

Florida¥
f.)) Press Page Down to view the remaining
text in the page.

g. Select and delete the Texas, Dallas, and
San Antonio paragraphs.
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2. Undo the deletions. a. On the Quick Access toolbar, click the
Undo button to restore the Texas,

Dallas, and San Antonio deletion.

b. Click the Undo drop-down arrow to dis-
play the drop-down list.

Cc. Move the mouse pointer over the second
Clear action to highlight both Clear
actions.

d. Click the second Clear action e restore
both the Ohio and the Kentucky text
blocks.

e. Scroll up to verify that the *Ohio”)and
the “Kentucky” text blocks-havebeen
restored.

f. Save the file as My .New Draft.docx

TopricD

Search and Replace Text

In the previous topic, you used Undo to reyerse-changes in a document. Anothier technique you
can use to make changes throughout a dacuiment isto search for and/replace specified text. In
this topic, you will search for and replace text guickly and efficiently:

If you are working on a short document,/it’s diot difficult to fird-the text you are looking for
by scrolling up and down. However,\if“you are looking for a client’s/iame in a multi-page
legal document, that method is like looking for a needle in 2-haystack. It could take hours to
find all the occurrences of the client’s name and, in the end, yOu) may miss one or two occur-
rences of the name anyway. Werd enables you to locate every-occurrence of the text you want
to find and presents you with the/opportunity to selectively te¢place an occurrence or replace all
of them with the click of a button.

The Find And Replace Dialogy Box

Clicking any of the Firid,Replace, or Go 70 gpmiands in the Editing group of the Home tab
opens the corresporiding tab in the Find And/Replace dialog box.
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Tab Description

Find Provides various find options that will help you specify the search eriteria. The
keyboard shortcut, Ctrl+F, directly opens the Find tab in the Find And Replace
dialog box.

Replace Provides options to replace the found text with a different text.. The Keybeaid
shortcut, Ctrl+H, directly opens the Replace tab in the Find And Replace/ dialog
box.

Go To Provides options that let you specify where exactly yon|want to navigate. The key-
board shortcut, Ctrl+G, directly opens the Go To tab in-the Find And Replace
dialog box.

Find Options

The Find tab in the Find And Replace dialog box has warious find, options that will help you
specify the search criteria.

Option Used to

Find What Specify the text to be located. You-can use wildcard characteys to expand the
search.

More Display the advanced find options to customize your search. For example, you

can specify whethierte search up or down, whether or-i10t to match uppercase or
lowercase, to firid whoie words or sections of,words, to include or ignore punc-
tuation or white space, or'to search for formatting.

Reading Highlight Highlight 4ll-the instances of the search criteria in the document.
Find In Locate every instance of the search criteria_in the document.
Find Next Locate-the next instance of the search-criteria in the document.
Cancel Close the-Find And Replace dialog box.

Replace Options

The Replace/tab in the Find And Replace dialog box contains options to replace the found text
with different text:

Option Used To

Find What Specify tie text to be located.

Replace With Snecity the text with which the located data should be replaced.

More Display the advanced find options. These options will allow you to customize
your search.

Replace Replace the selected instance of the search criteria with the new data.

Replace All Replace every instance of the search criteria with the new data.

Find Next Locate the next instance of the search criteria in the document.
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Option

Used To

Cancel

Close the Find And Replace dialog box.

Go To Options

The Go To tab in the Find And Replace dialog box contains options that allow you to specify
exactly where you want to navigate to. In the Go To What list box, you can select an option to
specify the exact location. For example, if you need to navigate to page five in a documeiit,
you can select Page, type the number 5, and click Go To. You can also navigate to the previ-
ous or next page by clicking the respective buttons on the tab.

How to Find and Replace Text

Procedure Reference: Find or Replace Text

To find or replace text in your document:

1.

10.

To open the Find And Replace dialog box, either click \Find in the-Editing group
or press Ctrl+F.

In the Find What text box, type the text you want 1o lecate. Include any specisi
characters, such as tabs or double spaces.

If necessary, from the Reading Highlight drop-down list, select Highlight ‘All to
highlight all the instances of the search critéria-iny the document.

If necessary, click the More button to set advariced search options.
If necessary, click the Less button to hide the advanced search options:

Click Find Next to locate the first occurrence of the text in the document. Con-
tinue clicking Find Next to advance to-the next occurrence.

To replace text that you find, click the Replace tab.

In the Replace With text box, type-the text that you warit to substitute for found
occurrences. Include any’ special characters, such as'tabs or double spaces.

ﬁ To display the Repldce tabin the Find And Replace dialog box directly, either click Replace in the
Editing group or press Ctrl+H.

Click Find Next-te, begin-the search.

Make the appropriate selection to replace each instance of the text.
e  Click‘Replace-to replace the highiighied text and continue searching for the
next occuirence.

e /Click/Find Next to leave the highlighted text unchanged and continue search-
ing for the next occurrerice,

s\ Click Replace All to replace all occurrences of the text at the same time.

ﬁ If you change your mind about a replace operation, click the Undo button on the Quick
Access toolbar. If you used the Replace button, Word will undo the replacements one by
one. If you used the Replace All button, Word will undo all of the replacements at the same
time.
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11. When Word has finished searching the document and you have made any neces-
sary replacements, click OK in the Microsoft Office Word message box.

12. Close the Find And Replace dialog box.

Procedure Reference: Navigate in a Document Using the Go To Comimand

To navigate in a document using the Go To command:
1. In the Editing group, click Find and select the Go To tab, or/press Ctil+G.

2. In the Go To What list box, select the document componé¢ni you-want to go to,
such as a page, section, or line.

3. Type the number or name of the component you warif to go te.and click Go To.

AcTivity 2-4

Finding and Replacing Text

Before You Begin:
My New Draft.docx is open.

Scenario:

During the previous review of the Burke Properties document, “Burke Properties” wasn’t prop-
erly capitalized in all instances. The “B” i Burke and the “P” in Properties should always be
capitalized. As part of a new Human ResOurce, department initiative, many job titles have been
updated. You have been asked to make/sare that the job title “broker” is changed to “agent”.
You also noticed that a heading it page-twe needs to be modified:
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What You Do

How You Do It

1. Search the document for any lower-
case instances of “burke
properties” and highlight them.

[E g

2]

&

Place your insertion point at the begin-
ning of the document.

To open the Find And Replace dialog box,
on the Home tab, in the Editing group,
click Find.

In the Find What text box, type burke
properties with all lowercase letters.

Find and Replace

Find Replace | GoTo

Find what: burke properties|

From the Reading Highlight drop-down
list, select Highlight All,

All the instances.of the text are
highlighted. Click.the More button to dis-
play the advanced search options.

In\the Search Options section, check the
Match Case check box.

Szarch Oplions

archy | Al w

g. Click Less to hide the advanced options in

the digtog’box.
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2. Initial cap all instances of the words a. In the Find And Replace dialog box, select
“burke properties”. the Replace tab to display the replace
options.

b. Click in the Replace With text box.and
type Burke Properties

c. Click Find Next tg'find the!first’occur-
rence of “burke properties”.

ﬁ You can move the Find And Replace dialog box
out of the way ic-see-the,found text in the
document.

d. Click Replace to replace the lowercase
instance with-the uppercase version.

e. Click Replace to replace the next
instance:

f. "When Word has finished seaiching the
document, in the Microsoft Office Word
message box, click OK:

3. Prepare to replace instances of a. In the Find What-text box, type broker
the “broker” job title with
*agent”. . . . L

b. Press Tah-to move the insertion point into
the Replace)With text box.

c. Tybe agent

d//Click More to display the advanced search
options.

e/ Uncheck the Match Case check box.

f. Click Less to hide the advanced options in

the dialog box.
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Click Find Next to find the first occur-

In the first occurrence, “broker” is part of
the word “brokerage”. Click Find Next to
ignore that occurrence and to continue

In the next occurrence, click Replace to
replace “broker” with “agent” and con-

Continue searching and replacing the
appropriate occurrences of “broker”,

When you have finished, in.the Microsoft
Office Word message(box, click/OK to end

4. Find and replace the appropriate
instances of the word “broker” rence of “broker”.
with the word “agent”.
the search.
tinue the search.
with “agent”.
the search.
5. Delete the incorrect word in page

two of the document.

In the Find And Replace dialog box, select
the Go 1o tab to display the Go To
options.

Verify that the Page option is selected
by defauit in the Go To What list bex:

In the Enter Page Number text boX, type
2

Click' Go To to move tihe insertion point to
the beginning of second page.

In the Find And Replace dialog box, click
Close to close the dialog box.

In the heading “Special Network”,
double-ciick the word “Special” to
select it‘and the space after it.

Special Network - The-Relocation T
anvwhicle-else-in-the-United-States.-

g. Press Delete to delete the selected text.

h. Save the document as My Burke

Properties.docx and close it.
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Lesson 2 Follow-up

In this lesson, you edited a document using a number of different editing techniques, such as
moving and copying text, undoing changes, and replacing text. These basic editing-skills will
form the foundation of all the tasks you will perform in Microsoft Word documents.

1.  How do you currently edit documents?

2. How can the editing techniques in Word help you work more efficiently?
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LESsON 3 o i
Formatting Text

In this lesson, you will format text.

You will:
e  Change font appearance.

e  Highlight text.
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Infroduction

Now that you have entered and edited text in a document, it is a good time to make that text
more visually appealing. To make a selection stand out from the remaining text er meet a sty-
listic requirement, formatting is the solution to enhance your document. In this lesson, you will
format text using the various options in Word 2007.

Whether you are designing a storybook for children or preparing a business report for|your
clients, you have to ensure that you hold the attention of your readers. In/addition;-you have to
make sure that the readers don’t lose out on any important information.stated within the
document. Word 2007, with its various font colors, sizes, and styles, can make-any document
attractive while ensuring that your reader is captivated by the information-in your document.

Topric A

Change Font Appearance

In this lesson, you will format text. A fundamentai aspect-of the appearance of text is/the
appearance of the fonts you use to enter the-text. In'this topic, you will change-f6nt
appearance.

While reading the newspaper or a magazine, your-eyes automatically dart-toward stories pre-
sented in varying fonts or sizes, or with other text enhancements and effects. These font
appearance settings aid in drawing the attention of the audience, thereby helping them to focus
on the important information in the documient.| Well-chosen forit appearance options can
enhance your message and help readers find the important infermatich in the document.

Fonts

Definition:
A font is a predefined typeface with a unique design and character spacing. The set of
characters in-a-fontinelude letters, numbers;-and punctuation marks. A single docu-
ment can se more-than one font. You can rnodify the basic appearance of a font by
using varioug formatting options. Word-hag/a variety of built-in fonts that you can see
on the Font group- within the Home tab. The default font in Word is Calibri.
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Figure 3-1: The Font drop-down list with predefined typefaces.

Font Size

In Word, font size is measured in points. One point equals 1/72 of an inch. Each font starts at
a default point size, generally in the range of 10 to 12 peinis..You can change the font size for
selected text by using the Mini toolbar or by using the/Font/Size, Options in the Fonts group
on the Home tab. You can also select a specific font size-from the Font Size drop-=down list in
the Font group or the Font dialog box.

In the Font group, there are four options that affect the fort size.

Option Description

-

The Grow Font option increases the font size by-one. point each time you click
it.

The Shrink Font optioh decreases the font size by-oné point each time you click
it.

> B

The Subsciript option creates small letters and inoves the text below the text
baseline.

EI The Supersctipt option creates small lerters /and moves the text above the text
line.

Bold, Italic, and Underiine

Three of the most conmmon text-formatting eptions are bold, italic, and underline. Word
enables’you to apply any combination of these three options to selected text easily by using
buttonsin the Fent-gifoup of the Home tab on the Ribbon. You can also access these options
from the-Mini toolbar and in the Font dialog box.
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Font Case

You can use the Change Case button in the Font group of the Home tab to apply different
combinations of uppercase and lowercase fonts to document headings, subheadings;-body text,
and so on.

Font Case Option  Description

Sentence Case Capitalizes the first letter of every sentence in the selected text:

Lowercase Converts all the characters of the selected text into small letters.

Uppercase Capitalizes all the characters of the selected text.

Capitalize Each Capitalizes the first letter of each word in the s¢lécted text.

Word

Toggle Case Inverts the current capitalization of the selection. Lowercase letters become upper-

case, and vice versa.

Font Effects

Effects are predefined text-enhancing optionis-that emphasize text without affectizg the typeface
or the style of the text.

Effect Description

Strikethrough Runs a line through the sélected text.

Double Strikethrough Runs two lines through-the selected text.

Superscript Converts the text te small letters that dppear above the text line.

Subscript Converts the-text to/small letters thatappeai- below the text baseline.

Shadow Applies a.shadow to each character of the,selected text.

Outline Agpplies an-ouiline to each character-of the selected text.

Emboss Applies-an etched impact on-the text.

Engrave Applies an embedded impact on)the text.

Small Caps Converts all the characters inthe text to uppercase. However, the size of the first
character of the word is-larger than the rest of the letters.

All Caps Capitalizes all the characters of the text, and all characters are the same size.

Hidden Hides the content/oftiie selected text.

Text Color

Adding color to your teXt helps-in identifying important information in the document. The
default text color is blacks/but you can change the color of selected text to any one of a palette
of standard colors. You caruse the Font Color button, the Font dialog box, or the Mini toolbar
te-change font color.

ﬁ You can even mix your own custom font colors. For more information on custom colors, see Microsoft Office
Word Help.
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The Format Painter

The Format Painter is a formatting tool in the Clipboard group that allows you to duplicate
the character or paragraph formatting in selected text and apply it to one or more additional
selections. It is also used to apply some basic graphics formatting. The Format Painter does
not provide any formatting options of its own.

How to Change Font Appearance

Procedure Reference: Change Font Appearance

To change the font appearance:

1.
2.

o

Select the text you want to change.

Apply a different font.
e  Change the font using the Font drop-down list.

— On the Home tab of the Ribbon, in the Font group; from the Font drop-
down list, select the desired font.

— Or, on the Mini toolbar, from the Font drop-dewi list; seiect the desired
font.

e  Change the font using the Font dialog box.

a. On the Home tab, in the Font group, click-the Dialog Box Launcher
button, or press Ctrl+Shift+F.

b. In the Font dialog box, in the Fontist-box, select the desired font

c. Click OK.

Set the desired font size.

e On the Home tab of the Ribbon,/in the ont group, from the Foni/Size drop-
down list, select the desired font size.

e On the Mini toolbar, from/the Font Size drop-down list, select the desired
font size.

° On the Mini toolbar, click-the.Grow Font or Shrink Font button to increase
or decrease the font size by one’point at a tinie.

e  Or, open the Font dialog box and select the desired font size in the Size list
box.

Apply bold, italics, er underlining.

e  On the Ribbon, on th¢ Home tab, in tiie Font group, click any combination
of the Bold,/Itali¢,)or Underline buttons. 70 change the underline style, select
a(style from‘the/Underline drop-down list.

e In the Fent dialog box, in the Font Style list box, select Regular, Italic, Bold,
or Beld Italic, and select an-underlitie style from the Underline Style drop-
dowr list.

) Or{ on/the Mini toolbar, sei¢ct the desired options.

To/apply font effects, in the Font dialog box, check the desired effects in the
Bifects-section. Available effects include Strikethrough, Double Strikethrough,
Superscript, Subscript, Shadow, Outline, Emboss, Engrave, Small Caps, All Caps,
and, Hidden.

Lesson 3: Formatting Text
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6. Set the font case.

a.

On the Home tab, in the Font group, click the Change Case button to open
the Change Case gallery.

In the Change Case gallery, choose the desired font case. You can.choose
from Sentence Case, Lowercase, Uppercase, or Capitalize Each Word;. or, you
can choose Toggle Case to reverse the current casing.

7. Set the font color.

On the Home tab of the Ribbon, in the Font group, click the-Font Color
drop-down arrow, and select the desired color from,/the Font €oior gallery.

On the Mini toolbar, click the Font Color drop-down arrow, and select the
desired color.

Or, open the Font dialog box, click the Font Colot/drop-down arrow, select
the desired color, and click OK.

Procedure Reference: Copy Formats with the Format Painter

To copy formats with the Format Painter;

1. Select the text that has the format you-want to_duplicate.

2. Click the Format Painter button in the Clipboard group on the ‘Home tab or on the
Mini toolbar. If you want to ¢opy-to muitiple selections, double-click the Format
Painter.

3. Select the text to which you want to copy the formatting. If you double-clicked
the Format Painter button; it will remain active, and you can’make additional
selections to continue copying the format.

4. To deactivate the Format Paintet/ click it again ci—press/Esc.

Repeat an Action versus Redo an\Action

After you perform an action;-such as typing text,.you can quickly repeat the action by
clicking the Repeat-button on the Quick Access tooibar. To see what action you are
going to repeaf;-point to-the Repeat buttony the name of the last action you performed
is appended to the Repeat button’s Screen'lip. You can also repeat actions by pressing
F4 or Ctrl+Y.

Repeat is \not/the same as Redo. You can repeat any action, but the Redo command
works/only if you have first used the Undo command to undo a specific action.

Microsoft® Office Word 2007 - Level 1 (Second Edition)



Activity 3-1

Changing Font Appearance

Data Files:

e Relocation Services.docx

Before You Begin
From the C:\084893Data\Formatting Text folder, open Relocation Services.docx.

Scenario:

You have created the company report that will be emailed to all your clients.However,-whiie
reviewing the document, you realize that some critical information might be lost-amidst the
pages of plain text. You will need to ensure that your clients don’t miss this critical informa-
tion even if they only give your document a quick glance.

Lesson 3: Formatting Text
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What You Do

How You Do It

1. Change the font of the text “Our
Relocation Services” to Arial, 24
point.

N

a. At the beginning of the document, select
the text "“Our Relocation Services”.

b. On the Home tab, in the font group;-from
the Font drop-down list| select Arial.

: = = o =
Times Mew Roman @12 NAaATES | [e=

Theme Fonts —
Cambria

Calibri
All Fonts

T hgency /@

T ALGERIAN
T Arial

T Ansa) Black

(Headings)
(Body)

c._In the Font group, frem theFont Size
drop-down list, select 24,

Arial Wi

Bfgvabemz

FaniP10
11

14
16
13
20
‘ 22
| 24
' za%
! 28
36
48
72

L . A

d. The text now appears as Arial, 24 pt.
Click after the word “Services” to dese-
lect the text.

Change the font of thé remaining
titles to Arial, 24 points.

a. Below the fourth paragraph, select the
title “Our Relocation Staff”.

b. Scroll down to view the remaining titles.
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c. In the seventh paragraph of the docu-
ment, hold Ctrl and select the title “Our
Relocation Fees”.

Dar-Relncatiog STy
Sales-Assoclines - Dedicnsd and s peoalyv-runsd 1o wrasg s the relooanios- services- thar-
) # pectandsdeerverwnhinspecified tme-Emits

Corporate Diviton - Presentatinnon-the ey andion Burke Properties, Inc -Relocation
servicen farall size composations. usineveer, - and empanie ©

.

Oer-Relocarion Fees

Crarfess | Eupoa-thescopes of the aelocation -
peren or humdreds afpeople We tpically require #1004
weare-aluayy willing: tow ok ow payment-options thas mest-vom

sp-red o 2-0is
t sigring. - Homever
T

d. In the Font group, from the Font drap-
down list, select Arial.

e. From the Font Size drop-down ist;;select
24,

f. Click after thie.ward “Staff”/ to deselect
the text.

3. Change the casing of the report
heading to uppercase.

a. At the tepefthe document, select the
heading “Our Relocation Services”;

b. In the Fent group, click the Change Case
button/and.choose UPPERCASE to con-
vert @l the letters in the title-to

g;,
&
4
N3
A
Iy
Ml

Sartence case,

UPPERCASE

i lowercase
I - & T
‘ Capitalize EgaT Word

tOGGLE cASE

4. Iltalicize the text, “Your-Reiocaticn
Checklist”.

Lesson 3: Formatting Text

a. At/thetop of the document, in the first
paragraph, select “Your Relocation
Checklist” and move your mouse up and

to-the right to reveal the Mini toolbar.
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b. On the Mini toolbar, click the Italic
button.

OUR-RELOCATION-SERVICESY

Rsloearion-can-bemanmatic forevervoneinvebved - We-affem-a-vanisy-aPpublicacioas-

ease-your-mbsd {Wesrongh-rec o s A Tous Balocatel Chae S - Al -
1ed peoplein Bmke Froperies' B o Depafiment ateavailibie when e
i them -Here i ey evisw-alwlar-we-allis ¥

Repeat the italic font style on the
text “unconditionally guarantee”.

a. In the last paragraph of-the document, in
the second line, sslect the text “uncon-
ditionally guarantee”.

b. On the Quick Access toolbar, click the
Repeat button:

Change the text color of the title to
blue.

7.

Change the text colof of the words
“money back” to green.

a. At thetop of the document, select the
title “Our-Relocation Services”.

bi-_in_the Forit group, click the Font Color
drop-down arrow. [ A |

c. inthe Font Color gallery,)in the Standard
Colors sectiony select the eighth color to
apply a blue shade.

Standard Colors
HE =NEn

9| Mo cdie) [ue

d.—The text is now blue. Click after the
word “Services” to deselect the text.

a,/ In the last line of the document, select
the words “money back”.

b. In the Font group, click the Font Color
drop-down arrow.
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c. In the Font Color gallery, in the Standard
Colors section, select the sixth color to
apply a green shade.

Standard Colors

HE %I mEN
22 | More C»:JlarI Creen |

d. Click after the word “back” to deselect
the text.

8. Change the font of “Relocation Net-
work:” to Arial, bold, 11 points.

a. In the second paragraph, select*“Reloca-
tion Network:”

b. When you select the text, the Mini toolbar
should appear. Use the Mini toolbar to
apply the Arigi-font;’boid foIrmatting,
and 11 point size.

c. Click after the word “Network” to dese-
lect the text-and hide the Mini toolbar.

9. Apply the Double Underline and the
Small Caps effect to the sub
heading.

Lesson 3: Formatting Text

a. Select “Relocation Network”.

b. In.the Font group, click the Pialog Box
Launcher button.

c.._ The font settings that disnlay in the dialog
box rmatch those of the selected text.
From the Underline Style-drop-down list,
select Double Uriderline.

o7 P%

Fonk Character Spasing

Font: Font style: Size:

Arial Biold 11

Algerian | |Regular g ~
AntiqueJlive Ttalic 9

Antigez Olive Roman 10

b Tesk Bold Italic
AN/ 1z o
Fintcoior: Underline style: Undetline color:

Automatic v ——~ Autarmatic w
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d. In the Effects section, check the Small
Caps check box.

Effects
[ strikethrough [ shadow small caps
[ pouble strikethrough [ Qutline Tall caps
[ superscript ] Embiss [ PHidder
[ subscript [ Engrave

e. Click OK to appty the formatting.

10. Copy the text formatting of “Relo-
cation Network:” to “Relocation
Package:”.

a. With the subheading'selected, in the Clip-
board group, ¢lick the Format Painter
button !EI:I to.copy the existing text
formatting.

b. The mouse pointer changes t¢ an I-beam
with a paint brush. In,the third para-
graph;-ctick and drag toselect the
subheading “Relocatiaii Pacicage:” to
apply the copied text-formatting.

BELOCATION PACKAGE: - Do sl a6 beiseful vl efmmciveenough - obeserviceahle
|Retudyd s 2n formanloa-oa-ares- chpfmmunitbes, Bploods -Laxes, Tecteatlon, - caliural
activiizes, and-manv-cthermateniald about thejarea T

11. Apply the text formatting to the
remaining four subheadings.

a. Verify that "Relocation Package:” is still
selected and, in the Clipboard group,
double-click the Format Painter button.

b. At thebeginning of the fourth paragraph,
click and drag to select "Relocation
Team:” to apply the copied text
formatting.

FOOCATION TEAM: The Relocation Direct o, Breker and Saler Ananciater rease a-ictal
whetiveandsensible teum approack whils mesting: theunigee: nesdsaf everr-parson- o
fami being relocared T
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c. In the fifth, sixth, and eighth paragraphs,
click and drag to select “Sales Associ-
ates”, "Corporate Division”, and “Our
Guarantee” to apply the same formatting
to all of them.

Our-Relocation- Staffy]

SAETALSOCINTES: Declicated mnd specially
thas warclberas - expert-and- rk il
"

wrangr therelecation mices

W Pres eiatlons- on-the e and-ob-Burke-Properties, - [ne -Rebegtli

TP [0 - 13- COCP-DILE} inesees,: and-companis ;|
r

Dur Relocatmn Fees'ﬂ
| epemdin & of therelocation
ko parment .'\-'rlul'r- 'I:;; {11 [ RN F

per
wearealw iy willing o
v

|||5' plensed

uride Propeitie)

diplete

o E-ateled™

d. In the Clipboard group, click thie Format
Painter button to turn/off thetool.

e. Save the document as My Relocation
Services.docx

Toric B

Highlight Text

You have changed the appearance of selected-text in'a document by thodifying font options.
Another way to change text appearance, which.dees not involve changing’ the properties of the
font, is to highlight the text. In this topics you will highlight text.

Whether you highlight important-lines. ii-a_bgok you’re studying, oi’key points in a speech
that you’re attempting to memgrize, you are merely ensuring that you do not miss any critical
information. Word 2007 functions.ii-the same way. By highlighting key words, phrases, or
sentences in a document, your-maie it.casier for the reader-to, locate important concepts or
phrases by just glancing at the/document.

Lesson 3: Formatting Text
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Text Highlighting Options

Highlighting text draws attention to the important information in a document. The default text
highlight color in a Word document is yellow. You can turn on the highlighter by clicking the
Text Highlight Color button in the Font group. The mouse pointer then changes to an I-beam
with a highlighter when you place it over text. You can then select the desired text to apply the
default yellow highlight. If you want to modify the text highlight color, click| the /Text High-
light Color drop-down arrow and select the desired color. The selected color 1s displayed on
the Text Highlight Color button. The highlighter remains active until you‘tuin it eff by clicking
the Text Highlight Color button again.

Highlighter Tips
If you are going to print a document using a black and white/printer;, use a light color
or gray to highlight text. This ensures that the text is still\r¢adable.

How to Highlight Text

Procedure Reference: Highlight Text in a Document
To highlight text in a document:
1. Select the text you want to highlight.

2. Apply a highlight color.

e On the Home tab, in the Font group, click the Text Highiight Color button to
apply the default color.

e  On the Home tab, in“'the Font group, click the Text Highlight Color drop-
down arrow, and select the desired color fromi-tie Text Highlight Color

gallery.
e Or, display the Mini toolbar and select ‘a highlight.

3. To remove highlighting, select the text and appiy the No Color highlight.
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AcTiviTy 3-2

Highlighting Text in a Document

Before You Begin
My Relocation Services.docx is open.

Scenario:

You want your manager to review the fee percentages in the company report that you created.
You need to ensure that the fee percentage information stands out from the remaining text, in
the document. After you apply all the formatting, you need to evaluate the overall (look/and

adjust the formatting, if necessary.

What You Do

How You Do It

1. Highlight “money back” in yellow.

a.

In the last line of the'decument, select
the words “mioney back”.

On the Home tabj in the Font group, click
the Text Highiight Color button.

2. Highlight "5%-10%" in red.

In theprevious paragraph, select "5%-
10%”.

in the-Font group, click the Text High-
light-Color drop-dowri-arraw.

in-the Text Highlight Cetor gallery, select
the Red shade to highlight the text.

3. Highlight an important phrase ir
yellow.

o]

In the last paragraph, select the text,
"we unconditionally guarantee your
complete satisfaction”

In the\Font) group, click the Text High-
light’Cotoi” drop-down arrow.

In/ther Text Highlight Color gallery, select
Yeliow. (The first square in the first row.)

4. Remove the'highlight ori 5%-10%.

Lesson 3: Formatting Text

In the seventh paragraph, select *5%-
10%”.

In the Font group, click the Text High-
light Color drop-down arrow.
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c. In the Text Highlight Color gallery, select
No Color to remove the highlight.

Mo Color %

5. Update the saved document. a. Click the Office buttan-and chioose Save.

b. Close the document.

Lesson 3 Follow-up

In this lesson, you formatted text by changing font appearance and by highlighting-the text.
Applying well-chosen text formatting to the relevant sections of a document can-add visual
interest and enhance your message while helping the reader understand the structire and layout
of the information.

1.  How will you use text formatting to impreove the appearance of your-documents?

2. When do you think you would use bhighlighting as opposed to modifying font appear-
ance?
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LESSON 4
Formatting Paragraphs

In this lesson, you will format paragraphs.

You will:

Set tab stops to align text.

Control paragraph layout.

Add borders and shading to paragraphs.
Apply a style to text.

Create a bulleted and a numbered list.

Manage text formatting.

Lesson 4: Formatting Paragraphs
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60 minutes
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Infroduction

You applied character formatting to specific text. Now, you want to format paragraphs so the
entire document is organized and easy to read. In this lesson, you will format paragraphs.

Consider two documents: one with paragraph formatting and one without. The one without the
formatting is certainly legible, but the one with the formatting is much more attractive.and
easier for the reader to comprehend. By formatting the paragraphs in your documents, you can
enhance their readability and visual appeal.

Burke

Annual Report
Burke Annual Report Fiscal Year & Accomplishments
Figcal Year & Accomplshments
Thus fiscal vear was truly a foundation-  This fiscal year was truly a foundation-
building year for Eurke Properties, Inc buwlding vear for Burke Properties, Inc.
Fueled by a continued strong economy Fueled by a continued strong econem$y/and
and robust commercial real estate robust commercial real estate markets, we

markets, we significantly increased our
tevenuss and earnings, strengthenad
our balance sheet, and put inplace a
sohd platform from which we can now O Strengthened our balance sheet
aggressively implement our long-term o Putin place a sdlidplatform Frem
growth strategy

o Sigmficantly increased ¢
revenues Zﬂd EArninge

which we can now aggrecsively
implement our longterm growth
stratefy:

Without formatting | With formatii:lﬂ

Figure 4-1: A document without paragraph formatting (left), and one with paragraph
formatting (right).

Toric A

Set Tabs to Align Text

You have formatted-text in a document by applying different fonts, styles, effects, and colors.
Now, you need to arrange this text with appropriate spacing from the margins. In this topic,
you will customize the default tab settings,

A tab stop is_a,very common paragraph alignment technique that is much easier to insert and
manage ¢lectronically in Word than it-iS_to insert manually in a paper document. You can use
tabs as a simple/way to align your texi-to give it a clean appearance as well as to organize
relatéd information visually on the page. You can use either default tab settings or custom tab
setiings in Word to ensure_that!your document is both professional looking and easy to read
and understand.
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Tabs

Definition:
Tabs or tab stops are document formatting options that enable you to align text to a
specific horizontal location. You can set one or more tab stops within a paragraph of
text. When you press the Tab key on the keyboard, the next text you type on that line
will align with the next tab stop within the paragraph. You can use tabs to align text to
the left, right, or center of the tab stop, or you can set other specialized tab types. By
default, Word sets a left tab stop every half inch within every paragraph.

Paragraph formats such as tab settings are stored within the paragraph formatting mark. You can-cre=
ate a new paragraph with the same formatting by copying a paragraph mark.

Example:

Uuii['Tt’l'l}"HUII]t"ﬁLI].E‘h' Tab characters Text aliynead
L] 1o tabs

Houses-Sold-byv-Region¥ N\ ~~__

First-Quarter- Dara, Number-of Housing: iggirsT

Month -+ Total - Northeast - Midwest -+  Souwth -+ Weer -+ SoBold®
Jan -+ 877 -+ 71 -+ 133 -+ 106 -+ 2 - LV
Fehh = Q0% -+ a6 - 164 - 430 - 39 - aar
Mar —+ 1,076 —+ o9 -+ 213 -+ 475 —+ 289 = 6"

Source: Burke Properties |

. —~

Horizontal alignment |

Figure 4-2: Text aligned using tabs.

The Word Rulers

Word provides you with two measuring toels, called rulers, to assist youin aligning
documents. The rulers help you to identify and-change tab settings and other document layout
options, such as the page margins. By default, the’ unit of measyirement for the ruler is inches.
This can be changed to centimeters, millimeters, points, or picas;-depending on your
requirements. There are two rulers in.Word: thie horizontal ruler appears at the top and the ver-
tical ruler appears at the extreme left of ‘a-document. The ruiets are turned off by default; you
can use the Show/Hide group oii-the View tab or the View Riiler button above the vertical
scroll bar to display or hide-the rulers.

Tab Stops ¢n the Ruler

You can use the Tab Selector button above the vertical ruler to set five types of tab stops.

Tab Stop Description

Left Tab stop I-E-" Sets the start of the text at the point of the tab stop and allows text
to flow to the right of the tab stop.

Center Tab-stop |;|| Centers the text around the point of the tab stop.

Lesson 4: Formatting Paragraphs
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Tab Stop

Description

Right Tab stop

Decimal Tab stop
Bar Tab

Sets the end of the text at the point of the tab stop and allows text to
flow to the left of the tab stop.

Allows text to align on the decimal point when numbers are_used.

Adds a vertical line through the paragraph at the tab position.

ﬁ To display accurate measurements correct to 0.01 of an inch in the ruler, hold down' Alt as you drag the tabs.

The Tabs Dialog Box

You can set and clear tab stops by using options in the Tabs/dialog box.

Option

Description

Tab Stop Position
Default Tab Stops

Alignment

Leader

Set

Clear

Clear All

Displays all the tabs that havel already been set.
Specifies the spacing between-default tab stops.

Changes the tab-stop selected iif the Tab Stop Position+ext box to the
type you specify.

Adds leader characters, which are dots, dashes, or-iines that appear to
fill the space before the tab stop.

Sets the tab-stop at the position specified in-the Tab Stop Position text
box.

Clears the tab stop at the position specified in the Tab Stop Position
text-bhox.

Clears all\the tab stops on the ruler

How to Set Tab Stops

Procedure Refererice: Set or Remove Tabs

To set or remove-tabs:

1.  Select the paragraph or paragraphis for which you need to set tab stops.

2. /If you want to use the Ruier fo set the tabs and the rulers do not appear, on top of
the vertical scroll bar;click;the View Ruler button.

3. Select the tab type-

e Click thetab selector until the desired tab is displayed.

e  Or, ip/the Paragraph group on the Ribbon, click the Paragraph Dialog Box
Launchef/to open the Paragraph dialog box, click the Tabs button to open the
Tabs dialeg box, and select the desired tab type in the Alignment section.

4, Select the position to place the tab stops.

e  On the horizontal ruler, at the desired point, click to set the tab stop. To set
more tabs of the same type, click additional locations.
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e  Or, in the Tabs dialog box, in the Tab Stop Position text box, type the
desired position for each tab and click Set. When you are done setting tabs,
click OK.

5. To change the alignment of an existing tab, double-click the tab to open the Tabs
dialog box. Select the desired tab stop position, and select a tab type in the Align-
ment section.

6. To add a leader, in the Tabs dialog box, in the Leader section, select the desired
leader.

7. To move a tab stop, drag the tab to the new position on the ruler.

You cannot move an existing tab stop in the Tabs dialog box, but you can clear ore/Stop and
insert another at a new position.

8. To remove a tab stop, drag it off the ruler, or select it from the Fab-Stop Position
list in the Tabs dialog box and click Clear.

9. To clear all tabs for a paragraph, open the Tabs dialog box arnd click Clear All.

Line Breaks

A line break is a formatting mark used to end the current line before it wraps to the
next line, but without starting a new paragraph. You.an insert a line break by pressing
Shift+Enter. The benefit of using a line break within a paragraph;-rather than pressing
Enter to start a new paragraph, is that the new line following the break remaing part of
the original paragraph and shares the paragraph’s formatting.

AcTiviTy 4-1

Setting Tab Stops

Data Files:

e Meeting Topics.docx

Before You Begin
From C:\084893Data\Formatting(Paragraphs,/open Meeting Topics.docx.

Scenario:

You have to submit a memo to/2il the regional manageis”of your company. As you are present-
ing the sales figures for each/région, you need to make sure they are presented in a format that
ensures easy readability:

Lesson 4: Formatting Paragraphs
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What You Do

How You Do It

1. Set a left tab stop to indent text to
the right.

a. Above the vertical scroll bar, click the

View Ruler button [ to display the
ruler.

b. Select the text “Attention;”/threough

“Quarterly Sales'Meeting”, including the
paragraph formatting mark.

c. On the left end of the horizontal ruler,

above the vertical ruler; verify that the
Left Tab stop is'displayed.

d. On the karizontatruler, click at 1.5

inches to.move-the text after the tab to
the 1. 5inch-mark.

%
)

EEGIONAL-MEMOY®

L

Alizsiton: - All-Regiomal: Mzazgers®

Froum: - Jan-Burke®

Regarding: - Topics: for Juastect Sales Meeting®

Hepéizthelaes-daratharill be-presppted Please-review vourregion T

2. Remove the center tab stop in the
*“Houses Sold by Region” data.

a. Under the-heading “First Quarter Data,”

select the text “Month” through “96”.

b. On-the horizontal ruler, click and drag

the center tab stop down and away from
the horizontal ruler to remove it and
realign the text.

Houses-Sald-by-Region¥

Fregr-Cugrier Dang, - Numbar-af Housmg- Unic®

hionthsTotal-+ Northeast = Midwest -+ SouthsWest—+ "o-Saldy
Jan + 77T =+ 71 = 155+ 406 + 244 « 859

Feb - 905 + 66 - 164 + 439 + 239 = 559

Mar -+ 107659 -« 213 —+ 475 -+ 150 -« 059

Eonpre Eamke Bropaction §

3.%/"Setright tab stops on thg horizontal
ruler,

a. Above the vertical ruler, click the tab

selector two times to display the Right

Tab stop [[]}

b. On the horizontal ruler, click the mouse

pointer at 1 inch.

Microsoft® Office Word 2007 - Level 1 (Second Edition)



c. Insert right tab stops at 2 inches, 3
inches, 4 inches, 5 inches, and 5.5
inches.

M sald by Kapana®
Firal Dt Nurbar of Fating ik

:d'.u;ll-Tiul- --.I !\.-:|:||:||_| v hhlv:';:l:l-: - 5-:||!|r.| . ‘-‘-:nl-‘_:Bq.::':
Fh s G 4 B 4 M. MR s Meom
ha = L0 - L] - 3 - & - Yk o 98
Somze Bt Frapata
4. Move the right tab stop from 5.5 a. On the horizontal ruler, select the tab
inches to 6 inches. stop at 5.5 inches and drag it to the 6

inch position.

b. The text following the tab stop is
realigned at 6 inches. Save the decument
as My Meeting Topics

Toric B

Control Paragraph Layout

In the previous topic, you set tabs to control the placément of text on a line-by-line)basis
within paragraphs. You can also set paragraph formatting to control the layoui-ef ihe paragraph
as a whole. In this topic, you will control paragraphlaycut.

Paragraph layout options give you a great deal ef control over the overall appearance of a
paragraph on the page. By making the appiopriate paragraph layout ¢hoices, you can configure
common paragraph appearance settings such-as-paragraph alignment, \paragraph margin set-

tings, and spacing in and between paragraphs. With these layout options, you can add variety
and a professionally published look to your Word documents.

Margins

Definition:
A margin is the blankZared surrounding the text along the top, bottom, left, and right
edges of a page.-Margins determine the overailsize of the document’s text area in rela-
tion to the size of the paper it will print 'ory a5 well as the text’s vertical or horizontal
position on-a-page. They can also affect other layout options which may be set in rela-
tion to the siz€ of the margin.
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Example:

Blank area on all sides |—

Ir},..-_Clverrflll text area |

Figure 4-3: Margins.

Paragraph Alignment

The paragraph alignment setting determines how an entire paragraph is positioned horizontally
between the left and right margins.

Description

The Align Text Left option aligns the left edge of the paragraph along the
left margin. The paragraph’s right edge appears ragged.

The Center option aligis-batiisides of the paragraph equidistant from the
left and right margins. Both the left and right edges of the paragraph appear
ragged.

The Align Text Right option aligns the right edge of the paragraph along
the right margin. The paragraph’s left edge appears ragged.

The Justify /option aligns both sides of the paragraph evenly along the left
and right margins. The paragraph’s left and right edges are not ragged.
Word adjusts, ilte spacing between words so they stretch from the left mar-
gin to-the'right margin. When the last line of a justified paragraph is short,
however, it won’t be stretched.
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Indents

Definition:
An indent enables you to align the left and right edges of a paragraph independently
from the document margins. Indents affect only the paragraphs you have selected.
Indents can be either positive, making the width of the paragraph narrower than the
margin on one or both sides, or negative, making the width of the paragraph extend
past the margin on one or both sides.

ﬁ Another word for a negative indent is an outdent, because it makes the paragraph extend out 4nto\the
margin space.

Example:
. Do)\ d9-0 ¢ rates_of_interest.dc Microsaft Word Y
A ime IR Pageloyoul  Relerences  Malings  Review  View  Develaper u
= ! = * ||| [ A e R £ ’
ala B2 U -dex %Y (EE = 5{% L=
i : itk Ch i
e e e (= ||| b?,‘.,“_s,_.j;';'f 5]
Clipbaard = Fani . Raragraph . Styles . |
] o A T RO A WO SR R R R i R TS Iy :
- Legal Information
On a weekly basis, Burke Properiies compiles the must
Left edge competitive mongage interest rates into a .smgle, convenizsnt wxble. 'gh‘t edge
- These rates come from a varety of lending sources and arc for & _
indented based B uly. (Al ichts retained by Burk indented based
on left indent pelsnCe OHy- Tt mrl el D > onright indent ‘I
Properties does not guarantee the accuracy of rates in this i
publication. Published weekly by Burke Properties. Inc., Rates of
Intgrest is a vegistered trademark. copsymighs 203 Al rights

. reserved. W,

Points of Interest

Interest rates seem to be rising, as a result of ap improving stock market

The Federal Reserve Bank is discussing thethods that ktan be used to help first-time ', right
. . . . i s unaffected
hemebuyers. Such methods may include discounted rate and removing IRA penalties o

The Martheast still has the hichest interest rateson 3 natidnal hasis
m

[ |
Section:1  Pagerlof2 Line 6 Columncl  Werdnsgi2ed 3 73 EEEERET

Figure 4-4: Indents in a Word decument.

Using Indents for Quoted Material

A standard way to format.a lengthy section of quoted material within a document is to
place it within a paragraph that is-indented on both sides.

Indent Markers

At the edges of the Korizontal‘ruler/of a Word docuineit) there are four indent markers that
you can drag to set the active paragraph’s indentation.

Indent Marker Description
First Line Controls the left boundary for the first line of a paragraph.
Hangirng Controls the left boundary of every line in a paragraph, except the first line.

This is generally used to align the first line with the margin and indent the
remainder of the paragraph away from the margin.
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Indent Marker Description
Left Controls the left boundary for every line in a paragraph.
Right Controls the right boundary for every line in a paragraph.

Indentation Options

The indentation options in the Paragraph dialog box allow you to place/indenis on the ruler
with an accuracy of 0.1 inch.

Option Description

Left Displays the current left indentation applied;to“the paragraph. You can either click
the spin box to increase or decrease the indentation-vaiue, or just type the value in
the Left text box.

Right Displays the current right indentation appli¢d to\the paragraph. You can either click
the spin box to increase or decréase-the indentation value, or just type the value in
the Right text box.

Special Displays whether a First Line or Hanging indent marker has beeri-set/on the
selected paragraph.

By Displays the amount of indentation for any special indents in the¢/selected
paragraphs.

Mirror Indents Checking this check boXx enables you to set Inside and-Ouiside margins for pur-

poses of binding the [docurent in a book or pamphlet format. The margins you set
will be mirror images-on facing pages of the doctiment; because the inside edge of
the paper is on the right for a4 left-hand page and the left for a right-hand page. For
example, you gan set a deeper Inside margin to-provide more white space on the
edge of the pages that will be inside the binding.

Text Spacing Options

Text spacing options in the Paragraph dialog box allow you to customize the amount of spac-
ing between lines ‘and/paragraphs.

ﬁ The spacing batween paragraphs need not be urifoirn throughout a document.

Cption Descrintion

Before Adds'\the specified amount of space before the selected paragraph. The
spacing before a paragraph can vary from 0 to 1584 points.

After Adds the specified amount of space after the selected paragraph. The spac-
ing after a paragraph can vary from O to 1584 points.

Line Spacing Allows you to specify the amount of space between the lines in a
paragraph. You can set single space, one and a half space, or double space,
set the spacing to an exact or minimum amount, or choose Multiple to
adjust the spacing by a percentage of the existing spacing.

Microsoft® Office Word 2007 - Level 1 (Second Edition)



Option

Description

At

Allows you to specify the amount of space between the lines in the selected
text based on the option you have selected for Line Spacing.

Don’t Add Space Between Adds no space between paragraphs that have the same style.
Paragraphs Of The Same

Style

How to Control Paragraph Layout

Procedure Reference: Control Paragraph Layout

To control paragraph layout:

1.
2.

Select the paragraph or paragraphs you want to adjust.

Apply the desired paragraph alignment.

e On the Home tab, in the Paragraph group, select the desired alignment: Align
Text Left, Align Text Right, Center, or Justify.

e  Or, open the Paragraph dialog box, select the desired alignment from the
Alignment drop-down list, and click OK.

If you want to change the alignment for only one paragraph, rather ihan selecting the/paragraph,
you can just place the insertion point in it.

Set the indent.

e On the Home tab, in the Paragraph group, ciick the Increase Indent or
Decrease Indent buttons to indent the left edge of the paragraph by 0.5
inches to the right or left. This \limits your accuracy to a half-an inch, and
does not affect the first line, hanging; or'right indents.

e  On the horizontal ruler, click and drag the appropriate indent markers to a
new position. This is best suited for quick adjustments.

e  Or, open the Paragraph dialog box, change the fndentation settings, and click
OK. This is the best waAy te"get an accurate indentation setting because you
can configure a value'to an’ accuracy of 0.1 inch:

Set the spacing between lines in the paragraph.

e  Open the Paragraph dialog box and select a-line spacing option. If you select
At Least] Exactly,or Multiple, type the“spacing value in the At spin box.

e  Or,click\the/Line/Spacing drop-dowilist in the Paragraph group and select
the desired amount of line spacing-from the list of fixed spacing values. To
set a custom value or different \spiacing options, click Line Spacing Options
to-open the-Paragraph dialog-box:

To set/space before or after @ -paragraph, open the Paragraph dialog box and set
the aniount-of space in the Before and After spin boxes.
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AcTiviTy 4-2

Aligning Paragraphs

Before You Begin
My Meeting Topics.docx is open.

Scenario:

You decide to proofread the memo you prepared before presenting it te the managers. During
your review, you notice that the title of the memo does not appeaiat the cenier and the quar-
terly data is not easily distinguishable from the rest of the text. The disclaimer text blends in
with the content of the memo, and the paragraphs are not spaced appropriately to enable your
colleagues to take notes during the meeting. You decide t6 ensure that your document is easily

readable and neatly presented.

What You Do

How _You Dot

1.  Align the title “Regional Memo” to
the center of the document.

a. -At.the-beginning of the document, click
before the title “Regional Memo”.

b. On'the Home tab,,in'the/Paragraph group,
click the Center button to center the

title.
E
RECHON AL-MEMOA o
II.II-I::II- 5 ‘"":'..J Wl ! |
Eegandend ¢ TogerwlorOadr= e Rl Mesimg? |
2. Center align the headings-above the a,Select the text from “Houses Sold”
tabbed list. through “Housing Units”.
Hergis-thelatest-datathatvill-be-presemted. Pleaserevienw-yourTegion ¥

.
Houses-Sold-bv-Region ¥

Firss-Quarsar- Data,-Number-gf Housing- Uniz¥

Mooth -+ Total -+ Mortheast —+ Midwest -+  Souwth - West
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b. In the Paragraph group, click the Center
button.

Herels thelmer -dura charnill- b presemed, Flepse revi e vourrega
"

Hnunes Salib br-Heginn®
Frrr-uaroe Dais N e of Houesg Des®

Mogali—+ Tod — MNomheam -+ Midwes - South - Wemm -+ %pSaldf

3. Set the right and left indents.

a. Scroll down to view the "Disclaimer”
paragraph.

b. In the document, select the "Disciaimer”
heading along with the three paragraphs
under it.

Indent button toincrease the indent
by 0.5 inch.

c. Inthe Paragrapoup, click the increase

d. On the horizontal ruler, ciick and drag
the Right Indent-marker to the 5-inch
mark.

D baimer?

Emes -Buslee Propentiei-dos-nol-guarames theacomacy o
ooarpletaiess-of itspublished informarion

Rrapansibdiry - Burlie-Propeties cannor sccepr-reseensislay- for
iEvhasseurre e vlnliles- s publications 7

Endorsarant: Refermees made-toany-outsidecompany oo semice:
doesnar-oos srimgre or-ieply- an-end orsement

4. Indent the Disclaimer paragraphs by

0.25 inch.

a. At the end of the document, under the
heading “Disclaimer”, select the text
from “Errors” {0 “imply an
endorsemeirt,” and-the paragraph for-
matting mark after it.

b. On thetwrizontal ruler, click and drag
the Firs¢Line Indent marker to the 1
inchoposition.

Dichinser®

Errors:-Burke- Properties-does-nor-guarantes-theacosma cy-ar-
rompletemessaf-itepublished information ®

Respensibilicy:- Burke-Properties- canmot-aocept-
vespomsibdity- for-any-inacouwrsdes- within-izs-poblications ¥

Eadorsement B eferemces-made-toany-outsidecompanyar
senvice-does-not-comstivate-or-ineply-an-en dorsement ¥
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5. Add 6 points of space before the
title.

a. In the document, place the insertion
point before the title “Houses Sold by
Region”.

b. In the Paragraph group, click the Dialog
Box Launcher button.

c. In the Paragraph dialog box, in the Spac-
ing section, in the Before spinbox, click
the up arrow to change the spacing to 6

pt.
Spacing
Before: 6 pt ’,‘I‘} Line spacing: Ak
L
After: s s Single “ F

[ Don't add space between paragraphs of the same style

[

Click CK to apply the spaciing-and to close
the dialog box.

6. Add 6 points of space after the text
“Source: Burke Properties”.

a.—In the document, place the iisertion
point before “Scurce: Burke
Properties”.

b. In the Paragraph group, click the Dialog
Box Launcher-button.

c. In theParagraph dialog box, in the Spac-
ing-section, in the After spin box, click
the up arrow until the value is 6 pt.

d.. Ciick OK to apply spacing and to close the
dralog box.

7. Apply line spacing for/the Action
Items list.

90

3. In the document, select the heading
“ACTION ITEMS” along with the three
items below it.
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b. In the Paragraph group, from the Line
Spacing drop-down list, select 2.0 to
increase the space between the list items.

| Marmal B i

1.5

24 %

2.5

340

Line Spacing Cptions...

Add Space Before Paragraph

<M =

Add Space After Paragraph f

c. Click in the text area o deselect the
text.

ACTIONTITEMEY
o~ Timwill-distribute the-data.¥
o~ Kriswill- print-the-inserts. ¥

o \Rygirwill plan-the-next- meering, 1

d.~Save the document.
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Add Borders and Shading

You have adjusted paragraph layout to improve readability. You now want to| ensare that/criti-
cal components of the text clearly stand out from the rest of the page<One way|to_do that is
with border and shading options in Word. In this topic, you will add borders-and shading to
paragraphs.

Shaded paragraphs and borders draw attention to important content and-help readers to locate
critical ideas quickly. This ensures that readers who skim through documernts do not miss out
on any important information.

Disclaimer: Burke Disclaimer: Burke
Properties does not Properties does not
guarantee the accuracy of guarantee the accuracy of
its published information its published information.

Without borders With borders
and shading and shading

Figure 4-5: A paragraph without borders and shading (left) and the same paragraph
with borders and shading (right).

Borders

Definition:
A border is a decoratiy¢ line or pattern that is displayed-around objects. The Border
option in the Paragraph group of the Home tab-allows you to apply the desired border
to an object. There are different types of borders that can be applied to paragraphs,
pages, and pictures te_draw attention to the object to which they have been applied.

ﬁ Custom art-cannot-he used for borders.
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Example:
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Northeast
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Cutgice Borders
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Source: Burke Properties.

Approve New Disclaimer
Here's therevised disclaimer text. Write

These data may not include offices that i 55

|

Harigontal Line

Diraws Table

Wiewy Gridlines

nes

Disclaimer

Borders and Shadiing..

Errors: Burke Properties does not guarantes the
accuracy or completeness of its published information.
Responsibilitv: Burke Properties cannot accept

responsibility for any inaccuracies within its publications.
Endorsement References made to any outside company *
or service does not constitute of imply an endorsement.

Action [tems

Sadfion:1 Pag=lafl

m > B
Words: $3169 | 5 T _JEIL'JJLE.E- EB

Line X Columm:l

Figure 4-6: Border options in Word.

Border Types

Click the Border drop-do
defined border types.

Border Type

wn arrow in the Paragraph group of the Home tabio see 2/list of pre-

Description

Bottom Border
Top Border
Left Border
Right Border
No Border

All Border

Outside Borders

Inside Borders
Inside Horizontal Border
Inside Veitical Border

Diagonal Down Border

Inserts a line below-the selected object or-text:

Inserts a|line above'the selected object er text,

Inserts.a line“o the/left of the selected object or text.

Inséris.a line to the right of the seléctéd object or text.
Removes an already existing berder-en’a selected object or text.

Applies-an outline to the selection and also inserts vertical and horizontal
lines between items. This gptien-works only for tables.

Applics an outline to theselecied object.

Inserts vertical and-horizontel lines between items. This option works
oily for tables.

Inserts horizorntal lines between the selected objects or text. This option
works only for tabies.

Inserts vertical lines between the selected objects or text. This option
works only for tables.

Inserts a Descending Diagonal line. This option works only for tables.
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Border Type Description

Diagonal Up Border Inserts an Ascending Diagonal line. This option works only for tables.

Additional Border Options
Apart from directly selecting a predefined border, there are alsoyoptioiis [in the Border
drop-down list that allow users to customize and specify how the berders-are’displayed
in a document.

Border Option Description

Horizontal Line Inserts a horizontal line on the\lirie’where the insertion point is
placed.

Draw Table Draws a table of the desired-size.

View Gridlines Shows or hides gridliries in tables.

Borders And Shading Opens the Borders And’ Shading dialog box.

Shading

Definition:
Shading is a percentage of ceier-that can be added to the background of objects. Shad-
ing can be used to highlight|importart)information in 4 document or to apply a shadow
effect. You can apply shading to‘a ling, a paragraph, or-table’/data. You can include an
overall fill color, a pattern 1n a Contrasting color, or toth:
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Example:

o il B Y )R meeting_agenda.docx - Microsoft Word Sl = B -
= Home Insert Page Layout Referentes Mailings Review View Developer Ll
=1 Times Hew Roman =12 = el R &’ % o
=l B S O- .s.xx|“_',.!-¥il|"- beon
o A FOCRIN] | S S
Cliphoard = Ford Theme Colors Aryies la

i
[yl

il O Wi

— (=)
Ms. Rogers will read rJ:u: mmul:cs fr
Quarterly Home Sales
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Month Total Mortheast el West % Sold

Jan 877 7 Ll EEEEE 244 85

Feb 908 66 to Calor 239 88 ‘
- Mar 1.076 99 | More Colors... 289 96

Source: Burke Properties — -

These data mav not include offices that reported late.
Approve New Disclaimer
Here's therevised disclaimer text. Write anv comments between the lines
Discl 3
Emrors: Burke Properties does not guarantee the
accuracy or completeness of its published information_
Responsibility: Burke Properties cannot accept )
responsibility for any inaccuracies within its publications. | N i
Endorsement: References made to any outside company b
i orservice does not constitute or imply an endorsement. _J

Action [tems
A " —
Setion: 1 Page:lafl  Lne2d Column 48 | Words 168 | 5 T |gnE ==

Figure 4-7: Shading in Word.

The Borders And Shading Dialog Box

The Borders And Shading dialog box has three tabs ihat allow you to specify_the exact kind of

border or coloring you would like to apply to the selected pbjects.

Tab Contains Options To:

Specify the type of berder, its style, color, width, -and-the-abject to which it should
be applied. It alsosHows 4 preview of the optioris that\you set on the Borders tab.

Page Border Specify the type of pdge border, its style, color, widih/art, and object to which it

should be appiigd. It also sliows a preview of-the options that you set on the Page
Border tab.

Specify the 1ill color,-the pattern and pattern coior, and the object to which it
should b¢ applied.in the document. It also-shows a preview of the options that you
set on the Shading tab.

Borders Options

The Borders tab in the Borders Axd Shading dialog box has a number of options that
aliow users.to-apply the desired border to objects in a document. These include the
type of border you want to apply, the style, color, and width of the border line, custom
border eptions, and a preview area where you can verify the appearance of your border
seiéctions. For example, you can select border types including box borders, shadow
borders, and 3-D borders, and line styles such as single, double, or dashed, along with
many other customizable border options.
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How to Add Borders and Shading

Procedure Reference: Add a Border or Shading
To add a border or shading:
1. Select the paragraph or paragraphs to which you want to add a biorder or-shading.

2. Apply the border.

e In the Paragraph group, click the Borders drop-down arrew-and choose an
existing border option to apply a predefined border.

e  Or, from the Borders drop-down list, click Borders Aind Shading to open the
Borders And Shading dialog box and select Custom, Border/Options. Click
OK.

ﬁ The top and bottom borders extend from the Left Indent marker to the Right Indent marker.

3. Add the shading.
a. Open the Borders And Shading dialog box and select the Shading tab.

b. If you want to add an overall fill'celor, select the color frori—the Fill drop-
down list.

c. If you want to add a patierni;-selecithe shading percentage-or pattern from
the Style drop-down list.

d. If you selected a pattern, select a color for the pattern fiom the Color drop-
down list.

e. Click OK to apply the/shading and close the ‘dialog box.

4. To add a fill color enly, click the Shading drop-dowa list in the Paragraph group
and select the desired color.

5. To remove shading, select No Color for thefiii-aind Clear for the pattern style.
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Applying Borders and Shading to a Paragraph

Before You Begin
My Meeting Topics.docx is open.

Scenario:

You have created a memo with the sales figures for all four quarters of last year. You need to
make sure that all the regional managers of your company concentrate only on the data for the

last quarter.

What You Do

How You Do It

1. Apply a bottom border below the
title.

At the beginning of the-document] click
before the title “Regional Memo”.

On the Home tab; in the Paragraph group,
click the Borders drop-down arrow and
chooseBettom-Rarder.

| T Normal
-||24 |97

i Bottom Border

Teip Barder
; ¥/ Left Border

Right Border

Y —wwaa—e—

A Ma Rardar

2. Apply a box border for the “quar-
terly data” paragraph.

Lesson 4: Formatting Paragraphs

in the document; select the heading
“House Sold by Region” along with the
data below it-and-tfie text "Source:
Burke Properties”.

In the Paragraph group, click the Borders
drop-down arrow and choose Borders
Ang-Shading.
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C.

In the Borders And Shading dialog box, in
the Setting section, select Box.

Setting:

Mone

@BDE

[::] Shadom

d. From, the Width drop-down list, select

11/2 PT<and verify that your selections
appear in the Preview area.

3.

Apply an orange shading to the
*quarterly data” paragraph.

a. In the Border's And Shading dialog box,

select the/Shading tab.

b.\ From-the Fill drop-down.list; from the

Standard Colors section; select Orange.

Click OK to apply the|borders and shading
and close the dialog’box.

d./ Click in the text area to deselect the

text.

4.

Apply the same/border and shading
options to different text.

Scroll down to view the remaining text in
the document.

b. In the document, select the heading

“Disclaimer” and the three paragraphs
below it.

Microsoft® Office Word 2007 - Level 1 (Second Edition)



c. On the Quick Access toolbar, click the
Repeat button to repeat the shading.

Disclaimer?]
Ermrors:-Burke-Properties-does-not-guarantee-the-
accuracy-or-completeness-of+its-published-information T
Responsibility:-Burke-Properties-cannot-accept-
responsibility-for-any-inaccuracies-within-its-publications.T
Endorsement -References-made-to-any-outside:
company-or-service-does-not-constitute-or-imply-an-
endorsement.

d. Click anywhere in the text area away
from the text selection to deselect/it.

e. Save and close the doctmerit.

Topric D
Apply Styles

You added borders and shading to paragraphs, in additicn to making other formatting-changes
on selected text. Sometimes, you may want to reuse-or appiy Several formatting options at the
same time. In this topic, you will apply the default styles'in Word 2007.

When creating official documents, you may want to-apply’ specific design-and typographical
changes to them. Instead of accessing the options from across different dialog-boxes, Word
enables you to produce the desired output ftom preset style galleries./Stvies help you quickly
achieve consistent and customized design and formatting effects.

Word Styles

Definition:
A Word style is a named colleciion of appearance settings that can be applied to sec-
tions of a document as’a grqup. Using a style cai’ be/quicker than applying individual
formatting Options; and it can ensure consisteéncy, of formatting throughout a document.
A style may-include textformatting options-such’/as different typefaces, colors, and
effects, as well as paragraph formatting options such as line spacing, borders, and
shading. You can use built-in styles, modify-€xisting styles, or create your own custom
styles.
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Example:
Burke Properties, Inc. Style with I
" i i i } ) I Arial typeface,
We'll find the right property for you! +—— italicized, and
underlined
A
About Us

Burke Properties is a full-service real estate brokerage firm. We provide a broad
range of real estate services incuding residential and commerdal sales and
leasing. Jaw. i i L has been personally invalved in all phases of

real estate for over twifnty years. This experience includes: historic preservation,
restoration, leasing arjd sales management, and consulting for developers on
issues ranging from pignning to final marketing. Qur brokers and associates are a
well-balanced team o] seasoned professionals who offer our clients a unique
blend of specialties in the various markets within the area.

Highlights
important
information

Figure 4-8: A document with various text stytes applied.

Quick Styles in Word

Definition:
A Quick Style set is a package of styles that work well together that you can apply to a
document as a group. By changing from ene,Quick Style s£t'to anoiher, you can apply
design and formatting changes to a document all at the same time by switching from
the styles in one set to their eguivalents in another set. The styles in the current Quick
Style set appear in the Styles group cof the Home tab; you can scroll to select a style or
click the More button to view the Quijck Styles gallery.-Weid includes several pre-
defined Quick Style sets; you can-build a new style or modify an existing style and

v

then add it to the Styles gallery:

Example:
poyd®9-a8 3 freeting.agenda docx - Micrgfoft Wixd i =
| Home Jrsest. Page Lajout References  Mailings Ravies View Developer L
=N | & Gamina Headigs| 2 R 1 :5‘;:' % M
"— 02 | BT AL G de et ([ |
Paste 13 s Qaidk |Changs Editing
- F VA AL Stytes v/ Styles = | ! b
Clepboagd * it Ll Paragraph s |
—— AaBbCel AaBbCel | AaBbCi| AaBbCe
\ Text wi he PErErErE— gy Sa— -
— - - L K L T THarmal T Mo Spagi.. | Heading L Heading 2 t“
"j“ [Ndeading 1 siyle applied
g aasbcad AAB aaBbee assbcen
I * Heading 3 Title Subtitle Subtle Em...
I' 2/ /Quarterly Sales Meeting Set of
| Welcgme to the quarterly sales mefting. Below you will fing Aabhe:D | Aol § Axbkoel § ACRGCCT predefined
:’.gmda Emphasis Intense E.., Strong Quote SMES
- Batn a mi 1 A 5 1
Féview minutes ofllasl meeting: ,I\s a tedult of post meeting 1aBbCe, AsBECCD AABRCCD AABSCCD
requested that the minuies ;g retieywed. ]
. Discuss quanetl}' home saide) Intense Q... Subtle Ref.. Intense R.. BookTitle
Approve new disclaimer yaBCeDd
Review Minutes AaBbCel mj e Dl
i Ms. Rogers wil/réad the mimités from the last meeting ¥ List Para... T Caplion
Quarterly Horag Saled Save Selection as a Hew Quick Style...
Houses Sold by Region = Jear Fomatt
Eivsr-Quarter Data, Number of Housi 4| Sheos Formmatting
a1 | | 200y St
Sedion:1  Pageloff Linel Columml | Words 3168 2 T L g

Figure 4-9: Quick Styles in Word.
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The Styles Task Pane

The Styles task pane contains various options to work with styles.

p When you open the Styles task pane, you might need to drag it to the edge of the window to dock it before you
can see all of the options.

Option Description
Clear All Clears all the styles that have been applied to the selected text.
Styles Displays the styles in the Styles gallery as a list.

Show Preview
Disable Linked Styles
New Style

Style Inspector

Manage Styles

Options

Shows a preview of the styles.
Disables the styles that are linked.

Opens the Create New Style From Formatting dialog box where you can create
a new style and add it to the styles list.

Opens the Style Inspector dialog box where you can customize-the formatting
for a paragraph or the text you have selected.

Opens the Manage Styles dialog box containing the tabs-to edit; recommend,
restrict, and set default styles.

Opens the Styles Gallery Options dialog box=where-yGu'can customize the
Styles gallery.

The Apply Styles Task Pane

The Apply Styles task pane is used to modify or reapply/a style that has already been
applied to a document. On the Home tab, in the Siyles group, click the/ More button
and select Apply Styles to open the Apply/Styles/task pane. It can alse be-itivoked by
pressing Ctrl+Shift+S.

The Style Inspector

The Style Inspector task pane displays paragraph- and text-level formatting. It can be
used to clear formatting at theparagraph-or character levelsThe Style Inspector can
be displayed by clicking the/Style Inspector button fourid within the Styles task pane.

How to Apply Styles

Procedure Reference: Apply a Siyle

To apply a style from the current Quick Stylg sei:

1. Select the text to which you want to/apply-a style.

2. Apply the desired style to the selected-text.

e | Or'the Home tab, in the/Styvles group, either scroll to select the style, or
click the’ More button and select the desired style from the Styles gallery.

e | Or, on the Home tab, in the Styles group, click the Dialog Box Launcher
button, and, in the Styles task pane, select the desired style.
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Changing the Quick Style Set

If you want to change to a different Quick Style set, click the Change Styles button in
the Styles group, choose Style Set, and select the desired set. You can peint to each
style set name to see an instant preview of how text will look in that style set. When
you choose a set, all the styles in your document will update to the equivalent styles in
the new style set. For example, if you have applied the Heading 1 style-in, the default
Quick Style set, when you change to a different set, the Heading 1 style in’ the new set
will be applied to all the Heading 1 text in the document.

AcTivity 4-4

Applying Paragraph Styles

Data Files:
e Meeting Agenda.docx

Before You Begin
From the C:\084893Data\Formatting Paragraphs folder,-open Meeting Agenda docx.

Scenario:

You have been asked to make a presentation to some of your new clients. The presentation
handouts contain information such as Houses Sold by Region, as well as the Disclaimer of the
company. Your manager has approved the content in these handouts and-asked you to ensure
that the title and headings are distin¢t, You decided not to apply/borders or shading.

What You Do ) How You Do It)
1.  Apply the Heading 1 style to-"Quar- a. Atsthe-beginning of the document, click
terly Sales Meeting’: before the title “Quarterly Sales
Meeting”.

o

©n the Home tab, in the Styles group,
click the More button E| and select

Heading 1.

AaBbCcl | AaBbCcl | AaBbCi| AaBbCc
T Mormal | T Mo Spaci... | Heading 1 Heading 2

aaBbca AADB 4eBhoc AaBbed
Heading 3 Title Subtitle Subtle Em...
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2. Apply the Heading 2 style to a. In the third line of the document, place
“Agenda”. the insertion point at the beginning of
the heading “Agenda”.

b. In the Styles group, click the More button
and select Heading 2.

3. Apply the Subtle Reference style to a. In the ninth line of the document, select
the heading “Review Minutes”. “Review Minutes”.

b. In the Styles group, click the More
button.

c. In the fourth row, second columnj-seléect
the Subtle Reference style.

d. Inthe document, select the headings
*Quarterly Home Sales”, "“Approve New

Disclaimer”, @nd-"Action Items”.

e. In the Styles group, click the More button
and selectthe Subtle Reference style:

f. Save the document as My Meeting
Agerida

TopricE

Create Lists

You applied in-built styles to spécific paragraphs in your document. While reviewing some of
these formatted paragraphs, you decide that the content in soresof them will be better pre-
sented if displayed in a sequential erder. In this topic, yow will-Create bulleted and numbered
lists.

Lists of various types can greatly improve the clarity ard readability of text that groups similar
items together or proyides a Series of steps. Instructions‘presented in a list can be much easier
to follow that instructions _presented in a continucug paragraph. Presenting information in a list
not only enhances hew it locks, but also increases readability. By using the list options in
Word, you can create’ rnuch more dynamic/and efiective documentation.
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Diriving Directions to
Burke from the North
Take Interstate 93
SOTUTH to the Callahan
Tunnel exit. At the end of
the off ramp, go straight
through the miersection,
following signs For
“Waterfront Surface
Artery.”™ At the second
light, turn right on South
five. Burke Properties is
ahead, about three blocks
o the left,

Instructions in
a paragraph

Diriving Directions to
Burke from the North

1. Take Interstate 93
SOUTH to the Callahan
Tunnel exit.

2. Atthe end of the off ramp,
go straight through the
intersection, following
signs for “Waterfront
Surface Artery.”

3. Atthe second light, turn
right on South Ave. Burke
Properties 15 abead, about
three blecks on the left

Instructions in
a numbered list

Figure 4-10: Instructions in a paragraph without a list {left). Instructions in a list

(right).

Lists

Definition:
A list is a data

Example:

Lead-in text

grouping method in which-the items in the group/are dispiayed one
after the other. A list often has lead-in texi-that provides a brief desciiption about the
items following it. There can be any number of items in a list. Word allows you to
create single- or multi-level lists that use various styles of numbers or bullets.

Doy e miecting_agenta.daghs Miused)/Word
3
o Heedge Insen Pags Liyoul Referented Mailires pview Wit Devednpet
=1 Tings Wew Romin <62 - E NG [ F )
P—' NB T - 5] EE WS A S
Bite - o Uik Change ing
« PN A A (A & e Bl T1IE | Styes = Styles *
Chpbaara & Fomt o Farapraph = LeyeEL s
IFAEEK | i 2 : ] ]
L

for the list

Mt level,

oraared list |'<

—_h_ With*all-the nen-hiring: at-our-firm U winiad tpinfer@-all hiring managers-about-
) thepdoper-procedures-to-follow difer-hiring dniw-emplovee -7
1=Whm the afg emplover) - sdected, forwad: the
(- following-documents o HRAx-cha- HR -can-issuean-offer
lemer X

2= Comtact-themmploverte-vert fv-the amploves o itan-date
and-wos)ieups Jf

3 = Creane- s agends for the emplovee's- fira- day - Inchede
thedallawing-ieamis T
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< Tour-ofthe building ¥

Feahveniew-of emait and veice-mail-funcions T

Aot
wnd-telephone-access-forth

Facilisics o smangn:
e

g Acgion ToemsT

Single lewsl, " o Dhm-will-distributethedata |

unordereq st

#-+ Kris-willprimt-the-inserts
* -+ Boyan-will- plan-the-next-mesting ¥

1%
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Figure 4-11: Single-level and multi-level lists.
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Bulleted and Numbered Lists

There are two main types of lists in Word.

List Type

Description

Numbered (Ordered) A numbered list, also called an ordered list, is a list that is used to,denote

a ranking among items or a sequence that must be followed. You cin
customize the list by choosing different alphabetic or number formats,
such as numeric or Roman. Numbered lists can be multi-level and the
items in a list may be a single word, a short phrase, or a paragraph.

Bulleted (Unordered) A bulleted list, also called an unordered list, is a list that is vsed to

denote a group of equally significant items. They are grouped under the
same heading. You can customize the list by choosing different bullet
styles. Bulleted lists can be multi-level. Each bulleted.item in a-list may
be a single word, a short phrase, or a paragraph.

How to Create Lists

Procedure Reference: Create a List from Existing Text

To create a list from existing text:

1.
2.

Select the paragraph(s) that will be transformed to a list.

Create the list.
e  On the Home tab, within the Paragraph group, select the desired lisi-{ype.

— Click the Bullets button to Create a buileted list using. the.default bullet-
list settings.

— Click the Numbering buttonto cieate a numbered list.using the default
numbered-list settings:

e  Or, right-click the selected paragraph and select the/(list-style.

Procedure Reference: Create d New’ List

To create a new list:

1.

2
3
4,
5

Place the insertiori point where you want to start/the list.

On the Home tab, in,the- Paragraph group, select the desired list style.
Type the first list’item and press Enter to-add-the next list item.

If necessary, add meore items to the list;

To end ihe list, press Enter twice;or-click the appropriate list button again.

Procedure Referarice. Remove Buliets cind Numbering

1o remove buliets and numbering:

1

2.

Seiect-the desired list.
Click the appropriate button in the Paragraph group.
e ' Click the Bullets button to remove bullets.
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e  Click the Numbering button to remove numbering.

Customizing List Formats

You can create a customized list or change the format of a list by selecting the list and
right-clicking the selected area. From the menu, choose either Bullets, to-see builet
formats, or Numbering, to see the various numbering formats. Click Iefine New to set
custom list formatting.

AutoFormat Lists As You Type

When you want to start a new list, you can use the AutoFormat As You Jype option in
Word. To start a bulleted list, type an asterisk (*), press Tab, type-the list item, and
press Enter. Word will convert the asterisk into a bullet and begin a bulleted list for
you. To start a numbered list, type the first number of the list and\any trailing punctua-
tion such as a period or open parenthesis. Press Tab, type the list item, and press Enter.
Again, Word will begin the numbered list using the numbering format you want. You
can use the AutoCorrect dialog box to control autornatic-list,settings.

AcTivity 4-5

Creating Numbered and Buileted Lists

Before You Begin
My Meeting Agenda.docx is open.

Scenario:

You need to prepare the agenda for,a meeting and circulate it"among your colleagues. In the
agenda, you need to list out details that will be covered duiring-the meeting. You also decide to
include the action items.

What You Do N N\ How You Do It
1. Format paragraphs as-a numbered a.—Delow the heading "Agenda”, select the
list. three paragraphs of text.

click the Numbering button to con-
vert the text to a numbered list.

b. On the Home tab, in the Parah group,

ipemndat
| - Reviewminstes of iasrmesting - Asaresulr-of peermeeting-disossdons -fi-has
bernrmpuwestied that themmstes mroraered ©
= Qv cimarquart el home-sales ¥
¥ - Approvenew discluime: ¥
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2. Add a fourth item to the list. a. At the end of the numbered list, place
the insertion point after “Approve new
disclaimer”.

b. Press Enter to start a new list item.

c. Type Assign action items.

3. Create a bulleted list. a. Scroll to the bottom of the document,
and place the insertion point at the'end
of the document in the blank line.

b. In the Paragraph group, click the/Bullets
button [:=|to create a new, empty bullét
point.

c. Inthe new bullet peirit, Type-Tim will
distribute the data.

d. Press Enter to create a-second bullet
point.

e. Type Kris wili-print the inserts,

f. Press Enter to include a new bullet point.

g. —Type Ryar will plan the riext meeting.

h. Press/Enter to include-a-inew bullet point.

.

Press Enter to end-the bulleted list.

Save the document and close it.
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Toric F

Manage Formatting

In the previous topics, you applied various types of paragraph formatting. Once you have com-
pleted all your formatting, you might need to manage the formatting By copying, 'delefing, or
replacing it. In this topic, you will manage formatting.

Once the formatting that you choose to apply to your documents becoiies more-complex than
the simple addition of bold fonts or italics, you might find that you need to manage the for-
matting by locating where specific formatting was used, applying/a-set-of formats from one
section of text to another, or removing specific formats from a section/of text. Tasks like this
can be inefficient to accomplish by visually scanning a document and manually copying or
removing formatting. Microsoft Word provides a set of tools <hat you can use to manage com-
plex document formatting with efficiency and ease.

The Reveal Formatting Task Pone

The Reveal Formatting task pane can help with many fermat-management tagks.. The\options
in the Reveal Formatting task pane help you to identify specific formatting Options that have
been applied to a text selection, including/font, alignment, indents, documernt nmiargins, and
layout. The Reveal Formatting task pane lets~you appiy-or clear formats, select text with simi-
lar formatting, or compare the formatting of one section to that of arother.

Clear Formatting Opfions

Sometimes, instead of changing the formatting on an item, ygu-imay ‘wish to remove all the
existing formatting and reset theé sclection’s appearance te.the default. If you need to clear the
formatting in a selection, you can use the Reveal Formatting-task pane, the Styles task pane,
the Style Inspector dialog box, ‘or the Clear Formatting-butioiir-in the Font group on the
Ribbon.

Find and Repiace Text Fermaitting Options

In some cases, you| might want to find all instances,where you have applied a particular for-
mat, or you might\waht to replace one set of format options with another. You can use the
Format drop-ddwn menuin the Find And Replace dialog box to search for a specific format
option and replace it with a desired format/ You can search for and replace font and paragraph
formatting, tabs and tab settings, highlighting, styles, and other formatting options.

How tc Manage Text Formatting
Procedure Reference: Mandge Text Formatting with the Reveal Formatting Task
Pone

To manage texi-formatting with the Reveal Formatting task pane:

1. On the Home tab, in the Styles group, click the Dialog Box Launcher button to
display the Styles task pane.

2. If the Styles task pane is not docked, you might not see the Style Inspector
button. Drag the Styles task pane to the edge of the Word window to dock it.
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8.

In the Styles task pane, click the Style Inspector button.

In the Style Inspector task pane, click the Reveal Formatting button to display the
Reveal Formatting task pane.

To show more of the document window, close the Styles and Style Inspector task
panes.

To reveal text formatting, select the desired text in the document. The Reveal For-
matting pane will display the details of both Font and Paragraph formatting.

ﬁ You can also see the Font, Font Styles, and Font Size of the selected text in the Fonts gioup. of
the Home tab.

Perform the desired format management task.

e  To clear font and paragraph formatting from a selection, meve,the - mouse
pointer over the Selected Text box, click the drop-down arrow and choose
Clear Formatting.

e  To make the format of a selection match the format of the text aronnd it,
click the Selected Text drop-down arrow and chodse Apply (Formatting Of
Surrounding Text.

e  To select text with similar formatting, click the Selected Text drop-down
arrow, and choose Select All Text With Similar Formatting. You can then
clear the formatting or apply the surrounding formatting-to all the selections
as a group.

e  To compare the formatting of two selectiens, check the Compare To Another
Selection check box and then select the second, portion of text in the
document. The Reveal Formatting pane will list the formatting differences.

Close the Reveal Formatting task pane

Procedure Reference: Clear Text Formatting

To clear text formatting:

1.
2.

Select the text that contains the formatting you want to reset:

Clear all formatting.
e  Open the Styles task pane and select Clear All:
e  Or, open the Style Inspector dialog box and-select Clear All.

To clear selected formaiting, open the Style Inspeetor dialog box and click the
Clear Paragraph Formatting or Clear Character-Formatting buttons.

Procedure Reference: Find and Replace Text Formatting

To find and replace text formatting in your/document:

1.
2.
3

Click-at the beginning of the document.
On the’ Home/tab, in the Editing/group, click the Replace button.

In the Find And Replace dialog box, in the Find What text box, delete any
unwanted text and formatting options.

Set the Find Font options.
a.~/ Click the More button.
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b. In the Replace section, click Format and select Font.

c. In the Find Font dialog box, select the desired font attributes you want to
find.

d. Click OK.
5. In the Replace With text box, delete unwanted text and formatting options.

6. Set the Replace Font options.
a. Click the More button to show the Replace options.
b. Click Format and from the drop-down list, select Fent.

c. In the Replace Font dialog box, select the desired font-aitributes you want to
use instead of the existing format.

d. Click OK.
7. Replace instances, as needed.
8. In the Microsoft Office Word message box,ciick OK.
9. Close the Find And Replace dialog box.

ﬁ If you change your mind about a replace ‘operation, click the Undo button ¢n the. Quick Access
toolbar. If you use the Replace button, Word will tndo the replacements ong-by/one. If you used
the Replace All button, Word will undo_aii-ef the replacements at the same-time.

Removing Formats from a Prior Search

When you display the Replace fabin the Find And Replace diaicg box, some font for-
mats may already be displayed in the Find What and Replace With text boxes, perhaps
left over from a previous task. Before /you begin a new seaich, you should remove the
formats so that they don’tinterfere with your new s¢arch,\To remove the formats from
the Find or Replace tabs of the"Find and Replacé-dialog-box, click More to display the

formats.
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AcTiviTy 4-6

Clearing Text Formatting

Data Files:

e Relocation Services.docx

Before You Begin

From the C:\084893Data\Formatting Paragraphs folder, open Relocation Services.docx.

Scenario:

You have to submit a business report to the clients of your company. While reviewing the
document, you find that because you are distracted by too many formatting iriconsistencies,
you are unable to focus on all the ideas stated within the document. You will remeve-some
formatting to focus your readers’ attention back to the content.

What You Do

How You Do It

1. Determine the existing formatting
for the “unconditionally guarantee”
text.

Lesson 4: Formatting Paragraphs

D

{4)03

Press Ctil+End to niavigate to the end of
the documenit.

In the last paragraph of the document,
select the text “unconditionally
guarantee’.

On the Home tab, in the Styles group click
the Dialog Box Launclier button.

in-the Styles task pane;-click the Style
Inspector button. @

In the Style‘inspector task pane, click the
Reveal Formatting button to display

the Reveal Forratting task pane.

The font-attributes include the Times New
Romarn-font, 12 pt, Italic. The character
option/is Highlight. Close the Style
Inspector task pane.

Close the Styles task pane.
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2. Clear the lItalic font attribute from
the “unconditionally guarantee”
text.

a. In the Reveal Formatting task pane, move
your mouse pointer over the Selected
Text text box to reveal the drop-down
arrow.

b. To clear the Italic font attribute but.riot
the highlight, from the Selected Text
drop-down list, seiect Ciear Formatting.

41| Reveal Formatting v ¥

= Selected text

uncoy@itionall)y guaran®

Select All Text With Aimilar Formatting

Apply Formatting of-Surrounding Text

‘> Llear Formatting E.}

Verify-that the italics have been
removed, but not thedvighiight.

'3}
.

3. Clear the green font color of the
text “money back”.

a. Inthe last line of the dotument, select
“money back/”

b. In the Reveal Formatting task pane, in the
Formatting Of Selected Text list box,
verify that-the-font Color of the
selected texi is Green.

Formaiting of selected text

=] Font ~
Font:
(Default) Times Mew Roman
2 bt
Font color: Green

c. In the Reveal Formatting task pane, move
your mouse pointer over the Selected
Text text box to reveal the drop-down
arrow.

d. From the Selected Text drop-down list
box, select Clear Formatting.
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e. In the Reveal Formatting task pane, verify
that the Font Color attribute has been
successfully removed.

Formatting of selected text

H Font -
Font:

(Default) Times Mew Roman

12 pt

f. Click after the word “back” to deselect
the selection.

g. Close the Reveal Formatting task-pane.

h. Save the file as My Reiocation Services.
docx

Activity 4-7

Finding and Replacing Text Formdiiiing

b

Before You Begin
My Relocation Services.docx is open.

Scenario:

Your company report is ready for your manager to review. You decide to proofread the docu-
ment one last time and notice that a few titles are formatted in Arial/(while others are in a
different style. To maintain consistency; set Tahoma as the font for-ali-the/occurrences of Arial.
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What You Do How You Do It

1. Set Arial as the font to search for. a. Place the insertion point at the begin-
ning of the document.

b. On the Home tab, in the tditing.group,
click Replace.

c. In the Find And Replace dialog box, click
More.

d. In the Replace-section; click Format.

e. From-the Format digp-down list, select
Font.

f. In the/Find-Pont dialog box, in the Font
list bok, setect Arial and click OK.

2. Set Tahoma as the replacement a. \In-the Find And Replace/diatog box, click
font. in the Replace With text bex.

b.~.In the Find And Replace-dialog box, in the
Replace section, click Format and choose
Font.

c. In the ReplaceFont dialog box, in the
Font text box, type Tahoma and click
OK.

d. Delete any text in the Find What And
Replace With text boxes.

i Bt .
= S Cimett
Forfu: ®onk- drinl

Pegdace vty || -

Forrat: onl- Tahoma

e. Click Less to close the advanced options.

3., Replacedil instances of Arial with a. In the Find And Replace dialog box, click
Tahoma. Replace All.

b. In the Microsoft Office Word message box,
click OK.
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4. Clear the font formats in the Find
And Replace dialog box.

In the Find And Replace dialog box, click
in the Find What text box.

Click More to display the advanced Find
options.

In the Replace section, click No
Formatting.

Replace

[ Format - ] [ Special - l Mo Fu:nrmal;ting]

Click in the Replace With-text box.

In the Replace section, click No
Formatting.

Click Close.

Save and ciose.the document.

Lesson 4 Follow-up

In this lesson, you made a document easier to-read and niderstand by applving paragraph for-
matting techniques. You also took advantage oi-Werd’s ability to apply several formats

simultaneously.

1. What text formatting will you use te-enhance the text in your-documents? Why?

2.  When formatting your docuiments, wtiat Word tools will be most advantageous to you

and why?
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L ESSON 5 sson T
Adding Tables

In this lesson, you will add tables to a document.
You will:

e C(Create a table.

e  Modify table structure.

e  Format a table.

° Convert text to a table or tables to text.
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Infroduction

Up to this point in the course, you have entered and modified text primarily in paragraph form
in a document. In addition to text that is structured into paragraphs, Word enables you to
include text that is structured in the form of a table. In this lesson, you will add tabies to your
documents to organize and enhance information.

Sometimes, when data is presented as a list or a paragraph, it can be difficult for readers to
understand the content. When you use tables appropriately, they can signiticantly improve
reader comprehension by enabling you to organize your information and eliminate unnecessary
words.

Topric A

Create a Table

In this lesson, you will add tables to documents.\The first'step/in adding a professicnal-looking
table is to create the basic table and its data. In this\topic;.you will create tabies-to represent
data.

Presenting textual information is what word proeessing-is all about. But,\ whep that text con-
tains statistical or numerical data, the data often gets,buried, making it difficult to read.
Usually, the reader will benefit from seeing the data arranged in columns and rows. Tables
make information more readily accessible, to the reader with the least amiount of effort by you.

Tables

Definition:
A table is a grid-style.contaiiier used to organize text, data, or pictures. Tables consist
of boxes called célls that-are arranged in vertical columns and horizontal rows. A table
can have specialized table’formats such as borders drawn around some or all of the
cells. The default 1s-a thin black border-arognd every cell.

Example:
Columns |
—~ L N —
o
Rares af-."meresrﬂ
MongageProducts: __A_‘_?;::p:t-Inrere;t-Rarc;- -
30-&-25/Y ear-(no-points)- 5 875%C
20-Year-(no-points)s 35080z Rows
13Year{no-points)= 5.00%g<z |
LY ear- ARM-(no-point3je 3. 73%r
1Y ear-Convertible, AR M (o points = 4. 23%cz

' f

Figure 5-1: A table with data entered into it.
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Non-printing Characters in Tables
There are several non-printing characters that are specific to tables. Each cell contains
an end-of-cell marker to indicate the end of each cell. To the right of each row is an
end-of-row marker that indicates the end of the row. A column marker appears in the
ruler at the boundary of each column. You can use these markers to select table
elements. In addition to these markers, Word also displays non-printing gridlines
around the table cells. If a table has borders applied to it, gridlines are beneath the
borders.

Gridlines are sometimes called boundaries. On the Table Tools Layout contextual tab, in the Tabie
group, click View Gridlines to show or hide gridlines on the screen.

Table Creation Options

To create a table, you can select an option from the Table drop-down list on the Insert tab.

Option Description

Table grids Allows you to move the mouse pointer over the grids-and click to insert a table
with the desired number of rows and columns. This aption.astomatically defines
the column delimiters.

Insert Table Displays the Insert Table dialog box with options to create a table.

Draw Table Enables you to manually draw a table.

Table Navigation Methods

Although you can click to select table cells to enter text,{it is more efficient te-use-keyboard
techniques to navigate within a table.

To Move Press This Key

One cell to the right ~ Tab or Right Artow
One cell to the left Shift+Tab or Left-Artow
Down one row Down Arrow

Up one row Up Arrow

Add a Row to the Boitom of o Table

As you use the keyboard to navigate in a(tablg, it is possible to inadvertently add a
new row to_the-bottom of the table. PressingTab when the insertion point is located in
the last ¢ell will add a new row. If ’you don’t want the extra row, simply undo the
action.
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How to Create a Table

Procedure Reference: Create a Table

To create a table:
1. Place the insertion point where you want to insert the table.
2. On the Insert tab, click the Table drop-down arrow.

3. Insert the table.
e  Insert the table using the grids.

a. Move the mouse pointer over the grids to seleet the desired number of
rows and columns to be displayed in the table/Each cell in the grid rep-
resents one cell in the table.

b. Click to insert the table.
e Insert the table using the Insert Table dialog box:
a. In the Tables group, click Table/and select/Insert Table.

In the Insert Table dialog/box, type the desired number of rows and
columns.

c. Click OK to insert the table.
e  Insert the table using the Draw Tabie option.
a. In the Tables group, click Table and select Draw Table.

b. Click and drag the pencil-shaped mouse pointer to/rnanually draw the
rows and coluinns.

ﬁ If you aceidentally inseft a table incorrectly/ undo, the command using the Undo but-
ton on/the Quick Access toolbar and try. again.

4. Enter the table data:

Add a Tab Character'fo a Cell

You cannot use the Tab key on the keyboard-to/insert a tab character into a table,
because pressing/Tab will move the jirisertion point to the next cell. To insert a tab
within a cell, press Ctrl+Tab.

Type Text Before a Table

When a-table is at the beginning of 2’document, there’s no obvious way to type text
above the table. The trick is to-piace the insertion point in the first cell of the first row
of the blank table and press-Enter. This inserts a paragraph mark above the table. You
can“then/type as much teki/as)you want.
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ActiviTy 5-1

Inserting a Table

Data Files:

e Sales Data.docx

Before You Begin

From the C:\084893Data\Adding Tables folder, open Sales Data.docx.

Scenario:

Your manager has supplied you with a document named Sales Data. The data. is;rather-difficult
to follow in paragraph form. You decide that the data would work better in table-form, with a
row for each salesperson and a column for each of the other pieces of data. You need-to create

the table and enter the information.

What You Do How You Do It .
1. Insert a table using the Insert Table a. Place the-cursor at the-end of the
dialog box. document.
b. On the Insert tab,in the Tables group,
click Table and select Insert Table:
c. Inthe/Number Of Columns text boX, type
3 and-press Tab.
d. ~In the Number Of Rowstextbox, type 4
e._LClick OK to close the Insert Table dialog
box and create the table.

2. Enter data in the header row. a. In the table, with the insertion point in
the first cell, type Associate and then
press Tab:

b. Type Supervisor and press Tab.
c. “Type Territory

3. Edit the heading. a.—Press Shift+Tab twice to navigate to the
cell with the text "Associate”.

b. Type New Associate to replace the old

heading with the new one.
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Press the Down arrow to move the inser-
tion point to the first cell in the second

Type Tim Jones and press Tab.

Type Kris Rogers as the supervisoi’and

Type Los Angeles as the territory and

Based on the valdes)given in the para-

4. Enter the data for Tim Jones. a.
row.
b.
C.
press Tab.
d.
press Tab.
5. Enter the remaining data in the a.
table.

graph.akove.the table, enter the data for
Missy Lu-and Miies Rodriguez.

[Superdsor: | Temitorys |
\ VirisRogers: Lo Angelesd
/ | Chris-Burkes Seantlie
Cindv-Bradleys Bostalit\

b.. Save the docuriient as-My Sales Data.

docx and close it.

Toric B

Modify the Table St

ucture

You have added a table to/your document and-enté¢ied some data into it. As you work on the
table, you may jiind that it‘contains more rows than required, or that the cell size needs
adjusting. In‘this topic, you will modify (the/table structure.

Imagine you’ve creaied a table for thethird-quarter report that shows the year-to-date revenues
for your territory.\Then, your manager-decides it would be best to include a full year’s worth
of/data and /compare it to the samé data for another territory. You’re going to need extra col-
umns_ and rews-and you might even need to move some of the existing information around.
You could start from scratch éndci¢ate a whole new table structure, but then you would have
to.re-enter all of your existing information. Instead, you could just take your existing table and

modify its structure to meet)the-new requirements.
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Contextual Tabs

Definition:

Contextual tabs are tabs with specialized commands that are displayed when the object
that they operate on, such as a table, picture, or shape, is selected. They are displayed
along with the core tabs on the Ribbon and are used to modify and format the selected
object. The contextual tabs that appear are specific to the type of object that is

selected.
Example:
Table Tools contextual taks are I
displayed when you insert atabie |
) I_AT:__
O\ d9-0SJOE - Rates Of Interest.doox - Microsoft Word TN
|
— Hame Ingerd Page Layout Referancsy Hailings Raview Vg Deusloper Design Layaut L]
¥| Header Row ¥ First Column o e o o ¥ Shading - j
Total Row Last Column EmEEE [ Border -
¥ Banded Rows & Banded Columns ==l=l=l= = b;.:,-:..;'.'
Tabie Style Options abie Styles
|ﬁ| tEsrdih rsi:]' | 1 | 7 A 3 | FE OB §io srdit 5
., Rates-ofinteresty
Mortgage-Productss Samp]e-ltue:est-Ra:e;-ﬂ > l:
30-8:-25-Year- (no-points)z 5.875%m =
20'Y ear-(no-points): 5.50%g02
- 15Y ear-(no-points)= 500y
1Y ear- ARM:{no points i Y. 153%<o
1-¥ear-Convertible- ARM-(no-points)a A B5%cs )
T %
=)
LIl ¥
L2 i A W EE\F
Pager2of | Werde 27 | B | BT e

Figure 5-2: Table Tools contextual tabs.

The Table Tools Design Contextuo! iaic

The Table Tools Design contextual tab.c¢gntains groups with optionsf0 format the table.

Group Description
Table Style Enables you(to format, the table by differentiating specified rows or columns.
Options

Table Styles

Draw Borders

Provides-a set of predefined styles tg format‘a table. Also enables adding a different
shading and applying borders to-the\table!

Enables/you to draw borders to-your table. This group contains options to change the
linie style, jcolor, and thickness of/the border. You can also erase the border.
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The Table Tools Layout Contextual Tab

The Table Tools Layout contextual tab contains groups with options to modify the layout of
the table.

Group Provides options to:

Table Select a particular table or cells of a table, show or hide’gridlines, ‘and-display the
table properties.

Rows & Columns  Modify the table structure by inserting or deleting rows or columns:

Merge Merge or split tables and cells.
Cell Size Resize the table.
Alignment Modify the alignment of text inside the table. This group contains options to

change the direction in which text has been entered.-You-Can also change the
default value of each cell’s margins.

Data Sort, calculate, or convert the table infgrmation into-text. You can also use options
in this group to repeat heading information on\every page.

Table Structure Modificaiion Options

You might need to modify the structure of an existing table to include moreinformation or to
delete unnecessary information from the cells. You can delete or insert rows or columns, move
cells, rows, or columns, or change the-overall size of the table.

The Table Properties Digiog Box

You can click Properties in the (Table group of the Table Toels-Edayout contextual tab to open
the Table Properties dialog box aind specify settings ferows, columns, individual cells, or the
entire table.

Tab Provides_options to:

Table Ser'the size, alignment, and text wrapping of the table.

Row Set-the’ height. This tab also allows you to apply a page break and navigate to the
previous or next row.

Column Modify the size of the seiected column. This tab also allows you to navigate to
the previous or the¢ next)column.

Cetl Modify the size and iiie vertical alignment of the selected cell.

How to Modify Table Structure

Procedure Reference: insert Rows or Columns
To insert rows or columns:

1. Position the insertion point next to where you want to insert or delete the columns
or rows. To insert multiple columns or rows, select that number of existing rows
or columns in the table.
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2. Select the Table Tools Layout contextual tab.

3. Insert the columns or rows.

e In the Rows & Columns group, click Insert Left or Insert Right to insert a
column to the left or right of the selected column.

e In the Rows & Columns group, click Insert Above or Insert Below to insert a

row above or below the selected row.

e  Select the last cell of the table and press Tab to insert a row at the bottom of
the table.

Table Selection Methods

There are many selection techniques you can use to select the components 0f a-table
that you want to work with.

To Select

Do This

A row or rows

A column or col-

umns

A cell or cells

The entire table

Move the mouse pointer in the blank space to the left 0f the-desired row
and when the pointer changes to a right-tilted whité artow, click to select
the row. You can also click and drag to the\left of the table to select sev-
eral rows.

Move the mouse pointer at the top of bottem line\border of the column
until the mouse pointer changes to a dewn-headed arrow and click to
select the column. You can also click and drag above the table to select
several columns.

Move the mouse pointer in the blank space before the text in a cell-and
when the mouse pointer change’s to’a right-tilted dark arrowy/click to
select the cell. To select a group-of cells,/ drag over the cells, et-click a
cell, hold Shift, and click the lasi-cell.

Point to the table until the table/selection box appears-te the~top left of
the table, and then click the box! Or, on the Laycuitab-iit the Table
group, click Select-and select Seject Table.

Procedure Reference: Delete Rows or Columns

To delete rows or column:

1. Position the insertion point in-the desired colunin, or row. To delete multiple rows
or columns, select them as a group.

2. Delete the coluinng or rows.

e Onjthe Table/Tools Layout contextiial tay, in the Rows & Columns group,
click’Delete-and-select Delete Coluriins/ or Delete Rows.

e Or, right-click and choose Delete/Cells, select Delete Entire Column or
Delete’ Entire Row, and click-OK:

Inserting oi-Deieting Cells
You can insert individual cells by going to the Table Tools Layout contextual tab and

clicking the Insert Cells

ot

by fight-clicking and selecting Insert Cells from the Insert submenu. When you do so,
you-can shift the existing cells down in the current columns or to the right in the cur-

rent rows.
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1.

You can delete individual cells by clicking Delete and selecting Delete Cells. When
you do so, you can shift the existing cells up in the current columns or to the left in
the current rows.

Procedure Reference: Move Columns or Rows

To move columns or rows:

1. Select the columns or rows to move.
2. Click the Cut button, or right-click the selection and click Cut:
3. Place the insertion point to the right of the existing column-or below the existing
row where you want to paste the content.
4. Click the Paste button, or right-click and choose Paste Columns or Paste Rows.
Moving Cells

You cannot move individual cells by cutting and pasting. Insiead, when you paste
cells, Word replaces the contents of the target ¢efis;

Procedure Reference: Set Column Width‘cr Row Height

To set column width or row height:

Place the insertion point inside the row-ot'\column, or select/multiple-rows or
columns.

On the Table Tools Layout contextual tdb, in the Table!group, click Properties.
Set a specific column widih.

a. Select the Column'tab:

b. In the Size section, check-the Preferred Width check box.

c. In the Preferred Width) spin box, specify the desired column width using the
up and down arrews

d. Click the Previous Column or Next Coluirin button to change the width of
the previous or-next column.

To set a specific row height, select-the Rew tab and follow a similar procedure.
Click OK 1o close the Table Properties/dialog box.

To set an-approximate row height or column width, click and drag the row or col-
vman_border.

To fit the row height or ¢oluman width to contents of the cells, double-click the
right\column boundary-or the’ top row boundary.
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AcTiviTy 5-2

Modify Table Structure

Data Files:
e Mortgage Letter.docx

Before You Begin
From the C:\084893Data\Adding Tables folder, open Mortgage Letter.docx.

Scenario:

As you are preparing your mortgage rates letter, the client calls and reminds/you that the ¢om-
pany he works for is opening a branch office in Rochester, New York later in’the-year and that
he might possibly be transferred to that location. He would like you to include specific jinfor-
mation on loan rates for Rochester. You also realize that the information on the rate, percentage
is more important to your customer than the effective date. Also, the columns/of \the  table look
too large, so you decide to modify the column width within the table.

What You Do How You Dot o
1. Insert an additional row into the a. In the table, ciick at the beginning of the
table. cell that contains "Seattle, WA”/

b. Click the Table Tools Layout contextual
tab.

c. In the Rows & Columns group;-<lick Insert
Aboyve.

2. Enter data in the new row.

W

In the new row, in-the first cell, type
Rochester, NY and press Tab.

b. In the secand cell, type July 8 and press
Tab.

c. Inthe'lastcell, type 6.13
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3.

Reverse the order of the last two

columns.

In the table, move the mouse pointer
above the border of the “Rate” column
and when the mouse pointer changes to
a down-headed arrow, click-above the
column to select the column.

On the Home tab, in the Clipboard group,
click the Cut button.

Verify that the insertion-pecint is in the
“As of” column-heading.

In the Clipboard group, click the Paste
button.

4.

Adjust the column width to fit the

column contents.

In the table; position the mouse pointer
anywhere on-the right border of the
“Location™column and double-click
when/the mouse pointer charnges to a
double-izaded arrow E!_*i te-adjust the
width_of the column to_fit its contents.

Double-click the left border of the table
to adjust the width of-thie Rate and As Of
columns.

Locationo

Rate-(%o)u

As-ofin

Los-Angeles CAZ

6.73o

July-11x

Denver, -COz

6.820

Tuly-0w

Washington. DC2

6.63

Tuly-15z

Miami, FLT

6.79

July12z

Atlanta, GAC

6. 750

Tuly-0w

Chicago, 1L

6.961

Tuly11z

Boston, MAQ

6. 77

July-15z

New York, NYx

6.860

Tuly-6a

Philadelphia. PAZ

6.71

Tuly12x

Rochester, NY

6.13z

Tuly-8w

Seattle, WAx

6.770

Tuly13z

C.

Save the file as My Mortgage

Letter.docx and close the file.

[&

SISV I VIS S VIV I ¥
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Toric C

Format a Table

In the previous topic, you adjusted the structure of a table to match the data you need to
present. Once the table’s data and structure are established, all you need to do to complete
your table is to format it. In this topic, you will quickly format a table, applying a variety of
formatting options all at the same time.

A simple table can effectively organize information logically. However, if you were to inseri-a
plain table within an otherwise formatted document, the table might not match the overail, look
of the document and might not draw the reader’s attention. You know that the right(cormbira-
tion of formats can make the information stand out. To make it easy to achieve the.right look,
Word enables you to select from an existing set of pre-formatted table desighs and apply-them
automatically to your table.

Table Styles

Definition:
A table style is a formatting option that contains a group-of table-specific formatting
options packaged together to apply design and formatting-changes to an existing table
all at the same time. Table formatting options include borders;.shading, colors,eell
alignment, table fonts, and separate formats for the first columii or row. In the\Table
Tools Design contextual tab, you can select a style frem the Table Styles gallery-within
the Table Styles group. You can also modify ar existing style, or build a aew style and
add it to the Styles gallery.

Example:
ol H9-02 0oE - Rates Of Interest.d picTosoit Word Tabbs Taols N2 X
Y
“ Hame Insert Page Layout Relerenezs Malifhgs REidew View Developer Design Layout L
¥ Header Row W First Column Plain Tables -
Tatal Rav Last Calumn e [
¥ Banded Rows & Banded Columns EEEEE
Ao EeEEE
|ﬁ| TEEEREE
Raij'esci Set of
% > Predefined
&28Ye
Slyles
20 Y ear (i
15Yearim
1-Year AR [ /piodity Table styfe.
1-YearCor .5 .
. B rear
g | Hew Table Styls... 7
-
|| y A= m AN NN
Page: 20f2| | Woede iz |\ 1|3 EEEEE" = [} — st
Table with
Style Applied

Figure 5-3: Table Styles.
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The Table Style Options Group

The Table Style Options group contains options to differentiate the contents of the table based
on the location of the respective rows and columns. You can apply separate formats-to the
header, or first row; the totals, or last row; and the first and last columns. You can also-select

banded rows or banded columns, in which alternate rows or columns appear i a-contrastinig
shade.

Last Column |
al

Sales Associate Units- lan Units—Feb  Units - Mar 1 (] Totai. %= Header Row
Banded Rows TimJones 7 e 58 e
_Ii’ MissyLu 155 164 ns 537
Miles Rodriguez 130 132 140 407

Month Total 356 362 452 vi7u 4 Total Row

L Banded Columns ’j

Figure 5-4: Sections of a table with table style opticns applied.

Quick Tables

Definition:
Quick Tables are predefined tables with a-style applied and/sample data entered into
the cells. You can use a Quick Table to quickly insert a new. table/ with a pre-defined
format rather than a plain grid ef squares. You can then edit the-placeholder text in the
Quick Table to suit your needs. In/Word, Quick Tablestdre located in the Tables group
on the Insert tab. There are different types of Quick Tables ificluding calendars, double
tables, and tables with subheadings-“Quick Tables may apply a coordinated set of dif-
ferent fonts and column’ delimifers to your table.

Example:
. O = _;’ NG = NV sales_data.docx - Micr "_- = T
2 - :
Home fresart Page Layoul 4 _t_JI
x| [ ellal Ly shapes it Ut jon -
= _:J. _I'_'v ,_' 1 "155__“&".._' o o b~
I’rlJ;El Tah.n Plchyre l-'l:-f il Char :I.-I:L.'o:'
|/ insert Tass . :"
|_= HDDDDDDDDDD 'EI'\“ :;==I=H |I| Coe 5
OE00000000 ., \7
1DOEIE30100000c] ™ .
| ) T
\V/\8B35RERE5E ,
Sample table with
| AAO0OO00000005 / ' text and formats |
S—=OO000000O0E, -
"I_j Insert Table... \With Subheads 2
¥ B m l
;1! Excel Spyéplishee ] .
1[0 Quick Tabled l“ :“ .: :‘“\ - :; , :
T = = E
Seftienil  Pageilefl  Line6  CalummZ - I3 = =|-i*|

Figure 5-5: Quick Tables.

ﬁ To format an existing table, use a table style. To insert a new formatted table, use a Quick Table.
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How to Format a Table

Procedure Reference: Use a Quick Table to Create a Formatted Table
To use a Quick Table to create a formatted table:
1. On the Insert tab, in the Tables group, click Table and select Quick Tables.
2. In the Quick Tables gallery, select a pre-defined table.

3. In the table, replace the existing data with the data you want to display in the
table.

Procedure Reference: Format Using Contextual Tabs

To format a table using contextual tabs:
1. Select the table.

2. To format the entire table, in the Table Styles group of the Table-Tools Design
contextual tab, from the Table Styles gallery, select a style.
3. To format a section of a table, select the section and 4pply the [format.
e  Select a row or column and select the desired option in the Table Style
Options group.
e  To apply shading, in the Table Styles group,-click-Shading and select the
desired color.

e To apply borders, in the Table Styles group, click the Borders drop-down
arrow and select the desired border. You-canyalso draw in the borders or
erase existing borders by using the options/inithe Draw Borders; group.

AcTiviTy 5-3

Formatting a Table

Scenario:

Your colleague is going to provide you with a handwritten list of the/four branches with the
highest sales percentages last year; You will’need to include this data in several documents,
and you think it would look best.if it were in a table. You want to create and format the table
as quickly as possible so that you-will be ready to enter the.data’ when you receive it.

What You Do How-You-Do It

1. Insert a Quick Table. a.7/0pén a new, blank document.

B, On the Insert tab, in the Tables group,
click Table and select Quick Tables.
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c. In the Quick Tables gallery, scroll down
and select Tabular List to insert that
Quick Table.

ITEMI NEEDED|s

BoolksH 1o ]
MMagazinesg 3o 1]
MNotebooksg 1m 5
Paperpadsg 1o o

Pensyo ag
Pencilsg 2u
Highlightera Z-c:olorsg
Scissorsh L-paira
1
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2. Apply a style to the table.

Verify that the mouse pointer is at the
beginning of the table and select the
table.

On the Table Tools Design contextual tab,
in Table Styles group, click the More
button.

In the Table Styles gallery, in the Built-in
section, in the first row, select the sec-
ond style, Light Shading-Accent 1.

Built-In

SSSEE—=
— — Z Z Z| Light/sHading >Accent 1 [
__________ e 1

Click inlany cell-to deselect the table,

In the Table Styte Options group check
the Banded Rows check box.

ITEMu v/ NEEDEDHH
BesgksH i H
fWlagazinesn 30 1]
Moteboolss 18 ]
Paperpadss 1o 1]
Pensk 3o 1]
Pencilsg 20 o
Highlighterd 2-colorsi o
Scissorsg 1-paniOE
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3. Edit the default table content. a. Double-click the word ITEM and type
City

b. Double-click the word NEEDED-and type
Percent

c. Select the remaining rows of the table
and press Delete {o clear the contents of
the cells.

d. Select the last four rows of the table.

e. On the Table Tools i.ayout contextual tab,
in the Raws & Coluinns group, click
Delete and select Delete Rows.

f. Saye the document as My Sales Table.
docx and close the document.

TopricD

Convert Text to a Table i Tables to
Text

In the first part of this lgsson;.you created tables manually. in some instances, you might have
data already in a document, in which case it could’/be-time-consuming to retype it into a table.
In this topic, you will convert existing text inte-a new-table, as well as convert tables back to
text.

You’ve been asked to/update the new product caialog sheet. The person who originally created
the document (in Word-didn’t know how to-create a table, so he used tabs instead. The infor-
mation would certainly be more readable'if/itf were put into a formatted table. But, since the
document-is-several-pages long, it woitld take a long time to retype and format all the informa-
tion in a /mew table, not to mention you-may make mistakes as you type. However, Word can
guaickly'\conyert ihe existing tabbed text’into a table, without the risk of mistakes, and you can
forimat the-tabie-at the same time.

The Convert Text 70 Table Dialog Box

if/you/have used tab chardcters to create columns of data in your document, you can convert
the-tabbed text to a table by using options in the Convert Text To Table dialog box.
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Conversion
Options Description
Table Size Enables you to modify the number of rows and columns to suit the text content.

AutoFit Behavior

Separate Text At

Provides options to automatically resize the table based on the content, window
or the width of the columns.

Provides options to specify whether paragraphs, tabs, commas, or any other
option should be considered as the delimiter to separate text while converting the
text to a table.

p Comma-separated data is a common data format used by both government and industry.

The Convert Table To Text Dialog Box

You can use the Convert Table To Text dialog box to convert information in/d tabie to para-
graph format. This dialog box can be accessed from the Data groupin the Table’Tools Layout
contextual tab. The dialog box provides options to separate the data in the table using para-
graph marks, tabs, commas, or other delimiting characters when it is converted into text.

How to Convert Text to a Table or Tables to Texi

Procedure Reference: Convert Text to a Table Using the Convert Text To Tabie

Dialog Box

To convert text to a table using the Text To Table dialog box:

1.

4.

Select the text that you want to convert into(a table.

p It's helpful to have non-printing characters displayed so you can see the tabs, because, if you

have extra tabs in the text, they Will be canverted into empty cellswhen the table is created. Click
the Show/Hide button to display.nen-printing’ characters.

On the Insert tab, in the’ Tables group, click Table’and select Convert Text To
Table.

In the Convert Text\To Table-dialog box, set the-Table properties.

[

In

the Table Size section, specify the desired number of rows and columns

using the’up-and down arrows in the spin-box.

In

the AutoFit Behavior section, sejeet-thie options to automatically modify

the size of the rows and columns to/suit the content.

In

Seleet Fixed Column Width/£0 fnaintain a fixed column width or modify
the column width using-the up“and down arrow in the Fixed Column
‘Width spin box.

Select AutoFit To Coentents to automatically fit the data to a table.
Select AutoFit To Window to automatically fit the table to the window.

the Separate Text At section, select an option to set the delimiter character.

Click OK to insert the table.
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Procedure Reference: Convert a Table to Text Using the Convert Table To Text
Dialog Box

To convert a table to text using the Convert Table To Text dialog box:
1. Select the desired table.

2. On the Table Tools Layout contextual tab, in the Data group, click”Convert,To
Text.

3. In the Convert Table To Text dialog box, select the desired ¢ption to-set’a
delimiter for the data after converting it to text.

4, Click OK to convert the table to text.

AcTivity 5-4

Converting Tabbed Text into a Takle

Data Files:

e Burke Review.docx

Before You Begin
From the C:\084893Data\Adding Tables folder, open.Burke Reviewocx.

Scenario:

Your coworker has asked you to help'hetr with)the Burke Review-document. She has used tabs
to separate data in the document. You want {0’ make the data jmore re¢adable without spending
much time on it, so you decide/te-convert the tabbed text into a teble.

What You Do o How Yeu Do It
1. Convert tabbed text into a basic a,—in.the second paragraph, select the
table. tabbed text “Tim Jones” through

*{ranslates into sales.”

" Junior Sales-Associate Perf

Afer-dugglst

v gl ik

Tm lme = Hadwverrtooghmenib in-Febmary -Howeve he showed g yoong
inrpre ez i Mo -Becommend-toannped wesrpeng with - pmlos mspoare 1
MLy Byditbesiom-connlmest suls-guocine -Hesales psined s

despitesensmnl herdles -Beczrmen d-promotion-at fewepposmie ¥

Wier Badiigesr +  Shewssimdvalar, b seanmeanmonvares Leenmmsnd temiag:
Ehayermrinratire programer onhin ot ossed el aendstee mie e T

b

b. On the Insert tab, in the Tables group,
click Table and select Insert Table.
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c. Click away from the table to deselect it.

Ti-Josss

Adarv-Lu

Wijen-Redrigues

mililciintodaln -
¥

2. Convert the second block of tabbed a. At the bottom of the document; select
data into a table that fits the con- the tabbed data, “Jr. Sales Associate”
tents exactly. through the last *3”.

b. On the Insert tab, in the Tables-group,
click Table and select-Convert Text To
Table.

c. In the Convert Text Ta Tabie dialog box,
verify that the table wii! have four col-
umns, and setect the AutoFit To
Contents option.

V4

oxt to Table

Table size

Murnber dF colurnrs: 4 :_.
ButoFit behavior

{IFixed calurmn width: B

) AutoFit o window

5}

Separate bext at
{:} Paragraphs (:} Comras

(®) Tabs ot |:|

[/ 7ok ][ cancel |

d._Ciick OK to convert the tabbed text into a
formatted table.
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e. Click away from the table to deselect the
text in the table.

Ll

Jr-Sales-Associatel] Jand Febd q*-u:j_.]:
Tim-Jones e e
Missv-LuZ e N s =
Miles-Fodriguezz /p32 | 42/ | 37 ) |z
T

f. Save the document as My Burke Review.
docx and closeit.

Activity 5-5

Converting an Existing Toble to Text

Data Files:

e Rates of Interest.docx

Before You Begin
From the C:\084893Data\Adding-Tables-folder, open Rates of/Interest.docx.

Scenario:

As you review the document; you find that the informatiendoes not require a table and is
more readable when prese¢nted.in-a paragraph format.

What You Do How You Do It
1. Convert a table'to text with para- &/ At the beginning of the document, select
graph marks asthe delimiter. the “Points Of Interest” table.

b. On the Table Tools Layout contextual tab,
in the Data group, click Convert To Text.

c. In the Convert Table To Text dialog box,
verify that the Paragraph Marks option is
selected and click OK.
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d. Click in the text area to deselect the

text.
« Poits-alinenesny
Inneesrraes-seem 10 -te-maln g, i g vesu o an-mproving - stock-Tearkcer
TheFederal Reserve Bank: is-discussmg-meth ods thas-can-be-ssed to-help-flrs times
hamsbiiyer - Such-methods man-inclade-discounied seevand-remnoving - TRA-peralticn T
The-Mohesit-will-has Thebighed mteimt taleron-a =i ional-he i
2. Save the document. a. Save the file as My Rates Of Interest.

docx and close it.

Lesson 5 Follow-up

In this lesson, you created a table, entered data, and modified the table structure/to suit your

content. You also formatted the table to enhance the appearance. Lastly, you converted existing

tabbed-text into its own table. Tables can significantly improve reader compiehension by
enabling you to organize your information more clearly.

1.  When will you use tables in your documents?

2. What type of information will you put in tables?

Lesson 5: Adding Tables
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LESSON 6 o
Inserting Graphic Objecis

In this lesson, you will add graphic elements to a document.
You will:
e Insert symbols and special characters.

e Insert illustrations.

Lesson 6: Inserting Graphic Objects 14
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Infroduction

You have been working with text and tables in documents. Now, you want to insert graphic
elements into your document to create a visual impact. In this lesson, you will enhance the
visual appeal of your documents by adding graphic elements to them.

When you create a document with only text, it can be difficult to read, follow,/and understand.
If you insert a picture relating to the content, it can help the reader be more interested in and
comprehend the content.

Toric A

Add Visual Effects Using Symbols and
Special Characters

In this lesson, you will insert graphic objects inte documents. Some of the simplest-and most
common graphic objects that occur in all types of doctiments are basic symbols and special
characters such as the copyright symbol (@).-In this topic, ‘you will add visual-effects using
symbols and special characters.

You are drafting a copyright statement and the new department style” guidg requires that you
use the copyright symbol (©) along with the word “copyright.” You’ve stared at your key-
board for several minutes trying to loCaie the character, but it’s nowheire to be found. How are
you going to get the circle around the lettér “c’? You know it ¢an be done, but how? Word
provides convenient access to a large group.of symbols and special-characters, such as the
copyright character, that can be‘insérted quickly and correctly.

Symbols

Symbols are character marks included with a font thai-can be used to represent an idea or word
such as copyright, trademark, or registered trademark. Each font can have a slightly different
set of symbols. Click the,Symbol option in the Symbois group on the Insert tab to insert sym-
bols from the Symbol gall¢iy. You can also‘click More Symbols to open the Symbol dialog
box to insert or manage symbols.

Microsoft® Office Word 2007 - Level 1 (Second Edition)



Symbol @
Symbals | Special Characters

Font: [Wingdings w

- RS
n=E

= ¥4
R |y | 2| &

Recently used symbols:

D d|®© GO FlaD|%| ™MO|E

Wingdings: 32 Character code: |0020 Fram; | Symbol (hex) A

T
.
(23

A\
3
=)
it

%o I P
ARSI i
0 <& g |
o @0|X
e oo |
G |G| 60 | i
IR

<l
@)
2

Y

{
4= | i

l&utoCurrect... ] [Shurtcut Kew. .. ] Shortout key:

Insert Cancel J

Figure 6-1: Options on the Symbols tab.

Symbol Families and Character Codes

In the Symbols dialog box, you can choose symbols from two different standard sym-
bol families: ASCII (American Standard Code for-Information Interchange) standard
symbols or Unicode standard symbols. These ar¢ both standards that enabiie. computers
to communicate information by representing letters/as numeric values. For eacly sym-
bol in each family, there is a character code in decimai or hexadecimal format that you
can use to enter the character from the keyboard 0r numeric keypad:-The Unicode
(hex) symbol family is broken down into\subsets;] you can use the-Siibsct’drop-down
list to choose which subset to display-te make it-€asier for you to scroll and locate a
particular symbol.

Special Characters

Special characters are punctuation, spacing, or typographical characters that typically are not
available on the standard keyboard. The Special Characters tab in the Symbol dialog box
allows you to access these characters and commonly used symbols such as Trademark, Regis-
tered, and Copyright.
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Symbol ?IX]
Swmbals | Special Characters |
Character: Shortcut key:
Monbreaking Hyphen CrrH-Shift+_
e COptional Hyphen Chrl+--
Em Space |
En Space |
114 Em Space
2 Monbreaking Space CtrH-Shift+5pace
Copryright AlE-+Chr 4T
] Fegistered Ale+CEr+HR | |
™ Tradernark, AlE-+CE+T
5 Seckion
1 Paragraph
Ellipsis A+ ChrH+-,
' Single Opening Quoke Chrl+", "
! Single Closing Quote Chrl+
" Double Opening Quote ChrlH+" " . b’
AutoCorreck, .. ] [ Shortout Kew. ..

i Inssrt l[ Cancel

Figure 6-2: Options on the Special Characters tab.

How to Insert Symbols and Special Characters

Procedure Reference: Insert a Symbol or Special Choracter
To insert a symbol or special.chdractei’:
1. Place the insertion point where you want to<nsert the symbol or special character.

2. Insert a symbol.

e On the/insett.tab, in the Symbols group,-click Symbol and select the symbol
from the Symbois gallery.

e Or, insert the symbol using the Symbol dialog box.
a/ O the Insert tab, in tHe Symbols group, click Symbol.
b. " /In the Symbol gallery, click’More Symbols to display the Symbol dialog

beX.

(¢}

On the Symbols tab{from the Font drop-down list, select the font that
includes the syinbol, you want to use.

d. In the Symbols-palette, select a symbol and click Insert, or double-click
a symbol to' directly insert it.

e. Click Close fo close the Symbol dialog box.
3. Insert a special character.
a. Open the/Symbol dialog box and select the Special Characters tab.
b. Select the-desired character and click Insert, or double-click the character.
c. Click Close.
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The Wingdings Font

Wingdings is a font available in Word that includes many decorative symbols.
Wingdings represent some common computer components and other elements of
graphical user interfaces.

AcTiviTy 6-1

Inserting Symbols and Special Characters

Data Files:

e Rates of Interest.docx

Before You Begin
From the C:\084893Data\Inserting Graphic Objects folder, open Rates of Interest.docx.

Scenario:

You’ve finished drafting a company newsletter called “Rates of Interest.”In the-Legal Informa-

tion text, the company style guide requires a registered trademark character immediately

following the “Rates of Interest” publication name and a copyrighi-character between the

word “copyright” and the year that the document was published. Furthermore, the style guide
o

requires that the word ‘“Phone” be replaced by a Wingdings telephone-symbol in the ‘CContact
Information” text.

What You Do How You'Do it .
1. Insert the Registered special a.—In the second to last line of the)“Legal
character. Inforrnation” paragraph;-clacethe inser-
tion' point after theitaiicized word
“Interest”.

b. On the Insert tak, inythe Symbols group,
click Symboi;

c. In the Symbois.gallery, click More
Symbols:

d. In/heSymbol dialog box, select the Spe-
ciat-Characters tab.

Lesson 6: Inserting Graphic Objects
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e. In the Character list box, select
Registered.

AlE+ChrH-C
Al

I 3 ]
™ Trademark, Alk-HCERHT

f. Click Insert and then-click Ciose.

2. Insert a Copyright symbol. a. In the same paragiaph, position the
insertion point befare “2007”.
b. In the Symbols'group, click Symbol.
c. In the'Symbol gallery, click the Copyright
Sign symboi:
3. Replace the word “Phone” with a a.~_Under “Contact Information”, select the

Wingdings telephone symbol.

ward “Phone”.

b.—In'the Symbols group; ciick-Symbol and
seiect More Symbols.

c. In the Symbol dialog’box, click the Font
drop-down arrow and press W to view all
the fonts that begin with W.

d. Select Wingdings to view the set of sym-
bols for-this font.

e. In the tirst row of symbols, select the
Telephone icon.

Zymbols | Special Characters

Font: [wingdings “

|5 | Has
| N gl

== | B

f. Click Insert and then click Close.

g. Save the document as My Rates of
Interest.docx
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Insert lllustrations

You are not limited to inserting just text symbols and special characters to add visual interest
to your documents. Word comes with a wide variety of colorful graphics you can use to4Jius-
trate text. In this topic, you will enhance documents by adding illustrations to them.

You’ve added as much text formatting as you can without it becoming a distraction, yef-your
document still needs something. You would like to insert a simple image in the document-to
support the text’s message. Word provides an extensive catalog of professionally created pic-

tures that you can add to your documents to make them more memorable.

lllustrations

Definition:

lllustrations are graphic or media elements that you can insert into documents to pro-
vide visual representations of text or add visual interest to the document. Illustrations
can be static graphics such as clip art, geometric shapes, pictures, or charts, or they
can be embedded media files such as movies or audio recerdings: After you insert

illustrations, you can resize them, move them, and adjust their-app

appearance in your
document.
Example:
. (o d -9 - ibes of interest.docx - Microsaft Ward = XK {
- Home Irvsert Page Layout Relerancey Madling: Pewiga Wiew Develaper L3
= Times Mew Roman {11 |||z e i ﬁi o
— B J U-dex x| =823 E| = fy‘
Past bk Change | Edit
. | i At A o - =8| W s?:ela- st:;;g- e
Clipboard "= Font - “aragraph la Style
(4 7 R W L E
B
- Graphic to represent
P ¢ the rates of interest
Rates ot Interest
A Product of Burke F"'::E"I'IIE'ER ~—/
Points of Interest .
¢ \Inferest ratésseem t6 be rising, as a result of an improving stock market 2
w
] - Y7/ __ N
Settion: 1 Fage 16r2 LnsilZ Column:l  Wards: 182 00 |5HER2 =k

Figure 6-3: An/illustration.
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SmartArt

SmartArt is a graphic element that combines text, illustration, and color. It is used to
show a timeline or developmental progression. SmartArt can also represent the sequen-
tial steps in a process or workflow. SmartArt is highly customizable to suit your exact
information needs.

Charts

A chart is a graphical representation of statistical data. It is used to_form a-relationship
between different groups of data. There are different types of charts.such as Bar, Pie,
and Line.

Pictures

Definition:
A picture is a type of illustration that closely resembles a real object. In Word, pictures
can be digital renderings of paintings, digital photographs, of computer graphics. They
are stored in files that use a graphic format such ag jpg;~gif, or .bmp. Pictures can be
any size or shape.

Example:
ra e B ST R stes of Dterest.docx - Macrosoft Ward - I
' eme | nsen Page Laydut References  Madings  Bebiaw e DeveingE &
2 EFfl p Shapeg s - 4 Heamer = A 3 Quick Pasts = & =TT Equation -
j | B caan | Footer - J AWorgart - F | L2 Symboi+
Command used Pages  Table _Picture| Ciip - s e Kumber = | NEe—as o -
to insert a picture L frt W8 : ) Bagz = " :
Bbje Alluziratian: Hesder B Footer et Symbo
D : : : PRI =
Burke-Propeities, Inc.y
- a1l 5 Y (. U) VNI orp !
e ll-find-the-right‘property-for-you !
.
*About'Burke-Properties.:Inc ¥ i
Digital photograph
with close resemhblance
to areai ohject J
Founded-in-1946-by-John-Burke,-Burke Propertics-is-a- ry
full-servicefealesiate-agency - Not-only-do-we-buy-and sell residential-and-commercial- 3
properties, Burké-Plopenies-can-also-handle-your-leasing-and relocationneeds T '
e .

Sactiore | Bupglofd et Columml  Worsed | oY | 3 WE MG e - s

Figure 6-4: A digital phctograph used as a picture.

Clip Art

Definilion:
A clip art image i$-type of illustration that generally is non-photographic and has a
simple two-dimensional effect. Word includes a number of default Clip Art images, and
you can use the Clip Art task pane in the Illustrations group to search for additional
Clip Art as well as other types of illustrations.
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Figure 6-5: Clip art inserted into a Word document.

The lllustrations Group

The Illustrations group on the Insert tab contains options you can use to insert pictuies/or clip
art, as well as other types of illustrations such as geometric-shdpes, SmartArt, and charts. Click
Picture to open the Insert Picture dialog box to locate and insert pictures. Click Clip’ Art to
display the Clip Art task pane where you can search for ¢lip art and otheir-media types.

The Clip Art Task Pane

The Clip Art task pane is used to seareir fer media files or clips of varios types that are stored
on your computer and the web. You/can search for clip art, phctographs, movies, and sound
files by entering a word or phrase that.describes the clip you want to/find. You can also use
the Clip Art task pane to open thie’Microsoft Clip Organizer to arrange your Clip Art and other
media files, and to access Office Quline to download additionei glips.

Clip Art Properties

To view a ciip’s propeities, such as its file name;-file size, creation date, or search key-
words associated with the Clip, or if you’d like to preview a clip, move your mouse
pointer over the.clip’s thumbnail and then click the arrow that appears. Choose
Preview/Propeities to open the Preview/Propeérties dialog box, where you can preview
the clip art and’ view its properties:
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Sizing Techniques

When you select an illustration in a document, small circles and squares called ssizing handles
are displayed around the border of the clip. You can drag the square sizing handles-to the left
or to the right of the illustration, which resizes the illustration in the direction you drag-the
handle. Dragging the corner circular sizing handles proportionally resizes the ilustration; while
the diagonally opposite corner remains fixed. If you hold Ctrl while you drag the/cOrner. you
can resize the illustration around its center.

(o HM-3 = il i imtere - Microsaft W B . om ._.I
3
Home | Inden Fage Layout Refergnces Maillngs  Review Vi Developer Format L I
Sk E-iE- g EE uyéﬂﬂ #
4 BT O-dex x' |2 | EEEE|E i+ 5B |
P& o ~ Quitk Changs |Editing
F |- Ada| A al - == ] Styles = Styles = -
lpbowsrd '« Fomt " Fasagraph 3
| EEERECEUTEEEEGE RN SRR 2 R R EERY -
- - £ gl Circular Sizing Handle |
rf‘
. : . i_ Square Sizing Handle |
A Product of Burke Properties, Inc R\

Figure 6-6: Sizing handles displayed around aii-image.

The Picture Tools Format Contextual Tab

Groups on the Picture Tools Format contextual tab enable you to control the appearance of
illustrations in the document.

Group Description

Adjust Enables-you to make formatting-changes to images by increasing or
decreasing the color, brightness, or contrast.

Picture Styles Enables you to select a style, shape, border, and effects for a picture.

Arrange Enables you to pogition the image in the document. You can also rotate,

group, or align pictures within a page using the options in this group.

Size Enables you to crop the/image and to increase or decrease the height and
width of the picture,

How 1o lnsert lllustrations

Procedure Reference:‘insert a/Picture from a File
To insert a picture from-a file:
1. Position theifisertion point where you want to insert the picture.
2. On the Insert tab, in the Illustrations group, click Picture.
3. In the Insert Picture dialog box, navigate to the folder where the picture is saved.
4

Select the picture and click Insert to insert the picture in the document.
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5.

If desired, click and drag the sizing handles to adjust the picture size.

Procedure Reference: Insert Clip Art

To insert a clip art image:

1.
2.
3.

Position the insertion point where you want to insert the clip art image.
On the Insert tab, in the Illustrations group, click Clip Art.

In the Clip Art task pane, in the Search For text box, type a word or phrase that
describes the clip art image you want to locate.

If necessary, narrow down the search.
e  From the Search In drop-down list, select the search locations.

e  From the Results Should Be drop-down list, specify the types of \media files
you want to find.

Click Go to begin the search.

In the section where clip art is displayed, click a clip to ins¢rt it/where’the inser-
tion point is placed.

If desired, drag the sizing handles to adjust the clip’s size.

AcTiviTy 6-2

Inserting lllustrations

Data Files:

e Burke Logo.png

Before You Begin
My Rates of Interest.docx is open.

Scenario:

Since the My Rates Of Interest document/is going to be a monetary guide frequently used by
your coworkers and their clients, you want the document to be instantly identifiable. You
decide to add a company logo and a simpie money-oriented picture to the top of the document
to help accomplish that.

Lesson 6: Inserting Graphic Objects
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What You Do

How You Do It

1. Insert the Burke Properties logo.

Place the insertion point at the begin-
ning of the heading “Rates of Interest”.

On the Insert tab, in the illustrations
group, click Picture.

In the Insert Picture diaieg box, navigate
to C:\084893Data\inserting Graphic
Objects.

Select Burke Logo.png and click Insert.

Click anywhere'in the text area to dese-
lect the image.

2. Align the picture to the center of
the document.

o

Place the insertion point before the
words-“Rates of Interest”-and press
Enter twice to add a blank-line between
the picture and the heading.

Click the picture toselect it.

On the Home tab;-iivthe Paragraph group,
click the Center align button to align the
picture to‘the center.

3. Search for clip art pictures related
to money.

(@]

Place theinsertion point at the end of
the heading “Rates of Interest”.

On the Insert tab, in the Illustrations
group, click Clip Art to display the Clip
At task pane.

In the Search For text box, type money

To limit the search to clip art, click the
Results Should Be drop-down arrow and
uncheck the Photographs, Movies, and
Sounds check boxes.

Click Go to display all the clip art related
to money.

In the Microsoft Clip Organizer message
box, click No.
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4. Insert and resize the yellow dollar a. In the Results area of the Clip Art task
sign clip art image. pane, click the yellow-orange dollar sign
clip art image to insert it into the
document.

b. Drag the top-right corner sizing handle
diagonally downward until the picture is
about an inch square.

| Rates-of Interest )

c. Click anywhere in the blank area to
deselect the clip art image.

d. Close the Clip-Art task/pane)

e. Save the document and close it.

Lesson 6 Follow-up

In this lesson, you added graphic elements to enhdnce a document. With these 'enhancements,
you will be able to add interest and visual appeal to the dutput of many types-ef Word
documents.

1.  What are some symbols and special ¢characters that you find useful to use in your docu-
ments?

2. What is your opinion on clip art/and do you intend to us€.it in your documents?
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Controlling Page
Appedarance

In this lesson, you will control a document’s page setup and its overall appearance.

You will:

e  Control page layout.

e Apply a page border and color.
e Add a watermark.

e  Add headers and footers.
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Infroduction

In the previous lessons, you have inserted text, tables, and graphics into your decument. Now
that the page contents are complete, you can adjust the page appearance to suit your output
needs. In this lesson, you will control the appearance of pages in a document.

Altering the appearance of a page to suit the content helps to make an impregsion A formal
letter needs to have a simple border, whereas a certificate can have a colorful border.)By
changing a variety of page options, you can get the content to fit on the page, as weil/as
enhance the document’s appearance and readability.

Topric A

Control Page Layout

In this lesson, you will control page appearance,/Adjusting(various aspects of the overall page
layout is one of the most common ways to adjust the-appearance of document pages.\In this
topic, you will control page layout.

Just as an architect decides on the layout of a-new-hame, keeping in min<-visual-appeal and
convenience, you must define the layout of yeur-documents to ensure that the content appears
as you want it to. Word allows you to specify page margins and orientaticn, helping to ensure
that you are pleased with the print output.

Margin Options

The Margins gallery, in the Page-Setup, group of the Page-Layout tab, has a list of predefined
margin types. You can apply a predefined margin type by seiecting one from the Margins gal-
lery if you want to change all the margins in a document_at orice. You can also customize the
size of each margin indiyiduaily to increase or decrease the text area, add white space, or
adjust the overall page layout.
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Figure 7-1: Preset margins in the Margins gallery.
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Default Margin Types

Word has six default margin types. Each type sets different dimensions for the varicts
margins in a document.

Margin Type Description

Normal Top, bottom, inside, and.outside/margins are at a-distance of 1 inch from
the page border. (Inside and outside margins refer to the edge of the
page that would be insidea binding if the document was compiled in
book form. Gererally, the inside edge is the(tright\edge for left hand

pages and vice-versa.)

Narrow Top, bottam, insid¢; and outside margins are at a distance of 0.5 inches

from the'page border.

Moderate Top-and bottom margins are at a distance of 1 inch, and inside and out-

side margins are at a distance of 0.5/inches from the page border.
Wide Top and bettom margins are at a-distance of 1 inch, and inside and out-
P
side’ margins are at a distance of,2/inches from the page border.

Mirrored Top-and bottom margins are/(at)a distance of 1 inch, inside margins are at
a distance of 1.25 inchés and-outside margins are at a distance of 1 inch

from the page border.

Office 2003 Default, Top and bottom margins. are at a distance of 1 inch, and inside and out-

side margins are at/a distance of 1.25 inches from the page border.
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Page Orientation

Definition:

Page orientation is a page setup option that determines whether the information on a
page will be laid out vertically, in Portrait orientation, or horizontally, in Tandscape
orientation. The orientation setting affects the overall layout of the text on’ a-pagé and
affects how the document will print.

Example:

Content Displayed Horizontally

Coment Displayed
Vertically

Figure 7-2: Page Orientation can be eitiier vertical or'horizontal.

Vertical Alignment Options

You can control how text on‘a page s aligned vertically bettween the top and bottom
margins. The options are¢ similar-tothe horizontal alignment options available for para-
graph formatting. Vertical aligiiment options work-the same way for both Portrait and
Landscape page orientations.

Vertical Alignment
Option Description

Top Positions the text aleng the top margin of the page. It is the default verti-
cal alignment setting.

Cent¢it Positions the page’s text in the center of the page, providing equal
amounts of white ¢pace above and below the text.

Justified Adds equal-ainounts of white space between each paragraph so that text
appears-ie fitithe page.

Bettomt Aligns the/text along the bottom margin of the page.
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Paper Size

The Paper Size option modifies the width and height of the document to suit the paper used
when printing. In Word, the Size options are found on the Page Layout tab, which is located in
the Page Setup group. The Size drop-down list contains various paper sizes to resize your
document. You can also specify a custom paper size by selecting the More Paper Sizes option
and setting the necessary options in the Page Setup dialog box.

Paper Size Options

The Size drop-down list in the Page Setup group of the Page Layout tab has a number
of paper size options. Each option has a predefined width and height specified in
inches. The sizes correspond to standard sizes for paper and envelopes that are-com:-
monly used in business correspondence in various countries and geographi¢ regions,
The following table lists some of the most common paper and envelope sizes,

Paper Size Width In Inches Height An_inches
Letter 8.5 11

Legal 8.5 4

Executive 7.25 10.5

A3 11.69 16.54

A4 8.27 11.65

A5 5.83 827

11 x 17 11 17

Envelope #10 4.12 9.5

The Page Setup Dialog Box

The Page Setup dialog box contains options o -modify the overall page layout’of the
document.

Page Setup Tab Description

Margins Enables you to set-margins and orientatien-and to determine the content capac-
ity of the.page. It also contains options t¢/specify whether the suggested
modification is to_be applied to the whole-document or just to specific pages.

Paper Allows you to modify the paper size~and /the paper source for printing. It also
enables you to access the Display tab-in the Word Options dialog box, which
contains options to set the display ‘of /the paper for printing.

Layout Enables you to modify the layouf of a particular section and set different styles
for the heading regions. It-also-l€ts you set a page border.
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Page Breaks

A page break is used to split the content of a page at a specific location and meve the remain-
ing content to the next page automatically. Word inserts automatic, or soft, page breaks at the
end of each page to accommodate additional text when there is too much of it to fit-on-a
single page. However, there may be times when you want to force a page break-in erder-to
control where a page ends. In those cases, you can insert a manual page brezk using the
Breaks button in the Page Setup group of the Page Layout tab, or by pressing”Ctrl+Enter. A
manual page break appears as a non-printing dotted line.

ﬂ‘ Automatic page breaks are primarily determined by margin settings in the Page Setup-dialog box. Automatic page
breaks display differently in different document views.

How to Control Page Layout

Procedure Reference: Insert or Delete a Manuoi Page Break

To insert or delete a manual page break:
1. Place the insertion point where you\want-to insert’a manual page break.

2. On the Page Layout tab, in the Page Setup group, click Breaks-and gelect Page, or
press Ctrl+Enter.

3.  You can delete a manual page break by pressing Backspace et-Delete as you
would delete any other typed charactet./It is helpful tc show the formatting marks
so that the page break is visible.

Procedure Reference: Control Page Layout

To control page layout;
1.  Open the document.in which the page layout needs to be changed.

2. Change the page-orientation.

e On the Page Layout tab in editing-view or the Print Preview tab in Print Pre-
view, in-the Page Setup group, click Orientation and select Portrait or
Isandscape.

e Or/change the page orientation using the Page Setup dialog box.

a. ~Omn-the Page Layouttab, in the Page Setup group, click the Dialog Box
Launcher button.

b.» In the Page Sefup-dialog box, on the Margins tab, in the Orientation
section, select Portrait or Landscape to position the page vertically or
horizontally! réspectively.

c. Click OK.
3./ Set the paper size.

e  On th¢ Page Layout tab in editing view or the Print Preview tab in Print Pre-
view, in the Page Setup group, click Size and select a size.

e Or, open the Page Setup dialog box, select the Paper tab, and select the paper
size from the Paper Size drop-down list. To customize the paper size, enter
the custom values in the Width and Height text boxes. Click OK.

4. Set the page margins.
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e  On the Page Layout tab in the Editing view or the Print Preview tab in Print
Preview, in the Page Setup group, click Margins and select an option.

e  Drag the margin markers on the vertical and horizontal rulers. To set an
exact measurement, hold Alt as you drag.

ﬁ The left and right margin markers might be obscured by the left and right indent markers,
so you might want to temporarily move the indent markers before setting the margins.

e  Or, open the Page Setup dialog box, and on the Margins tab, specify the
measurements for the Top, Bottom, Left, and Right margins in the respective
spin boxes, and click OK.

5. Set the vertical alignment.
a. Open the Page Setup dialog box and select the Layout tab.

b. In the Page section, select the desired alignment from the Vertical Alignment
drop-down list and click OK.

White Space Between Pages
After inserting a page break, there is generally extra white'space at the bottom of the
page before the break. You can hide the white space between pages.to reduce the
amount of scrolling you need to do to see all the document text\when’ you are in Print
Layout view. When you position the mouse pointer between the\two pages, the mouse
pointer changes into a Hide White Space icon or a Show White Space icon. You cat
toggle between Hide White Space and Show White Space modes by double-clicking-or
by pressing Ctrl and clicking.

Activity 7-1

Inserting Manual Page Breaks

Data Files:
e Stockholder Report.docx

Before You Begin:
From the C:\084893Data\Controlling Page-Appearance foldej,-open Stockholder Report.docx.

Scenario:

The annual report’s editor|says that you can use four pages-of the report for your overview
text. The document/contains miultiple pages. The onlv problem is that the pages are breaking in
places that you don’t, want them-t0 and separating-data-that really needs to stay together. After
you adjust the page breaks,-you would like to be ‘aple to scroll quickly through the document
to check the overdll-texi- flow.from page to page, to-see if there are any pages that you should
combine.
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What You Do

How You Do It

1. Insert a manual page break before
the heading “REVIEW”.

a.

Use the Window Frame to verify that
there are currently four pages in the
document.

Page:1 of 4

Scroll down to the bottom of page 1.

At the bottom of page 1, place the inser-
tion point before the heading “REVIEW
OF YEAR RESULTS”.

On‘the Rage Layout tab, in the Page Setup
group; click’Breaks and select Page.

2. Insert a manual page break before
the heading “ADVANTAGE”.

3. Hide the white space between page
2 and page 3.

a.

7

Scroli-down to the end of page 2.

Qn. page 2, place théinsertion point
before the heading “ADVANTAGE”.

Press Ctrl+Enter-to’insert a manual page
break.

Verify that there are now five pages in
the‘document.

Page: 3 of 5

a.

Position the insertion point over the
automatic page break between pages 2
and 3 to display the Hide White Space
icon.

Double-click to hide the extra white
space between the two pages.

Scroll up and down to verify that you can
see continuous text.

4/ The “ADVANTAGE™text can fit on the
preceding page. Delete the extra
page break.

a.

At the end of page 2, place the insertion
point before the Page Break formatting
mark.

Press Delete to delete the page break.
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5. Redisplay the white space between a. Scroll down to display the end of page 2.
page 2 and page 3.

b. Position the mouse pointer over the
automatic page break between pages 2
and 3 to display the Show White Space
icon.

c. Double-click to redisplay the white space.

d. Save the file as My Stockholder Report.
docx and close the document.

Activity 7-2

Changing a Document’s Layout

Data Files:

e Certificate.docx

Before You Begin:
From the C:\084893Data\Controlling Page Appearance folder, open Certificate.doex

Conditions:
You have a printer installed.

Scenario:

Your manager has put you in charge of creating a-new sales certificate.-She has provided you
with the text and requested that you print the certificate horizontally (on 117 x 17” paper. Also,
she wants you to include at least 1.5 iiiches of-biank space at th¢-top-and bottom of the
certificate. You want to neatly align the content in the certificate.

What You Do A How You 3o it
1. Set the document’s orientation to a. On/the-Page Layout tab, in the Page Setup
Landscape. group, «lick Orientation and select
Landscape.

b/ On the View tab, in the Zoom group, click
Zoom.
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In the Zoom dialog box, in the Zoom To
section, select Whole Page and click OK.

REGIONAL-SATESY
Outstandiig

oy

Adnetement?

2.

Change the size of the paper to 11”
x 177,

Ori the Page Layout tab, in the Page Setup
group, click the Dialog Box iLauncher
buttan.

in-the Page Setup dialog)box, select the
Paper tab.

From the Paper Size drop-down list,
select 11x17.

Verify that the Height and Width values
are 11.and 17 and click OK.

BECHINAL SALES

Owtitnding Aclmerem el
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3. Set the top and bottom margins of
the document to 1.5 inches.

In the Page Setup group, click the Dialog
Box Launcher button.

Select the Margins tab.

Triple-click in the Top text box, type
1.5 and press Tab.

In the Bottom text box, type 1.5 and
press Tab.

Click OK.

4. Center the text vertically on the
page.

In the Page Setup group, click the Diz2iog
Box Launcher button.

In the Page Setup dialog’'box, select the
Layout tab.

In the Page sectian, frony the Vertical
Alignment.drop-down list, select Center
and click QK.

BEJITNAL SALESE

ittt anding AolmA gt

.....

d. Save thefile as My Certificate.docx
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Toric B
Apply a Page Border and Color

You have changed the page orientation, paper size, and margins. Now, you want (¢ enhance
the background elements in the document. In this topic, you will apply,a page border and color
to a Word document.

Colored and bordered pages not only add visual interest to a document, but they. also make the
content stand out clearly. This can help readers locate critical ideas quickiy and stay focused as
they read it.

Page Borders

Definition:
Page Borders are formatting tools that apply dn outline to’a document. Page Borders
can be of any style, color, or width. Borders can be applied either to the whole docu-
ment or to a specific section. Page bordeis can-oniy b& applied in the margi area of a
document. You can apply a Page Border to.a document using the optionsin tiie Bor-
ders And Shading dialog box. By default, Word puts a border on all fouisides of the
document, but you can remove any ef the borders if you prefer.

Example:

BV N 1 LY intha margin area

e -
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Figure 7-3: A‘border applied to the entire page.

Border Types

Word provides users with two types of borders: Line borders and Art borders.
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Border Type

Description

Line Borders

Art Borders

Word applies a Line page border as a default border style. When you select a line
page border, it is applied as a box or as a custom style. The style, color, and width
of the line can be modified.

Word contains numerous seasonal and professional Art page borders that can serve
as printed frames for certificates, awards, or diplomas. When you select an Azt
page border, it’s applied as a box or custom style. The size and color of the artin
the border can also be modified.

Page Color

Page Color is a formatting tool that applies a shade to the background of the entire page. You
can apply any shade to the page by choosing the desired color from the Page Coler gallery. In
Word, you can access the Page Color option by clicking Page Color in the Page Background
group of the Page Layout tab.

How to Apply a Page Border and Coior

Procedure Reference: Apply a Page Border

To apply a border to a page:

1.
2.

Select the page in which the border needs o be displayed.

Display the Page Border tab of the Borders'\And Shading dialog box.

e  On the Home tab, in the Paragrapligroup, from the Borders drop-down list,
select Borders And Shading and select the Page Border tab:

e  Or, on the Page Layout tab, in the-Page Background gioup, click Page
Borders.

Set border options.

e  Select the desired Setting, Style, Color, and Width-options for a line page
border.

e  From the Art drop-down list/ select an art border-ard set the color and width
options.

If necessary, in the Preview area, click the berder-buttons to add or remove
borders. This sets the new/style as a custofm-border that is applied to all of the
borders-in the document.

Click CK {0 appiy-the border.

Procedure Reference: Apply a Page Coior

To apply. a page color:

“
1

2.

3.

On the Page Layout tab, in the Page Background group, click Page Color.
From-the Page Color gallery, select the desired shade.

if necessary, from the Page Color gallery, select More Colors and select a differ-
ent/color.
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Activity 7-3

Applying an Art Page Border

Before You Begin:
My Certificate.docx is open.

Scenario:

The content of the sales certificate has been approved by your manager. You now have to
make the certificate visually appealing so it looks impressive wheii presented;to the employees.
Since your company has installed a new color printer, you have/the option of using colors to
enhance the visual appeal.

What You Do

How Yol Do lt

1.

2.

Apply an Art page border to the top

and bottom of the page.

(none)

On the’Page Layout tab, in the Page Back-
ground group, click Page Rorders.

in the/Borders And Shading dialog box, in
Lh° Art drop-down ljst“screil. down and
elect the Music Notes border.

W
|

G

“*'F

From the Color drop-down list, in the
Standard Colors section, select the first
shade to make the border dark red.

Click OK to apply the Art border and to
close the dialog box.

Apply & background color to the
certificate,

On the Page Layout tab, in the Page Back-
ground group, click Page Color.
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b. In the Page Color gallery, in the Theme
Colors section, in the third row in the last
column, select Orange, Accent 6, Lighter

60%.
|<33] Page Color=| | 25 Left: 0" s $§ Before: |0 pt
Theme Colors s Ii After: |12 pt
H EEENEEN| Paragraph

%Ww@bﬂ.

[ | I I I I I I I I | orange, accent, Ligrfal 60% |
L Ak

c. Save the document and-ciose it.

Topric C
Add Watermarks

In the previous topic you applied page background optidns srck as page color and/a page
border. Another way to modify the page background is'to’add 2 watermark. In this tepiz, you
will add a watermark.

Sometimes you need to ensure that warning or informational messages appear-throughout a
document, and, in particular, that the messages appear-with the text itself;-not only in the mar-
gins as with a header or footer. For example,-you.might need to protect your-copyright to a
particular document by ensuring that the word “copyright” appears or-aiy photocopy made
from the document. Or, there might be a legat-requirement that you differentiate draft or inter-
nal material from material that is publicly available. A watermark is-a.common publication
convention that enables you to meet/thes¢ fequirements, protect-your information, and produce
professional-looking document output in/a siimple and effective way:

Watermarks

Definition:
A watermark i$/a translucent image of either {¢xt or a graphic that appears behind the
primary text 4ii~a_document when the document is printed or previewed. In Word, if
you add a-watermaik to a document,-it.is-appied to all pages in that document. To
control watermarks, on the Page Layout tab, in the Page Background group, click
Watermark.
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Figure 7-4: Text as a watermark.

The Printed Watermark Diaiog Box

The Printed Watermark dialog box cOntains options you can use/to customize the watermarks
that are displayed in a document. You'can select a picture to use-as.a picture watermark, and
you can scale the picture and adjust its-translucency. You carn specify the text and font appear-
ance for a text watermark, and’you can. decide if text watermarks /run diagonally or
horizontally.

How o Add & Watermark

Procedure Reference; Add a Text Watermark
To add a text/watermark:
1. On the PageLayout tab, in tlie-Page Background group, click Watermark.

2. Inthe Watermark gallery. select’one of the default watermarks, or click Custom
Watermark.

3./ /If vou clicked Custom Watermark, in the Printed Watermark dialog box, select the
Text Watermark option ‘and, if desired, customize the watermark.

4.~ Click OK to insert'the text watermark.

Procedure Reference: Add a Picture Watermark
To add a picture waiermark:
1. On the Page Layout tab, in the Page Background group, click Watermark.
2. In the Watermark gallery, click Custom Watermark.
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3. In the Printed Watermark dialog box, select the Picture Watermark option and
then click Select Picture.

4. In the Insert Picture dialog box, select a picture and click Insert.

5. If necessary, customize the picture watermark.

e In the Scale text box, enter a value to which the picture should be scaled, or
from the drop-down list, select a predefined value.

e Check or uncheck the Washout check box to set the picture as opaque or
translucent.

6. Click OK to insert the picture watermark.
Removing a Watermark

To remove a watermark, in the Page Layout tab, from the Page Background group,
click Watermark and click Remove Watermark.

Activity 7-4

Adding a Text Watermark

Data Files:

e Rates of Interest.docx

Before You Begin:
From the C:\084893Data\Controlling Page Appearance folder, epen Rates of Interest.doex.

Scenario:

The Rates of Interest document is ready to be reviewed./However, the lasttime you sent some-
thing for review, it was printed without youi approval and several thousand copies had to be
thrown away. To ensure that doesn’t happen again, you should mark the-document as an
INTERNAL DRAFT so that there is no question about the document’s current status.

What You Do How You Do it
1. Display the Printed Watermark dia- a. On thePage Layout tab, in the Page Back-
log box. ground'gioup, click Watermark.

b. In-theWatermark gallery, select Custom
Watermark.
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2. Apply the text “INTERNAL DRAFT” a. In the Printed Watermark dialog box,
as a watermark. select Text Watermark.

b. In the Text text box, select ASAP, which
is displayed by default.

c. Type INTERNAL DRAFT
d. Click the Font drop-down-arrow.

e. Press A to display the fonts that start
with A,

f. Select Asial te charige the font to Arial.

eAl I;.
() Mowakermark

= .
(_Pickure \watermark

(o) Text watermark.

Language: |English (U.55 \ __ W

iext: |INTERNAL DRAFT v |

Font: | Arial - |

Size: |iutﬁ w
Colors r__ w Semitransparent

Layout: /%) Disgonal ) Hotizankal

[_njply l [ [w]'s l [ Cancel

g.\_Click OK to add the text watermark to the
document’s background.

Y. Scroll down to view the result.

i. Save the document as My Rates of
Interest.docx and close it.
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ToricD

Add Headers and Footers

You have added background information to your document. Another way to add consistent
information throughout the document is to add headers and footers. In this topic, you wiil’add
headers and footers.

You just got back from a trade show and have a stack of papers to review. One article in\par-
ticular is very interesting, but nowhere in the document is there any indication of who wrote-it
or how many pages it has. Adding page numbers and other useful information to the header
and footer area helps to orient the reader to the information contained in the document.

Headers and Footers

A header is the area in a page’s top margin and a footer is the area in a page’s bottom margin.

Headers and footers can contain textual or graphical information that is ¢com:non\te-all or to
some of the pages in a document. Common header and footer information includes titles,
dates, and page numbers. This information can be entered into one of the threesections of
headers and footers, namely, the Left, Center, and Right sections. The\Header,& Footer group
within the Insert tab is used to insert the desired header and 4oeter information into a
document.

Burke PropertiesY-w——— Header |
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Figure 7-5: A document witira header and a footer inserted.

Header & Focter Tools Design Contextual Tab

The Header & Footer Tools Design contextual tab contains numerous option groups to work
with in/the header and footer.
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Group

Description

Header & Footer

Insert

Navigation

Options

Position

Close

Contains built-in header, footer, and page number styles that can be used to for-
mat the header and footer.

Contains options which enable you to insert objects like pictures and clip, aft.
You can also insert the date and time using options in this group;

Contains options to navigate to the header, footer, and the-previous-of next sec-
tions in a document.

Contains options to apply different formatting to the/header or fester in the first
page, odd and even pages, or to the entire document.

Contains options to modify the size of the header-and footer./ This group also
allows you to align the content of the header or'footer.

Enables you to close the header or footer-séctioti-and-ettrn to normal document
editing.

Page Number Options

In Word, you can insert page numbers by using the \Page-Number drop-down list)in the Header
& Footer group of the Insert tab or from the-Header & Footer Tools Design contextual tab.
The Page Numbers drop-down list provides optiens to insert and modify the page numbers at
the top or bottom of pages, or in the left or right margins. You can/add custom formats to the
page numbers or remove page numbers entirely.

Fields

A field is a placeholder for data that is used to dynamtically represent information. A
field may include the carrent date, time, or page aumber.) Though fields are normally
inserted in the header ‘and footer sections of the document, they can be inserted
between content, too. When-the/insertion poini-is_ within a field, the field’s background
turns gray to help identify it as a field. Usually, a field is automatically updated based
on the information provided. To manually npdate a field, you can press F9. Also, using
the Field dialog-box enables you to insert (fields)quickly.

Page Number Formicit Options
Using the Header & Footer group of the-Feader & Footer Tools Design contextual tab,
you ean change the page number/formats from the default “1, 2, 3” format to any of
the following Arabic or Roman nureral formats:

o, 1% -2-/-3-,...
e //a, b,c,..

e —AB,C,..

o i, ii, iii,...

o I II II...
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How to Add Headers and Footers

Procedure Reference: Add Headers and Footers

To add headers and footers to a document:

1.

2.

Display the header and footer section.

e Double-click either the top or bottom of the document within the text area to
display the header or the footer section.

° Or, on the Insert tab, in the Header & Footer group, click Header or Footer
and select Edit Header or Edit Footer.

Insert the header or footer text.
e In the appropriate Header or Footer section, type the text.

e If necessary, align your text to the center or the right of the leader er footer
section.

— Place the insertion pointer in the header section and press-Tab.
— Or, use the Alignment Tab dialog box.
e  Or, insert a built-in header or footer style.

a. On the Header & Footer Tools Design contextual tab, in the Header &
Footer group, click Header and select buiit-in-header or footer style;

b. Select the default text and type the header or footer text.

Procedure Reference: Change Page Number Formats

To change page number formats:

1.
2.

4.

Display the header or footer containing the page number.

On the Header & Footer Tools Design contextual tab, in the Header-& Footer
group, click Page Number and select. Foermat Page Numbers.

In the Page Number Format dialog box, from the Number Format drop-down list,
select the desired format.

Click OK to set the new format and-to close the diaicg box:

Procedure Reference: Add a Date and Time to the Headetr or Footer

To add a date and time, to the header or footer:

1.
2.

wn

Select the header-or footer in which the datesand-time needs to be included.

On the Header &/Footer Tools Design contextual tab, in the Insert group, click
Date & Time.

In the Date And Time dialog box, in/thi¢ Available Formats list box, select the
desired date and time format.

If necessary, check the Updai¢ Automatically check box, to update the date and
time automadtically according to’the computer’s system settings.

Click OK to insert the date and time.

1o modify the date and time format, select the date and time item in the header or
feoter, click Date & Time, and select a different format.
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Procedure Reference: Modify Headers or Footers

To modify a header or footer:

1. Double-click the header or footer you want to modify.

2. On the Header & Footer Tools Design contextual tab, set the necessary formats.

In the Header & Footer group, select a built-in format for th¢ header oy
footer.

In the Insert group, insert the date and time, a picture, or.Clip art:

In the Navigation group, select an option to navigate.to the desired header or

footer in the current document section or another document section.

In the Options group, specify the format for headers and feoters on specific

pages.

— Check the Different First Page check-box to-appiy a different header and
footer to the first page of the docunient.

—  Check the Different Odd & Evenr Pages cheek box to apply a different
set of formats to the header and footer in the odd and even/pages.

— Check or uncheck the Show Pocument/Text check box to-display or
hide the text in the document.

In the Position group, set the header.and‘footer dimensions.
— In the Header From Tep spin bex, specify the desired values using the
up and down arrows.

— In the Footer From Bottom spin box, specify.the desired values using
the up and dowi arrows.

—  Click Insert Aliginrent Tab, and in the Aligament Tab dialog box, set
the alignment and leaders.

3. In the Close group; click Close Header And Feoter:

Microsoft® Office Word 2007 - Level 1 (Second Edition)



Activity 7-5

Adding Headers and Footers

Data Files:

e Annual Overview.docx

Before You Begin:

From the C:\084893Data\Controlling Page Appearance folder, open Annual Overview.docx.

Scenario:

Your manager is giving a presentation at the Relo Expo conference and would tike to ieave/the
company’s annual overview behind as a handout so potential clients can peruse iast year’s
successes. Your job is to make the handout more identifiable as a Burke Properties. decument.
You find it would be helpful if the page numbers and current date and timie are displayed in
the handout. Additionally, you wish to draw special attention to the first page,

What You Do How You Do It N K|
1. Insert the text “Burke Properties a. Double-click the top of the documentto
Overview” at the center of the display the header and footer sections:
header.
b. Press Tab to move the insertion paintto
the/center of the header section.
¢c<__Type BURKE PROPERTIES OVERVIEW
2. Add a footer that includes the cur- a._~On the Header & Footer Tools Design con-
rent date and time, the conference textual tab, in the Navigation group, click
name, and the page number. Go To Footer.
. In the Header & Footer group, click Page
Number and select Bottom Of Page.
c. In theBotftom Of Page gallery, scroll
down, click Accent Bar 4.
d. JAin-the-footer section, type Relo Expo and

Lesson 7: Controlling Page Appearance
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press’'Tab to separate the page number
from the text.

In the Insert group, click Date & Time.
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f. In the Date And Time dialog box, in the
Available Formats list box, select the first
format that includes both the date and
the time.

Available Formats:

Si16/2007

Wednesday, May 16, 2007
May 16, 2007

5/16/07

2007-05-15

16-May-07

5.16.2007

May, 16, 07

16 May 2007

May 07

51162007 10:14 AN ‘Wé
E(16/2007 10:14:55 AMY

10:14 AM

g. Click/OK ta insert the selected date and
time.

h.\ Press Tab to center the.date/and time.
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3. Add a different header and footer
to the first page.

In the Options group, check the Different
First Page check box.

In the Navigation group, click Go To
Header.

In the Header & Footer group, click
Header and select Alphabet.

In the Header section, triple-click the
existing heading to select it and type
BURKE PROPERTIES ANNUAL OVERVIEW

BURKE-PROPERTIES-ANNEAIADVERVIEWY

In the Header/& Footer group, click
Footer and select Alphabet.

Click tHe text “[Tvpe text]” and type
RELO EXPQ

In the Close group, click Close Header
And-Footer.

Lesson 7: Controlling Page Appearance
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4.

Preview the new header and footer
content.

a. Click the Office button and choose
Print—Print Preview.

b. On the Print Preview tab, in‘the.Zoom
group, click Two Pages to verify.that you
can see the separate headers and footers.

c. \Ciose Print Preview.

d. “Save the file as My Annual
Overview.docx

ActiviTy 7-6

Modifying Heciciers and Footers

Before You Begin:
My Annual Overview.docx is open.

Scenario:
As you read through your document, you find/that only the first page of the document briefs
you about the overview, and the remagining pages include general information on Burke
Properties. XJsosvou decide to change-the/page number format.
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What You Do How You Do It
1. In the body of the document, change a. At the top of the second page, double-
the header to read “Burke Proper- click the header section to edit the text
ties Annual Report”. in the header area.
b. Select the word "Overview” and press
Delete.
c. Type ANNUAL REPORT
2. Edit the footer to display only the a. On the Header & Footer Tools Design,con-
page number at the center. textual tab, in the Navigation/group; ctick
Go To Footer.
b. Select all the text in the foater section
and press Delete.
c. Press Tab to ptace thelinseition point in
the center.
d. In the Header-& Focter group, click Page
Number and select Bottom Of Page:
e. In the Bettom Of Page gallery, scrait
down and, from the Plain Number sec-
tiori, select Brackets 1.
f( In the Header & Footer-groun;click Page
Number and select Fermat Page
Numbers.
g. “n the Page Number-Format dialog box,

from the Number Feiinat drop-down list,
select the/second option.

Mumber format: |1,

[T inchude chap'@

N

d, b, c, .
A, B, O,
i, i, i, ..

Click OK to apply the changes.

In the Close group, click Close Header
And Footer.

Preview, save, and close the file.
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Lesson 7 Follow-up

In this lesson, you used a variety of page setup methods to arrange content on 4he page. You
set the page orientation, changed margin settings, added headers and footers, applied page bor-
ders, and inserted page breaks. These skills will help you to present the document with suitable
finishing touches.

1.  How will you take advantage of the various page layout options to enhancée printed
documents such as letters, reports, handouts, minutes, or itineraries?

2. Considering your job needs, do you anticipate modifying a document’s page setup
options when you first create the document or waiting until-you are almost finished

with it? Why?
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Proofing a Document

In this lesson, you will proof documents to make them more accurate.
You will:

e  Check spelling, grammar, and word count in a document.

e  Enhance textual meaning using the Thesaurus.

e  Customize AutoCorrect options.
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Infroduction

You have entered and formatted text, tables, and graphics in a document, and adjusted the
overall document appearance. The final step before your document is complete is.to-proofread
the document and make corrections and updates as needed. In this lesson, you will use proof-
ing tools that help you correct common typing mistakes and enhance your word-choices:

There is no substitute for thoroughly proofreading your own work and,applying your|own cre-
ative judgement to finalize its contents. However, Microsoft Word’s built;in procfing tools can
simplify some of the mechanics of proofreading, and can also help you revise-your document

electronically without having to reach for a dictionary or other reference book.-By using these
proofing tools effectively, you can ensure your document’s accuracy while you streamline the

overall process of proofreading and finalizing a document.

Toric A ‘

Check Spelling, Grammar, and-Word
Count

In this lesson, you will proofread documents to-make them more aceirate-and more interesting.
Probably the single most common proofreading task-is to check the(spelling in a document,
followed closely by checking grammar-and overall document length: In-this topic, you will
check the spelling, grammar, and word count.

One of the many benefits of electronic word/processing is that-it makes it easy to correct the
minor spelling and other typographical errors that every typist makes. Plus, it can save you
valuable time because you can thoroughly review the overatl. decument rather than spending
your time identifying and correcting spelling and usage-manually as you go. No matter how
you choose to use them, Word’s spelling, grammar, and text count tools can make your docu-
ments more accurate, and’ speed the process of identifying and eliminating typographical

mistakes.

Spelling and Grammar Cheack Options

Microsoft Word provides-¢lectronic tools, that enable you to check the spelling and grammar
usage in your-document against a built-in.woid list and set of grammar rules. To check your
work, youcan click-the Spelling & Grammar button in the Proofing group on the Review tab.
You cari als¢’glick the Spelling And ‘Gfamimar Check button on the Microsoft Office Window
Frame and/choose the desired option, fréGm the shortcut menu. Another option is to right-click
theanderlined word and choose the (desired option from the shortcut menu.

Opitions.in the Spelling and-Giammar Dialog Box

The Spelling And Grammar dialog box offers various options to help you edit grammar
and spelling.
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Option Function

Not In Dictionary Displays the words or sentences that have been identified as errors by
Word.

Suggestions Displays a list of possible correct options.

Check Grammar Enables you to check for erroneous grammar along with a spell check.

Ignore Once Enables you to skip the occurrence of the error this time but find the
next occurrence. In this way, you can correct found text on a case,by-
case basis.

Ignore All/Ignore Enables you to leave all instances of the highlighted text unchanged-and

Rule continue searching for the next error.

Add To Dictionary ~ Enables you to add the occurrence to the dictionary. This will allow
Word to recognize the occurrence as correct any time-yOu spell check in

the future.

Change Replaces the found text with the selected correctigii in-the Suggestions
list box.

Change All Replaces all occurrences of the highlighted text with the suggested word

at the same time. While using the Change All. option;.useis need to be
careful as you can easily make changes you'didn’t intend to make.

AutoCorrect Replaces all instances of erroneous/words-er sentences automatically.

Options Displays the Proofing tab in the Word Opiions dialog box. This tab ¢on-
tains options to check and proof the documeunt-for errors.

Undo Enables you to undo the previons-edit if you want to revert to the origi-
nal text.

The Main Dictionary

Word uses the Main Dictionary to check a document’s spelling. As you type;-er when you run
the Spelling And Grammar tool, Word comipares your spelling to the list of terms stored in the
main dictionary. If you have misspelled a word, or if you have used (@ specialized word that is
not in the dictionary, the spell checker-wiil.give you a list of possibie suggestions.

Custom Dictionaries

You can also create custom dictionaries that include words specific to a particular sub-
ject matter. You can add-entries to Word’s default custom dictionary, Custom.dic, or
you can create or iriport-other custom dictionaries. To manage custom dictionaries,
open the Word Optiong dialog box, select the Proofing tab, and click Custom
Dictionaries. For more/information on custom dictionaries, see the Microsoft Office
Word Help system.

The Readability Statistics Dialog Box

Readability-statistics‘are ratings that provide’a measurement of the complexity level of text. If
you havé enabled readability statistics in Word; the Readability Statistics dialog box is dis-
played after youcheck the grammar. This dialog box provides detailed information on the total
and average’mumber of words, sentences, and paragraphs in your document, and reports the
readability-sceres for the content in your document.

Lesson 8: Proofing a Document
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Grading of Readability Scores

There are different readability analysis methods. The readability scores in Word are
based on the Flesch Reading Ease and the Flesch-Kincaid Grade Level/scales. These
scales help to evaluate the readability and complexity of the document based.on the
average number of syllables per word and words per sentence. Flesch Reading Ease
scores text as a single number, with higher scores indicating easier reading. The
Flesch-Kincaid Grade Level categorizes the text according to United (States public
school grade-level reading standards. The two scales use slightly different formulas and
have a reverse correlation; a low reading ease score correlates to a high grade level
and vice versa. The readability scores should match the target reading-audience; some
government agencies require that public documents match a target readability range.

In addition, Word’s readability statistics also tell you how many sentences use passive
voice (“the ball was thrown by the boy”) instead of active voice<(‘‘the boy threw the
ball”’). Most writing experts recommend using active voice’ifi the majority of
sentences.

The Word Count Dialog Box

Microsoft Word can help you ensure that a document you write fits within content-iength lim-
its by providing you with a running word count. When you ciick Words on the-Microsoft
Office Window Frame, or the Word Count button in the proofing group, theWord Count dialog
box opens. The Word Count dialog box keeps-frack-of the number of pages;-words, characters,
paragraphs, and lines in the document. As you enter text in a document, Word also displays a
live word count on the Microsoft Office Window Frame.

How to Check Speliing, Grammar, and Word
Count

Procedure Reference: Encable Readability Statistics
To enable Readability Statistics:
1. Click the Office button and click Word-Options.
2. In the Word Qpiions dialog box, select the/Proofing category.

3. In the(When Correcting Spellirig~:And Grammar In Word section, check the Show
Readability Siatistics check box.

4. (Click OK.

Proceduie Reference: Check Speifing and Grammar
Te’/check spelling and gramynar:
1. To check spelling/and grammar as you type, right-click text with a red wavy
underline (for-spelltng errors) or a green wavy underline (for grammar errors),
and select the-desired correction from the context menu. You can also click the

contextual/Spelling’And Grammar Check button that appears in the Microsoft
Office Window Frame when Word detects a spelling or grammar error.

2. Otherwise, to check the entire document, position the insertion point at the begin-
ning of the document; to check a selection, select the text.

3. Display the Spelling And Grammar dialog box.
e On the Review tab, in the Proofing group, click Spelling & Grammar.
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° Press F7.

e Or, right-click text with a wavy underline and choose Spelling or Grammar.
4. Click a button to proceed with the first spelling or grammar error displayed.

5. Make the appropriate selection depending on whether it is a spelling correction or
a grammar correction.

6. Sometimes the appropriate correction does not appear. If you need to edit teXt
directly in the document, click in the document, edit the text, and then click
Resume in the dialog box.

7. Edit the other errors in the document as per your discretion.
8. Click OK to close the dialog box when you are done.

9. If the Readability Statistics dialog box appears, review the statistics and click OK.

Procedure Reference: Check Word Count

To check the number of words in a Word document:

1. If you want to count the number of words in a specific_section(of text, select it;
otherwise, simply place your insertion point anywhere ‘in the-document.

2. Display the Word Count dialog box.
e  On the Review tab, in the Proofing group, ciick-the-Word Count button.
° On the Microsoft Office Window Frame, click the-Werds button.
e  Or, press Ctrl+Shift+G.

3.  When you have finished reviewing the ward counts ¢lick Close.

AcTtiviTy 8-1

Checking a Document’s §pelling, Grammar, and
Length

Data Files:

e Relocation Letter.docx

Before You Begin
From the C:\084893Data\Proofing a4 'Document folder, open Relocation Letter.docx.

Scenario:

You typed your text-quickly because you know that you can return and correct any mistakes
after you enter ali,of the document’s content-.Now, you need to check for and correct any
typographical erfors/ You)also need to ensure that the document is not overly difficult to read,
and that the overall iength of the document will fit in the 300-word limit available to you in
the client/mailing.
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What You Do How You Do It
1. Enable the Readability Statistics a. Click the Office button and click Word
option. Options.
b. In the Word Options dialeg-box; select the
Proofing category.
c. In the When Correcting Spelling And

d

Grammar In Word section;.check the
Show Readability Statistics check box.

When correcting soelling and grammar in Ward

Checkspellingas yeu typs
Use contextual spelling
Mark_gramniar errars as you type

\N
Grammar Cnly W T5etkings...
=

Wrrting \Stile:

. Click OK to close the Word Options dialog
box.
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2. Correct the misspelled word and
the grammar error using the short-
cut menu.

Readability Statistics

Zounks
Words 13
Characters [ila)
Paragraphs 4
Sentences 1
Averages
Sentences pzr Faraaraph 1.0
Words per Senkence 4.0
Characters per Wwised 5,7
Readability
Passive Sentences 8%
Fles:b Reading Ease 33.5
Flesch-Kircaid Grade Lewvel 9.5

Verify that the mouse pointer is placed
at the beginning of the document.

On the Microsoft Office Window Frame,
click the Spelling And Grammar Check

button.

From the shortcut menu, choose Inquiring
to replace the misspelled word.

The Readability Statistics dialog box

NS

appears. Click OK to close it.

(5B

In the second sentence, right-click any-
where in the text-“abjective of Burke
Properties are™ and/choose objective of
Burke Properties is to correct the gram-
mar error-,

3. Make changes to the document
using the Spelling And Grammar
tool.

Lesson 8: Proofing a Document

Position the insertion point at the begin-
ning ot'the /document.

On.the’Review tab, in the Proofing group,
click-Spelling & Grammar.
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c. Toreplace “complament” with “comple-
ment,” click Change.

Spelling and Grammar; English (1.5, ) \m

Pt in Dachiorary; e
Youwill be-glad to-kmow thatwenowoffepa: & [_L':"-TE
fall-¢om |J!.|1II:I.IrII.'| oftelocanion: services rofreer !' Igore &l
thetheobjective - ==

L-i;UIvD-h.m-rs'
W —_—

Sumgestions:
oplement | Changs
complimant
complacent | Chrange Al
complamEnts
coavints | awtmcores
o lanmnd
[#] Chedk grammer

| Qptiofs,.., | Canenl

d. The next errar.is a repeated word “the”.
Click Deleteto delete the repeated word.

D

Next, the word “TeamServe” is not recog-
nized;, but it is correct<'Click)lgnore All to
skip all occurrences of this*word.

'-h

The word “Bearitown’’is correct. Click
Ignore All to skip all/occurrences of this
word.

g. The word-“BurkeBuddy” is correct. Click
Ignore All.

h. Because it should be capitalized, “the”
appears in green. Click Change to replace
“the” with "The”.

..\ The next error indicates a subject-verb
agreement grammar problem. Click
Change to replace "is” with “are”.

j. Review the Readability Statistics and
click OK to close the Readability Statistics
dialog box.

Readahility
Passive Sentences 4%
Flesch Reading Ease 60.7

Flesch-Kincaid Grade Level
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4.

Check the number of words in the
full document.

In the Proofing group, click the Word
Count button.

There are 309 words in the document,
which is over the limit. click Close.

Skatistics:
Pages 1
Words 309
Charactets (no spaces) 1,549
Characters (with spaces) 1,840
Paragraphs 18
Lines 46

[ 1nclude texthaxes, Faoknates and ‘erdnates

Count the number of words in the
last paragraph.

Triple-click the paragraph that begins
“It is our-objective” tcselect it.

On the Microsoft.Office Window Firarhe,
verify that the live word count is 30.

Delete the last paragraph to reduce
the word count.

b,

[g]

Delete thelast paragraph.

In the Proofing group, click the/ Word
Count button.

Verify that you are beneath the word
count limit and ciick Close.

Save the document as My Relocation
Letter.docx
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Toric B

Enhance Textual Meaning Using the
Thesaurus

Microsoft Word’s built-in spelling checker is an electronic substitute for a-physical-dictionary.
Similarly, you can use Word’s online Thesaurus as a substitute for ancther common writer’s
reference, a physical thesaurus. In this topic, you will use Word’s built-in Thesaurus to help
find the right words.

You have written a draft memo promoting the useful features of youf company’s new email
program. When you re-read the draft, you find that you described nearly’ every feature the
same way — “‘useful”. A greater variety of words could maké the memo more readable, but it
is difficult to think of a large number of appropriate synonyms.on. ysur own. A thesaurus is a
specialized reference work that many writers use to help them find-dlternate word choices, and
with Word’s electronic Thesaurus, this helpful writer’s respurce is/just a couple of.clicks away.

The Thesaurus

Definition:
A thesaurus is a reference tool that gives.yeu a collection of-synonyins and antonyms.
Unlike a dictionary, a thesaurus does not provide the definition of) A word. Word
includes an electronic Thesauras that you can use to make aiternate choices for the
word usage in your document. Access\the Thesaurus froin the Proofing group of the
Review tab. The Thesaurus is available in various languages/such as English (U.S.),
French (France), and Spaiiish (Intermational Sort).

Example:
| Research TR
Search for:
Expensive u
Thesaurus: Engish (U/5.) w
AlReferenceBooks
::::’ j é:g:: L;:'rre Thesaurus is available in
Thésaurus: S:lan:sh\:,':rm'r'}atora Sort) ___'\?T_“S languages
Transtatn
fqurinls
glassy
posh
[ Gives both synonyms
chesp (Antorym) ——Am el and antonyms
=l costly (adj.)
costly b

i, Pesearch oplions. £,

Figure 8-1: Word’s Thesaurus is available in different languages.
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The Research Task Pane

The Research task pane lets you look up information using a wide variety of online references
including various dictionaries and thesauruses. You can even use it to translate text from one
language to another. Because the Research task pane provides access to a number of web-
based research books and reference sites, you will need an active Internet connection to use all
of its research options. Open the Research task pane by clicking the Research button on the
Review tab.

The Research Options Dialog Box

The Research Options link located at the bottom of the Research task pane opens the-Reseaich
Options dialog box so that you can customize the reference books and research sités” you/want
to access.

Options Description

Services Lists the various reference books and other services you ca ase, to_search for
information. Checking the desired Reference Book check box displays options
in the All Reference Books list.

Add Services Opens the Add Services dialog box that allows you t0'specity the website
address from where you wish to avail services-for research options. The desired
service can also be chosen from the Advertised Services-iist box. However, the
list of Advertised Services are provided by Microsofi’s Discovery Server. Once
the desired service is added, it is displayed in the Services list box.

Update/Remove Displays the Update Or Remove Services;dialog box that enables the user to
update the reference books or to rernove unnécessary reference bocks from the
Services list box.

Parental Control Enables you to control the change’of options in the Research task pane. Protect-
ing the research options by setting a password on the Parental-Control prevents
unauthorized users from making changes to the research services.

Properties Displays the Service Properties dialog box that contains inforfnation about the
name of the reference-book, its-description, copyright-details, and the name of
its provider. The Propeities. button is active only after a particular reference
book has been selected from the Services list/box:

How to Use the Thesaurus

Procedure Reference: Select Synonyms or Artonyrris from the Thesaurus

To select synonyms or aitonyms from the Thesaurus:

1. Select the desired word. Be sure.the word is spelled correctly; Word will only
suggest synonyins for words in-its-dictionary.
2. Display, the Thesaurus in the ‘Research task pane.

s, | Right=click the word for which you want to find a synonym or antonym and
choose Synonyms—Thesaurus.

¢  On the Review tab, in the Proofing group, click Thesaurus.
Hold down Alt and double-click the desired word.
° Or, press Shift+F7.

/]
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3. In the Research task pane, in the Thesaurus: English (U.S.) list box, point to the
desired synonym or antonym, click the drop-down arrow, and choose Insert to
replace the existing word.

& If you accidentally click the word, just click the Previous Search or Back button to reiurn-to the
previous list of options.

4. To choose from a list of the most common synonyms while you are typing, right-
click the word, choose Synonyms, and select the synonym.

Procedure Reference: Change Research Options

To change research options:
1. On the Review tab, in the Proofing group, click Research.
2. In the Research task pane, click Research Optioss.

3. In the Research Options dialog box, change-tiie research options.

e In the Services list box, check or uncheck the desired check box to display
or hide the corresponding service.option in the Research task pane,

e Add the desired service to the available services.
a. In the Research Optiens dialog box;/click Add Services:

In the Add Services diaieg box, in the Address bo¥, type the URL of an
Office 2007 compatible service, or select an advertised service from the
Advertised Services list.

c. Click Add and/foilew the on-screen instructions:
e  If necessary, insert\a.password to restrict use ‘of the Research task pane.
a. In the Research Options dialog box, click Parental Control.

b. In the Farental Control dialog box, check the Turn On Content Filtering
To Make Services Block Offensive Results check box to activate the
Specity-A Password For The Parental, Control Settings section.

c. 4n'the Specify A Password For-The Parental Control Settings text box,
enter the desired password.

d/ Click OK.
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Using the Thesaurus to Replace a Word

Before You Begin
My Relocation Letter.docx is open.

Scenario:

You are writing a letter to your client. You find that some words have been used frequently.
You wish to avoid this rut and replace the words with similar ones. Additionally, you have
decided to add a research service to Word’s Research Options dialog box in order (to comiplete
necessary research quickly when writing client letters.

What You Do

How You Do It

1. Replace the word “objective” in
the second paragraph with its syn-
onym “goal”.

a. In the second paragraph; right-¢lick the
word “objective”.

b. Choose Synonyms->goal.

2. Replace the word “fair” in the last
paragraph with the word
“impartial”.

a. Scroll downto the end of the page:

b. In the last paragraph, right-click “fair”
and chodse Synonyms—Thesaurus.

¢. In the Research task pane|'in the Thesau-
rus:English (U.S) list box;-piace the
mouse pointer ovei"impartial”, click
the drop-down arrow, and select Insert.

open‘minded

!_impartial =

ation] S
rationy 53 Insert [:}.‘
event 23 Copy i

non-d o |.-¢""’«'-'F'J

3. Add a service to Word’s’'Research
Options.

Lesson 8: Proofing a Document

a. /i thé Research task pane, click the
Research Options link.

b.—in the Research Options dialog box, click
Add Services.
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c. In the Add Services dialog box, in the
Address text box, type http://myst-
technology.com/myst-service/services/
FindWhatORS

Address: |http://myst-technology.com/myst-seryice fservices FindhatORS

d. Click Add.

e. In the MyST Fechinology Partners |
FindWhat QRS Setup-dialog box, click
Continue and/then click Install.

f. In the"Add Services message box, click
OK:

g.~_In the Research Options dialog box, scroll
down-and verify that FindWhat,com
appears in the list under Reseairch Sites.

h. Ciick OK to close the Res=arch Options
dialog box.

i. Clear the Research task pane, and save
and closethe file.

Toric C

Customize AutoCorrect Options

In the first topies in this lesson, you used-built-in reference sources to revise and correct your
work. Wora*s AutoCorrect options algo help you correct your work and you can customize the
options| so that the AutoCorrect feature beiter meets your needs. In this topic, you will custom-
ize_AutoCotrect’ options.

The AutoCorrect feature is extremieiy helpful for catching and fixing minor typos without
requiring-you to perform a-compiete spellcheck. However, the default behavior of AutoCorrect
might not meet your necds,"A cemmon example could be specialized words or abbreviations
that you' use frequently‘in your work environment, such as a product or company name with
unique’ capitalization, that-you do not want automatically corrected. The many configurable
options in the AutoCorrect dialog box enable you to set up AutoCorrect to your exact specifi-
cations and make your data entry even more accurate and efficient.
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The AutoCorrect Dialog Box

The AutoCorrect dialog box contains a series of tabs that you can use to control AutoCorrect

behavior.
Tab Provides Options To:
AutoCorrect Automatically edit typographical or capitalization errors.

Math AutoCorrect

AutoFormat As You
Type
AutoFormat

Smart Tags

Automatically replace expressions with the corresponding symbols.

Automatically format the document text as you type.

Automatically format the style of the document.

Automatically locate certain data types using hidden smart tags.

The AutoCorrect Tab

The AutoCorrect tab in the AutoCorrect Options dialog box has a number of opfions that
enable you to automatically edit the typographical or capitalization errors-in-a document.

Option

Enables You To:

Show AutoCorrect Options
Buttons

Correct Two Initial Capitals

Capitalize First Letter Of Sen-
tences

Capitalize First Letter Of
Table Cells

Capitalize Names Of Days

Correct Accidental Usage Of
Caps Lock Key

Exceptions

Replace Text As You Type

Display the AutoCorrect Options button whenever the AutoCorrect fea-
ture edits a typographical erroz:

Correct errors of entering two. jnitial capitals for a word.

Automatically capitalize-the initial leiter of every senténce:

Automatically capitalize-the inifial letter of words entered in each cell
of a table.

Automatically |dapitalize-the initial letter of days.

Automatically corzect the casing of letters in a sentence if Caps Lock is
accidentaily activated.

Make & list/of word or characters that you would like to retain as you
type.them.

Replace common typographical grars.or other key combinations with
designated words or characters. Fotexample, as a shortcut for words
youtype-frequently, such as/yourcompany’s name, you can enter an
2bbreviation that Word will expand to the full word or phrase. You
should/not add words that already exist in the list as shortcuts for other
words, however. You can add/words and special characters to this list,
but you cannot add <hapes’or other graphic objects.
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How to Customize AutoCorrect Options

Procedure Reference: Customize AutoCorrect Options

To customize AutoCorrect options:

1. Display the AutoCorrect dialog box.
a. Click the Office button and click Word Options.
b. In the Word Options dialog box, select the Proofing category.

c. In the AutoCorrect Options section, click the AutoCarrect Options button.
2. In the AutoCorrect dialog box, check or uncheck the desired options.

3. To add exceptions to AutoCorrect rules, click Exceptions/ type your exceptions on
the appropriate tab, and click OK.

4. To add shortcut text to replace as you type, entet the shortcut text in the Replace
section, enter the full text in the With section;-and elick/Add.

5. Click OK to close the AutoCorrect dialog box,
6. Click OK to close the Word Options dialog box-

AcTtiviTy 8-3

Customizing the AutoCorirect Options

Data Files:

e Relocation Staff.docx

Before You Begin
From the C:\084893Data\Proofing A Document folder, open‘Relocation Staff.docx.

Scenario:

You are creating 2 document that gives inforrnation jJabout Burke Properties. As you will have
multiple occurrences,of the word Burke Properties/and Facility Request Form, using an abbre-
viation that automatically ¢hanges to the desired word would be helpful. Also, you need to
insert more text into the document.

What You Do ) ) How You Do It
1.~/ Dispiay thie’AutoCorrect diaiog box. a. Click the Office button and click Word
Options.

b. In the Word Options dialog box, select the
Proofing category.

c. In the AutoCorrect Options section, click
AutoCorrect Options.
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2. Set up data-entry shortcuts for
Burke Properties and Facility
Request Form.

a.

)

In the AutoCorrect dialog box, in the
Replace Text As You Type section, in the
Replace text box, type bp and press Tab
to move to the With text box.

In the With text box, type Burke Proper-
ties and click Add.

Replace text as you type
Replace: With:

bp Burke Properties

In the Replace text box, type frfand
press Tab to move to the With-text box.

In the With text box, 'type Facility
Request Forra.and click Add.

Replace text as wou typis

Replace: Wikh:

frf Fasility Request Form

Clicl’OK to close the AutoCorrect dialog
box:

Click OK to close the-Word-Options dialog
hox
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3. Include the necessary text in the a. In the third paragraph of the document,
document. under the subtitle, “Facility Request
Form”, type We have created a frf and
press Spacebar.

b. Verify that frf was replaced with Facility
Request Form.

c. Type for you to use whenevei you
require assistance.

d. Position the-insertion point below the
heading “Caontact Information:”.

e. Type For.information regarding bp and
press Spacebar.

f. Verify'that bp has been changed to
Burke Properties.

g. \Typepublications, contact:

h.-_Save the docurrent as Ay Relocation
Staff.docx and close|the document.

Lesson 8 Follow-up

In this lesson, you used [several proofing tools, including the spellchecker, Thesaurus, and
AutoCorrect, to make your.documents more accurate. These tools assist you with the mechan-
ics of data entry and-data revision so that you can-concentrate on the creative aspects of your
writing and producg clear, accurate, and interesting) documents with a minimum amount of
effort.

1.  Which prdofing tocis do you think wiii help you create more accurate documents?

2. How’do’vou-think the proofing'tools will impact the way you proof documents?
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Follow-up

In this course you created, edited, and enhanced standard documents using Microsoft® Word
2007.

1. Which feature in Word will help the most as you create documents?
2. What automatic features in Word will you use most often?

3. How will you use Word’s Help options?

What’s Next?

After completing this course, students may be interested in expanding their knewledge of
Microsoft® Word 2007 by taking New Horizons' Microsoft® Office Word 2007 «Level 2 (Second
Edition) and Microsoft® Office Word 2007 - Level 3 (Second Editior). courses|

FoLLow-up
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LESSON
LABS

| EsSsoN LaBs

Due to classroom setup constraints, some labs cannot be keyed in sequence itnmediately foi-
lowing their associated lesson. Your instructor will tell you whether your labs.can-be practiced
immediately following the lesson or whether they require separate setup frein-the main/lesson
content. Lesson-level lab setup information is listed in the front of this mianual,in-the course
setup section.

Lesson 1 LaB 1

Creating a New Word Document

Activity Time:

15 minutes

Scenario:

You work in the Human Resources department and your manager has handed: you her hand-
written notes regarding a new HMO that will soon be available. She has asked you to type it
as an interoffice memo that, when printed, can be distributed to all employges.

UWe will soon offer a new HMO plan
from Doctors Unlimited to afl evzployees.
Costs are lower without Sucrificing
coverage. More detaifls to come.

Figure 1-1: Your manager’s nanawritten notes for the’'new HMO memo.

1. Open a new-biank document and set-the view to Print Layout mode.

2. In thenew'document, type the memo text. (See Figure 1-A.)

AD 40N

3. Inthe C:\G84893Data\Creating a Basic Document folder, save the document as My
Memaldocx in the default format.
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4. Preview the document.
5. Print a copy of the document.
6. Close the document.

LEssoN 2 LaB 1

Editing a Document

Activity Time:

10 minutes

Data Files:

Facility Request.docx

Building Security.docx

Before You Begin:
Word is running with no documents open.

Scenario:

You have been given the respoinsibility to edit procedure documents for the Human Resources
department. The draft document is avdilable.

Open C:\084893Data\Editing a DocumentiFacility Request.docx.

2. In the first sentence, *We have created a Facility Request Form”, after Facility
Request Form,insert the text (FRF).

3. Throughout the document, replace any remaining instances of “Facility Request
Form” with “FRF”.

4, Deletethe paragraph that begins with “More than any other document”

5./ -Open Building Security.docx from the same location.

6./ /Copy the contact'names and phone numbers from the end of Building Security.
docx and paste tixern at the bottom of Facility Request.docx.

7.7 Save the document as My Facility Request.docx and then close both

documents.
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Formatting Text

Activity Time:

10 minutes

Data Files:

e Formatting Text.docx

Setup:
From the C:\084893Data\Formatting Text folder, open Formatting Text.docx.

Scenario:

As the Assistant Manager of Books & Beyond, one of your responsibilities is/to apply the fin-
ishing touch to all your official correspondence. You’ve now been ‘given a typed/document to
which you need to apply text formatting.

1. Format the title “Books & Beyond” as Tahoma, 18 pt., Bold.

2. Change the format of “Welcome to Our World of Reading and Relaxation™ to
Tahoma, 14 pt., Italic.

3. Change the font of the underlined headiiig/“Bocks” to Tahoma, 11 pt.

4. Copy the formatting of the heading “Books” and apply it tothe-headings
“Music” and “Other Media”.

5. Highlight the text of your choice and then change the highlight color to a color
of your choice.

6. Save the file as My Formatting/Text.docx and close it.
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Lesson4 LaB 1

Formatting Paragraphs

Activity Time:

10 minutes

Data Files:

e Formatting Paragraphs.docx

Setup:
From the C:\084893Data\Formatting Paragraphs folder, open Formatting Paragraphs.docx.

Scenario:

Since your last assignment went so well, your manager at’ Books & Beyond is anxious to get
you started on your next task. She now needs you.to.enhance/the document’s réadability and
visual appeal.

1. Apply the Heading 1 style to the heading “What is Books & Beyond” and center
it.

2. Apply the Heading 2 style to /‘Other Special Services”, and “How Are We Doing
So Far?”

3. Change the paragraph/spacing'so that there is a 6-point space after each para-
graph heading.

4. Under “Other Special Services”, format the paragraphs as a bulleted list.

5. For the “Top Music Categories” tabbed text;, change the left indent to 1.75
inches, the/rightiindent to 4.5 inches, and center the heading.

6. Inthe tabbed text; set the right iab stops at 3.25 inches and 4.25 inches.

7. Appiy-a box border to the “Top-Music Categories” tabbed text.

8. Replace al! instances of undertine text formatting with double-underlined bold
italics.

9. / /Save the document-as My Formatting Paragraphs.docx and close it.
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Adding Tables

Activity Time:

10 minutes

Data Files:
e Table.docx

Setup:
From the C:\084893Data\Adding Tables folder, open Table.docx.

Scenario:

Your next task is to create a formatted table using a document provided by your ¢oworker. You
have also been asked to add a new table that includes the various types.of top-s¢liing audio
books.

1. Convert the Top Selling Music Categories tabbed text into a table.

2. Format it using a table style and other formatting options of your choice.

3. Below the Top Selling Audio Book Categories heading, create a new tabie to
accommodate the following text:

Category Sales
Biography 1,589
Fiction 3,972
Hobby/Recreation 2,975
Youth 756

4. Apply a format to the naw tabie so that its forimaiting matches the other table.

5. Save the docurvent as My Table.docx and then close it.
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LEssoN 6 LaB 1

Inserting Graphic Elements

Activity Time:

10 minutes

Data Files:

e Graphic Elements.docx

Setup:
From the C:\084893Data\Inserting Graphic Elements folder, open Graphic Elements.docx.

Scenario:

You need to complete a one-page flyer promoting the upcoOming*“Get Published” seminar. You
decide to include the appropriate image clip for‘the flyer ‘and Corresponding copyright and
trademark symbols. You also decide to mark the document as a free issue so/that.there is no
question about its status.

1. Open the Graphic Elements document.

2. Insert a book-related clip art/'image at the top of the,document and resize it to
keep the flyer to one page.

3. In the first paragraph of text, insert the correspondiing symbols after the words
“copyright” and “tradernark”.

4. Save the document as My Graphic Elements.docx and then close it.
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Controlling Page Appearance

Activity Time:

10 minutes

Data Files:
e Page Setup.docx

Before You Begin:
From the C:\084893Data\Controlling Page Appearance folder, open Page Setup.docx.

Scenario:

The shop manager made some formatting suggestions for the “Get Published’/ fly¢i.”You need
to implement those suggestions. As you preview the document, you also wish-to’change its
orientation.

1. Reduce the margins to get the text on a single page.

2. Add a box border to the page.

3. In the footer area, insert the date.

4. Change the document’s orientation to Landscape.

5. Preview the document to verify your results.

6. Save the document as My Page Setup.docx and then close it.
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Proofing a Document

Activity Time:

10 minutes

Data Files:

e Proofing.docx

Setup:
From the C:\084893Data\Proofing a Document folder, open Froofing.docx.

Scenario:

You have completed a client letter and it’s time fo proof the document. There are'some typing
mistakes, so make corrections, as necessary. Alsoj.you wish-to add the word BérkeRuddy to
the burke properties.dic dictionary. You also need‘to_check the word count sg that it is under
200 words.

1. Spell check the document, correcting spelling and grarrimar grrors as needed.

2. Use the Thesaurus to change 'sorne instances of the word “business” with syn-
onyms of your choice.

3. Verify that the letter has 200 words or fewer.

4. Save the letter as #My Proofing.docx and then ciose it.
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Apply Styles task pane, 101
area of search, 19
Also See: Word Help
AutoCorrect, 22
AutoCorrect dialog box, 197
AutoCorrect Options button, 22
AutoCorrect Options dialog box, 197
AutoCorrect tab, 197
Also See: AutoCorrect Options dialog box

B
border types
art borders, 166
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borders, 92
border options, 94
border types, 93
Borders And Shading dialog box, 95
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Calibri
See: font

Check Spelling And Grammar As You Type, 22
clearing formats, 108
clip art, 148
Clip Art task pane, 149
Clipboard group, 43, 65
Clipboard task pane, 44
Compatibility Checker,23
contextual tabs, 123

Design, 123

Layout, 124

Table Tools, 123
Conveft/Option, 28
cut and pasi¢

See: moving text
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Dialog Box Launchers, 8
document views, 11
Draft, 11
Drag
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Find anéa Replace, 53
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Find ‘And/Replace dialog box, 54
find’ and replace text formatting,( 108
Find options, 54
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tips, 74 page breaks, 160
Home tab, 6 page color, 167
Also See: Ribbon Page Layout tab, 7

Also See: Ribbon
page number options, 174

illustrations, 147 page orientation, 158
charts, 148 Page Setup dialog box;. 159
SmartArt, 148 paper size, 159

[lustrations group, 149 paragraph alignment, 84

indents, 85 Paste, 43
indent markers, 85 pasting text, 43
indentation options, 86 PDF file, 28
Paragraph dialog box, 86 Picture Tools Formiat contextual tab, 150

Insert tab, 6 . pictures;. 148

Also See: Ribbon Print dialgg box, 32
insertion point Also-See: printing
location, 39 Print Layout; 11

Print Preview, 31
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Print Preview mode, 31
keyboard, 39

Print Preyiew tab, 31

L Printed Watermark dialog bex, 170
line break, 81 printing, 32
lists, 104 Q
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Microsoft Office Word Help
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Mini toolbar, 39, 63
mouse pointer, 3

Readability Statistics dialog box, 185
Redo, 50, 66
Repeat
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N Research Options link, 193
navidation keys, 39 Reveal Formatting task pane, 108
Review tab, 7
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Also See: keyboard
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versus Save As, 28
Save As command, 28
Save command, 28
ScreenTips, 3
scroll bar, 38

navigation, 39
search

effective, 110
search options, 53
selecting text, 40
selection bar, 39
shading, 94
sizing handles, 150
Smart tags, 22
special characters, 143
spelling and grammar checking, 184
style, 99
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Table Styles, 129
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