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Course Set up Instructions.

Instructions for the Course Tutor:

e You should always check your installation files using an up-to-date virus
checking program.

e You need to copy all the exercise files and folders to a folder called
Word 2010 Expert Course (under the Documents folder).

e Atthe end of the course, take a copy of the samples folder containing any
files that the student has modified for your records (if required). Then delete
the folder containing the samples.

e Atthe end of the course undo any changes the student has made to the
program settings or to the Windows settings.
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READ THIS: Sample file location

During this course you will need to open sample files, manipulate them and

then resave them to disk.

All your sample files are located under the Documents (or My Documents)

folder within a folder called:

Word 2010 Expert Course

@ Open

Organize =

Documents library

Includes: 2 locations

@ Microsoft Word

-

[ Favorites

Mame
- Libraries . Adobe
. Bluetooth Exchange Folder
1 Music , Downloads
& Pictures . KEEP
E Videos , microsoft

, My Call Graphs
My Data Sources
. OneMote Motebooks

&) Homegroup

18 Computer . Word 2010 Expert Course

& Local Disk(C) = ¢ 1

File name:

Arrange by:  Folder ~

Date modified

22/01/2010 3:41 PM
19,02/2010 213 PM
31/03/2010 1:24 PM
15,08/2009 12:58 ...
1/02/20108:37 PM

24/03,/2010 9:01 AM

19/04,/2010 3:50 PM

Type

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

File folder

s
: - —
ol |j » Libraries » Documents » - |+-_r| Search Documents ol
MNew folder = - 0 @

- [AII Word Documents

7]

- [ Open

v | cancel

)
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Compatibility Mode

What is Compatibility Mode?

The Word 2010 compatibility mode allows you to open and edit Word
documents created using previous versions of Microsoft Word. It is important
to realise that when working in Compatibility Mode, some of the new features
within Word 2010 will not be available. Word will automatically detect whether
a document was created using an earlier version of Word and switch to
Compatibility Mode if necessary. If you look at the title bar within a Word
document, it will display the words Compatibility Mode in brackets after the
file name, which lets you know that you are working in this restricted mode.

Word_2010_Expert_Manual|[Compatibility Mode][- Microsoft Word

Review View Developer Add-Ins

=i - iy | EE 2 | A A L

ErliEris EE T paa AaBb! Az

EEEE = & mHL TH2 H3 He:
Faraaraoh

When you save an older document using the Save As feature, you can
choose to save the file as a Word 2010 formatted document, in which case,
when the document is closed and re-opened, it will no longer run in
Compatibility Mode, but in native Word 2010 mode.

Using the Convert button

Open a document called Compatibility Mode Conversion.

If you look at the title bar, you will see that this document opens in
Compatibility Mode.

Compatibility Mode Conversation|[Compatibility Mode] + Microsoft Word

Review View Developer Add-Ins

Il
14
.
1

i=-z FE 2T 44Bscel AaBbC. AaBbCel | AaBhCel

Il
]
L
5
]
]

Emphasis Heading 1 T Mormal Strong

Paragraph Styles

Click on the File tab and then click on the Convert button.
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|E| Al o | Compatibility Mode Conversation [Col
Home Insert Page Layout References Mailings Review View Dreveloper Add-Ins
il save . - .
Information about Compatibility Mode Conversation
save As

= Ch\Users\Dave\Documents\Werd 2010 Expert Course\Compatibility Mode Conversation.docx

Lj Open

Lj Close

Compatibility Mode

m @_g Some new features are disabled to prevent problems when working with
previcus versions of Office. Converting this file will enable these features, but

may result in layout changes,
R Convert Y Y/ g
Mew
P Permissions
Print f“;:l J An d ch -
I ;; yone can open, copy, and change any part of this document.
e Protect

e A warning dialog box will be displayed. Read the information displayed.

s

-,

Microsoft Waord @

This action will convert the document to the newest file format. The layout of the document may change.

Converting allows you to use all the new features of Word. This document will be replaced by the
converted version.

[7] Do not ask me again about converting documents

o] Comm |

e Click on the Tell Me More button. You will see more information about
Compatibility Mode, including a table listing which features are available in the
native Word 2010 mode, and which features are unavailable in Compatibility
Mode.
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€ Word Help

~ P Search ~

Table of Contents X

gKeyboard shortouts for SmartArt graphics NOTE Ifyou are using Microsoft Word Starter 2010, be aware tha

eLearn more about SmartArt graphics Starter, see Word Starter feature support.

.\'q-/.ﬂ\ccessibility

o Installi

& (n=taling FEATURE AVAILABILITY IN EACH MODE

.\@Acﬁvaﬁng Word -

& Getting started with Word o 97-2005 2007 2010

.\@Getﬁng help New numbering formats .3.1 x o

& Creating documents

&P i New shapes and text boxes b &,

& Page setup b 4 b 4 o
Text effects ?:: 3‘,{ o
Alternative text on tables ?:: 3‘,{ o
OpenType features ?:: 3‘,{ o
Blocking authors ?:: 3‘,{ o
New WordArt effects ?:: 3‘,{ o
New content controls ﬁ R o
Word 2007 Content controls ﬁ '?-"y o
Themes ﬁ '?-"y of
Major/miner fonts ﬁ '?-"y o
Tracked moves ﬁ '?-"y o
Margin tabs [ » )

All Word |

e Close the Help window. You will be returned to the warning dialog box.
¢ Click on the OK button.

e If you look at the title bar, you will see that the phrase Compatibility Mode is
no longer displayed.

[ Compatibility Mode Conversation - Microsoft Word l

wiew View Developer Add-Ins
- 1= - YT | EE 3E | A
2055 [ EE NI T 4aBbCel AaBbC: | AaBbCd | Aal
]E == Ii* Emphasis Heading 1 T Marmal St
Paragraph P

e Save your changes and close the document.
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Paragraph Formatting.

Line spacing formatting options.

e Open a document called Line Spacing.
e Click within the first large paragraph within the document.

e On the Home tab within the Paragraph group click on the Line & Paragraph
Spacing button.

w = |+ Line Spacing [Comp
Home Insert Page Layout References Mailings Review View Add-Ins

I
1
e
1

Times Mew Rom = 12~ A" A7 | Aa- | & = [EE T
Paste B 7 U -abe x, xX* w - A

= = - D
>  Format Painter = Sy -

Clipboard Font Paragraph

e This will display a drop-down menu from which you can specify an exact line
spacing option, as well as adding or removing spacing before, or after
paragraphs. Click on the Line Spacing Options command.

s | == A
= EE AT pasbeene Ase

FE =~ - e THormal |7 No

S|V 1S 7
1.5
2.0
25
3.0

Line Spacing Options...

Add Space BEefore Paragraph

=l =

Remove Space After Paragraph

e This will display the Paragraph dialog box.
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Paragraph (el
Indents and Spacing | Line and Page Breaks

General

Alignment: Left |Z|
CQutline level: |Body Text Izl

Indentation
Left: Dam = Special: By:
Right: Oom = (none) IZ| =
[ Mirrer indents
Spacing
Before: 0pt z Line spacing: At
After: opt = Single Izl -

7] Don't add space between paragraphs of the same style

Preview

Thex tx juar 3 EROagEagh of oo dns you £3n Sewar oeng S Ba gcieg Tncs A o wl e
e t93 IAQE Of ARG OpmoR CIT J0U €18 G WAECK C1R 144 SEICT 00 JOUF GOCIERCRR TR 11U
2 agagh of w dar Jou can

’ Tabs... l [SetAs Qefaultl [ OK J [ Cancel l

e Use the down arrow control within the Line spacing section of the dialog box
to select the At least option. Within the At: section change the value to 20.

Paragraph @
Indents and Spacing | Line and Page Breaks

General
Alignment: Left |z|
Qutline level: |Body Text IEI

Indentation
Left: Dem = Special: By:
Right: Dem = (none) El =
[ Mirror indents
Spacing
Before: Opt = Line spacing: At:
After: opt z At least 0pt =

Single
L5lines
Double

[7] pon't add space between parag

ol

Preview

Then.ta fear 3 pacigeph off e s o cam S tng SSPoer Bns gcteg vAtes ALy BA e
o 43 FAnge of SEmacing opeion Ss you e o which £1n 144 S o s datensnsy. Thi i fus

3 pamgagh o s o can Sy

Tabs... ] ’SetAs gefault] [ CK ] [ Cancel
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e Click on the OK button to apply the new line spacing value. The paragraph
will now look something like this, with extra spacing between the lines.

| Apply ‘At least’ line spacing to the following paragraph

impact to your documents.

This 15 just a paragraph of text that vou can format using different line spacing values.
&g youwill see, there 15 arange of formatting options that you can use which can add
impact to yvour documents. This 15 just a paragraph of text that you can format using
different line spacing walues. As youwill see, there is a range of formatting options
that ¥vou can use which can add impact to vour documents. This 15 just a paragraph of
text that you can format using different line spacing valuesz. As you will see, there 15 a
range of formatting options that vou can use which can add impact to your documents.
This 15 just a paragraph of text that vou can format using different line spacing values.

A3 youwill zee, there 1z a range of formatting options that you can use which can add

e Click within the second large paragraph in the document.

e On the Home tab within the Paragraph group click on the Line & Paragraph
Spacing button. From the drop-down menu displayed click on the Line
Spacing Options command, which will display the Paragraph dialog box.

e Use the down arrow control within the Line spacing section of the dialog box

to select the Exactly option. Within the At: section change the value to 17.
When you click on the OK button the new line spacing value will be applied.

Spacing
Before:
After:

Preview

Opt
Opt

LRI L

-

Don't add space between parag

Line spacing:

Exactly

| Single

1.5lines
Double
At least

l | Cancel

e Click within the third large paragraph in the document.

e On the Home tab within the Paragraph group click on the Line & Paragraph
Spacing button. From a drop-down menu displayed click on the Line
Spacing Options command, which will be displayed the Paragraph dialog

box.
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Use the down arrow control within the Line spacing section of the dialog box
to select the 'Multiple' option. Within the At: section change the value to 3.
When you click on the OK button the new line spacing value will be applied.

Spacing
Before: Opt z Line spacing: At:
after: 0pt = Multiple *| |3 =
Don't add space between parapraj SNgie
1.5 lines
Double
Preview At least
review Exactl
e
T T
e c2m 2 gt o o docsmmenes. Tt
2 rangraph of noi gas o an Srma
| Tabs... | | Set As Default | [ CK l | Cancel |

Save your changes and close the document.

Using the Widow/Orphan control.

Open a document called Paragraph pagination 01.

Click within the last paragraph, which breaks at the bottom of the first page
and flows onto the top of the second page.

Click on the More button which is displayed at the bottom right of the
Paragraph group, within the Page Layout tab.

Paragraph pagination 01 [Compatibility Mode] - Microsoft Word

B Add-Ins

Py Indent Spacing
ﬂ J 3= Left: 0 em L 32 Before: 12 -
=] - = J pt -

Page Page T =1 v= N
Color~ Borders | =% Right: 0 cm -~ 4= After  12pt .
ackground Paragraph

This will display the Paragraph dialog box. Select the Line and Page
Breaks tab. Make sure that the Widow/Orphan control check box is ticked.

Paragraph

Indents and Spacing

Pagination

| W | Widow/Orphan control |
Keep with next
Keep lines together
Page break before

(7Sl

Formatting exceptions
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Click on the OK button. The Widow/Orphan control stops Word from
displaying the last line of a paragraph on its own at the top of the next page
(called a widow), or the first line of a paragraph on its own at the bottom of a
page (called an orphan).

Slowly delete words from the end of the last paragraph on page two, and you
see that the text suddenly jumps at a certain point, so that a single line of text
is not displayed on its own.

Save your changes and close the document.

Using ‘Keep lines together’.

Open a document called Paragraph pagination 02.

Click within the last paragraph that breaks at the bottom of the first page and
flows onto the top of the second page.

Click on the More button which is displayed at the bottom right of the
Paragraph group within the Page Layout tab.

Paragraph pagination 01 [Compatibility Mode] - Microsoft Word
ew Add-Ins

E J Indent Spacing
iE left:  Oem ,I: Before: 12 pt

Page Page . ) v=,
Color= Borders | =% Right: 0 cm -~ 4= After  12pt

ackground Paragraph

This will display the Paragraph dialog box. Select the Line and Page
Breaks tab. Select the Keep lines together option.

LN I

Paragraph @

Indents and Spacijg | Line and Page Breaks

Pagination

Page break before

Formatting exceptions

Click on the OK button. The paragraph that was breaking over the bottom of
the page will now be moved to the top of the next page so that the lines within
the paragraph are 'kept together'.

Save your changes and close the document.

Using the 'keep with next' option.

Open a document called Paragraph pagination 03.
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e If you scroll down this document you will see that the heading for the third
paragraph is displayed, on its own, at the bottom of the page.

| = Paragraph pagination 03 [Compatibility Mode] - Microscft Word
n Home Ingert Fage Layout Reterences Madngs Review Wiew Add-lns
] A T AW ke (B ECECT BT gapscel AaBC | ABLCCT | AaBbCd aapbce. AAD AaBbed ’%
Fasty B 7 U ok x .- A-EETNE 5 &h-0H- Emphasis  Meadingl | 1 Normal strong Subtitle Ttle 5 N Spadi Change
F Formal Painty J == | Styles -
* x|
£ -l agraph

lable within Microsoft Word

My third paragraph

This is iust o varazraoh of text that we can use toinvestizate the paraeranh pagination
Page: Lot 2 | Words 733 | of

e Click within the header (titted My third paragraph).

¢ Click on the More button which is displayed at the bottom right of the
Paragraph group, within the Home tab.

Paragraph pagination 01 [Compatibility Mode] - Microsoft Word

W Add-Ins

&j ] Indent Spacing
iF left:  0em $§ Before: 12 pt

Page Page . e
Color~ Borders | =% Right: 0 cm 4= After. |12 pt

ackground Paragraph P

e This will display the Paragraph dialog box. Select the Line and Page
Breaks tab. Select the Keep with next option.

4 F 4K
4 F 4 F
=]

Paragraph (-7 |l

Pagination

Line and Page Breaks

" TKeep lines together
[T Page break before

Formattinn evrentinng

e Click on the OK button. The header will now be moved over the page, so that
the lines within are 'kept together'.
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Wid9-Gi-
Home | Inset  Pagelayout  References
= Arial ~12 v A A
Paste - 2
' Format Painter | LB) £ U 7 abe x, X
Clipboard Font
Navigation v %
Search Document P~
=3 E

This document does nat
contain headings.

To create navigation tabs,
ereate headings in your
document by applying
Heading Styles.

Page:2of2 | Words: 733 | o5 |
__ T T

Paragraph pagination 03 [Compatibility Mode] - Microsoft Word

Mailings  Review  View  AddIns
- | @ - b
Aam |2 A4aBbCcl AaBbCi | AsBbCel | AaBbCel dcmbce AL AaBbCa A
- A Emphasis  Headingl | TNormal Strong Subtitle Title TN Spadi.. - ;"a‘"
yle:
Paragraph Styles
E I NN S S W R SRS KON SO RN AU RO - RO O S U S ¥ CR S VN € KNI EN-'S O (O v |

"Windows/Orphan control', 'Keep lines together', 'Keep with next' and 'Page break
before'. This is just a paragraph of text that we can use toinvestigate the paragraph
pagination options available within Microsoft Word. Options include
"Windows/Orphan control', 'Keep lines together', 'Keep with next' and Page break
before'. This is just a paragraph of text that we can use toinvestigate the paragraph
pagination options available within Microsoft Word.

My third paragraph

This is just a paragraph of text that we can use to investigate the paragraph pagination
options available within Microsoft Word. Options include "Windows/Orphan contrel’,
'Keep lines together'. 'Keep with next' and 'Page break before'. This is just a paragraph
of text that we can use to investigate the paragraph pagination options available within

|[EE8 == 10

e Save your changes and close the document.

Using ‘page break before’.

e Open a document called Paragraph pagination 04.
e Click within the third paragraph.

e Click on the More button which is displayed at the bottom right of the
Paragraph group within the Page Layout tab.

Paragraph pagination 01 [Coempatibility Mode] - Microseft Word

oW Add-Ins

<

Page Page .
Color~ Borders

¥

ackground

0 cm

Spacing
. I: Before: 12 pt

% Right: 0 ¢m S 1= After  12pt

-
Paragraph

e This will display the Paragraph dialog box. Select the Line and Page
Breaks tab. Select the Page break before option.
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Paragraph @
Indents and Spacing | Line and Page Breaks

Pagination
| Widow /Orphan contral
| Keep with next
Keep lines together
| IPage breakbefore! |

Formatting exceptions

e Click on the OK button to close the Paragraph dialog box.
e A page break will now be inserted before this paragraph.
e Save your changes and close the document.

Applying and modifying multilevel list formatting.

e Open a document called Outline Numbering.
e Select the entire list, as illustrated.

" | LAE3 Outline Numbering [Compatibility Mode] - Microsoft Word

Home | Inset  Pagelayout  References  Mailings  Review  View  Addns

& cut Arial - A A A B - iE i EE

53 Copy _
# Format Painter | B =
Clipboard Font Paragraph

2 9 aBbcer 1 AaE 1.1 A

Paste I U -abe x, X° w-A-EE=E=EslE & Emphasis T Headingl T Heading

Navigation - X | ERRCE N S S I I A - O R A -]

=}

.d:E

Search Document

SEE 3

This documen it does nof it - ‘ Training Course Outline
cantain headings.

To ereate navigation tabs,

create headings in your N

g:;i:’:é"ggly;”‘yi"g = INTRODUCTION TO MICROSOFTWORD
' = What Is Word?

™ Create A New Document

- Opening

< Saving

. Quitting And Closing

Review Questions

WORD INTERFACE

Word Workspace

Review Questions

- STANDARD TOOLBAR

~ The Standard Toolbar

= Review Questions

FORMATTING TOOLBAR

N The Formatting Toolbar

i Review Questions

- FORMATS

Formatting

B Font Formatting

B Paragraph Formatting

= Review Questions

PRODUCTION

e Click on the Multilevel List button contained within the Paragraph group,
under the Home tab.

wWEd9- 0= Word_2010_
Home Insert Page Layout References Mailings Review View Ade
= . Arial =112~ A A7 | Aa- | B [iS|e|i= e[ EE £
Paste o = . A 1EBEH=E == 1=
+ < Format Painter B I U-aex x =3 =EE == =
Clipboard Font Paragraph

e This will display a drop-down list of options. Select the style illustrated below.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert

Page 21

Outline Numbering [Compatibility Mode] - Microsoft Won

es Mailings Review View Add-Ins

- = a— = 5
A A |8 e 4aBbccL 1 _AaE 1.1
@ . A = — [
- % — 7| Current List = ing1 MHeac
]
1.
EX R o | 78
11—
List Libi T
ihray 1.1
1.1.1.
" IR RIS
None aj—H 10111
i—} 1AL
1111 —
11110
- Article L ARERRRRRN F[r
> Section 0t T
e (&) Heading 2- | [ 1.1.1 Heading
|. Heading 1— Chapter 1 Hs:
A Heading H S
1. Headin | | Hesding 3=——
Lists in Current Documents
1, —
11— o
11— —
-
| Change List Leve ¥
Define New Multilevel List...
Define New List Style...

e Your list will now look like this.

[ Training Course Outline

INTRODUCTION TO MICROSOFTWORD
What |s Word?

Create A New Document
Opening

Saving

Quitting And Closing
Review Questions

WORD INTERFACE

. Word Workspace

10. Review Questions

11. STANDARD TOOLBAR
12 The Standard Toolbar

13. Review Questions

14. FORMATTING TOOLBAR
15. The Formatting Toolbar

16. Review Questions

17. FORMATS

18. Formatting

©ENO ;A WN A

e Select part of the list, as illustrated (i.e. items 2-7).
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| Training Course Outline

1. INTRODUCTION TOMICROSOFTWORL
2. Whatls Word?

3. Create A New Document
4. Opening

5. Saving

6. Quitting And Closing
7. Review Questions
8. WORD INTERFACE
8. Word Workspace

1

N Review Ohiestinng

e Click on the Increase Indent button contained within the Paragraph group
under the Home tab.

|E“ H -y |= Word_2010_Expert_Manual [Compatibility Mode] - Microsoft Word Picture]
Home Insert Page Layout References Mailings Review View Add-Ins Farr
_3 *C"'t Arial Y12 < A A | e | B [Efi= - m | HEE|4) | T
53 Copy
Pavste - Format Painter LA L E' A' %]E == ¢§- T
Clipboard 3 Font a Paragraph =

e Your list will now look like this.

a

Training Course Qutline

1. INTRODUCTION TOMICROSOFTWORI
1.1. What Is Word?

1.2. Create A New Document
1.3. Opening

1.4. Saving

1.5. Quitting And Closing

1.6. Review Questions
WORD INTERFACE

Word Workspace

Review Questions
STANDARD TOOLBAR

The Standard Toolbar
Review Questions

NemknN

e Repeat this procedure for the other items within the list that are not formatted
as bold. Your list will then look like this.
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L=

| Training Course Outline

1. INTRODUCTION TO MICROSOFTWORD
1.1. What Is Word?
1.2. Create A New Document
1.3. Opening
1.4. Saving
1.5. Quitting And Closing
1.6. Review Questions

2. WORD INTERFACE
2.1. Word Workspace
2.2. Review Questions

3. STANDARD TOOLBAR
3.1. The Standard Toolbar
3.2. Review Questions

4. FORMATTING TOOLBAR
4 1. The Formatting Toolbar
4 2. Review Questions

5. FORMATS
5.1. Formatting
5.2 Font Formatting

Ao

Select the entire list again.

Click on the Multilevel List button contained within the Paragraph group,

under the Home tab.

Wid9-ul= Word_2010_
Home Insert Page Layout References Mailings Review View A
E . Avia 2 GA x| A | B B (e
o =3 Copy
Paste = 2 . A== ==|*=-
+ < Format Painter B 7 U-abex x T =S| E = = | (=S
Clipboard ] Font = Paragraph

This will display a drop-down list of options. Select the format illustrated.

ERE EE T epeeer 1 AaE

H= = Current List ing 1
1. —
200100 11. 7 |I
111,
ListLibry
a) "
i
(1)
Maong (@)
0] 1
1.
a.
i
* ng

The list will now look like this.
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| Training Course Outline

1) INTRODUCTION TOMICROSOFTWORD
a) What Is Word?
b) Create A New Document
c) Opening
d) Saving
e) Quitting And Closing
f) Review Questions
2) WORD INTERFACE
a) Word Workspace
b) Review Questions
3) STANDARD TOOLBAR
a) The Standard Toolbar
b) Review Questions

4) FORMATTING TOOLBAR
al The Farmattinn Tanlhar

e Select the entire list again.
¢ Click on the Multilevel List button contained within the Paragraph group,
under the Home tab.

wWid9-0l= Word_2010_
Home Insert Page Layout References Mailings Review View Ade
E. Aria 2 v AN A | B [EFE =
B 53 Copy
Paste - 2 #Hr. A-|I====|1=
- - Format Painter B I U-aex x — == = = | 4=
Clipboard P Font = Paragraph

e This will display a drop-down list of options. Select the format illustrated.

A
i : daBbCcL 1 Agd
= — — [N
== =/ Current List ing
1) —
il ) 7
i
List Library
1) 1.
MNaone ajp 1.1
1.1.1.
%+
.
.. e | Hesd 1 Heading
+ tipn 1.0 1 1.1 Heading
4 Hesding 2 | | 1.1.1 Hesting
* pter 1=
A.— """ read ';:
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e The list will now look like this.

| Training Course Outline

< INTRODUCTION TOMICROSOFTWO
What |s Word?

Create A New Document
Opening

Saving

Quitting And Closing
Review Questions
WORD INTERFACE

» Word Workspace

# Review Questions

< STANDARD TOOLBAR

# The Standard Toolbar

¥ Review Questions
FORMATTING TOOLBAR

m Tha Charmnntina Toaalloae

Y VY YYY

*,
_e

*,
o

e Save your changes and close the document.
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Pictures

Compatibility Mode & picture editing.
e Many of the advanced picture editing facilities within Word 2010 do not work
in Compatibility Mode.

e You can tell if you are working in Compatibility Mode by looking at the
document name in the Title Bar, displayed across the top of the screen.

Word_2010_Expert_Manua| [Compatibility Mode] { Microsoft Word

Vv _._Diper Ans
T EE T Raa AaBb! Aal
L H3

=1 & MH1 TH2 Heac

"

11
4

Paragraph

Screen shot of complete application window.

e Open the Paint program. To do this click on the Start button (bottom-left of
the screen), and then click on All Programs. Click on the Accessories
group. Click on the Paint program. The Paint program window will look like

this.
| < | Untitled - Paint SR
Co- . @
— D DIIII lllll.
L — -
Paste Select Size

Color | Colar Edit
1 2 colors

+ T 10 819 > 460px 100% (=) {J @

e Switch to, or start the Microsoft Word program.
e Open a document called Screen Shot Window.

e Click within the document at the location that you wish to insert the screen
shot.

e Click on the Insert tab and then click on the Screenshot button displayed
within the Illustrations group.
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wl| L

Home Insert Page Layout

References Mailings Review

[+
Shapes SmartArt Chart || Screenshot | Hyp
Art v

INustrations

Cover Elank Page Table Picture | Clip
Page~ Page Break 2

Pages Tables

-

e A drop down list of available windows will be displayed, in this case the Paint
program window and the Word document window.
5 Review View Developer A
! =|
(ak+ @; E =
Screenshot|| Hyperlink Bookmark Cross-ref
Available Windows
Untitled - Paint
@k Screen Clipping
[ ]

Click on the Paint window and that window will be pasted into your document.

Insert a screen shot of the Paint program under this line.

.._’,\ :.’ = GO E . .l:l '.E.ll'i!

Save your changes and close the document.

Clipping Screen shots.

e Open a document called Screen Shot Clipping.
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Click within the document at the location that you wish to insert the screen
shot.

Click on the Insert tab and then click on the Screenshot button, displayed
within the Illustrations group.

(w]| L -

Home Insert Page Layout References Mailings Review
=l ElE | =) h
LT 3 . — — i
CRRESEENEIESR =N [T

Cover Elank Page Table Picture | Clip |Shapes SmartArt Chart || Screenshot| | Hy)
Page~ Page Break T Art T b

Pages Tables Illustrations

From the drop down list displayed, click on the Screen Clipping command.

W i O &+
Home Insert Page Layout References Mailings Review View

g2 B EHEP2 e @ |

Cover Elank Page Table Picture Clip Shapes SmartArt Chart |Screenshot| Hyperlink Bot

Page~ Page Break = Art =
Pages Tables lllustrations Available Windows
Navigation - X
Search Document 2 -
= |00 | [E
= | og J

This document does not
contain headings.

|3J+ Sereen Clipping

The screen will be greyed out and the mouse pointer will change to the shape
of a cross-hair. Move the mouse pointer to part of the ribbon at the top of the
screen, and while keeping the mouse button depressed drag diagonally to
select a portion of the ribbon. When you release the mouse button, the
portion of the ribbon that you dragged across will be inserted into your
document as a screen shot.

Insert a screen shot of part of the Word Ribbon under this line.

IE H9-0 & ls ‘Word_2010_Expert_Manual
Home Insert Page Layout References Mailings Review View Developer Adi
g o8 T Arial “12 - AN A B ER AR If
Past - 3, - .
d- 3 J Format Painter B I u abe x, x 4_9,_2" A g Hl

Clipboard . Font

Save your changes and close the document.
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Screen shots using the keyboard.
e All versions of Microsoft Word support the use of the PrtScn (Print Screen)
key.
e To copy the entire screen to the Clipboard, simply press the PrtScn key.
e To copy the active window to the Clipboard press Alt+ PrtScn.

e Once copied to the Clipboard, click within a document at the location that you
wish to display the screen shot and press Ctrl+V, which is the keyboard
shortcut for pasting information from the Clipboard.

Picture Tools.

e If you double click on a picture displayed within a Word document, you will
see the Picture Tools ribbon displayed. These tools allow you to perform
advanced picture editing within the Word program, without the need to use a
separate, specialist picture editing program.

@' LH -5 ,535. = Documentl - Microsoft Word Picture Tools
Home Insert Page Layout References Mailings Review View Developer Add-Ins . Format
B ] 13 compress Pictures — — s e
=il 0 ] '3 Change Picture il el | el o T
Remove Corrections  Color  Artistic ::d ) i :“ _
Background - *  Effects~ L4 Reset Picture -
Adjust Picture Styles
=1 = 3
~ @
C* Picture Border ~ E Iy = Align ~ T o4
w— 4 4 ' |= Alig _—j_:ll- 3| Height: 246 em 3
‘| = Picture Effects = : p
; Position Wrap Crop =7 Width: 3.28em 3
HE: E" Picture Layout ~ - Text~ (il Selection Pane Ik Rotate - - s -
Arrange Size

Removing a background.

e Open a document called Picture Remove Background. This document
contains a picture.
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| i b a @ o
“ Hou I Page Layout Ret =@
) oo o+ 11 A % # fina
sste e B I OUcaex x € Crange .
:«;ﬂ words:0 | o5 | 73 MoE 3. 100% (- +

e Double click on the picture.

e Click on the Remove Background button, within the Adjust group, under the

Format tab.

(w| = U &=

Picture Remove Background - Microsoft Word Picture Tools

Home Insert Page Layout Review View Developer Add-Ins - Format -
‘ 'I" I) \j :é: Compress Pictures ! —
i Fgo %3 Change Picture -‘ —

Remove Corrections Color  Artistic

Background - - Effects = QE Reset Picture

Adjust

Picture Styles

e Your picture will now look like this.

e As you can see part of the hair, hands and collar have been marked for

deletion.
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¢ Click outside the picture area and the picture will now look like this.

¢ You need to perform some additional editing. Re-click on the picture and then
re-click on the Remove Background button. Your picture will now look like

this.

e Click on the Mark Areas to Keep button and then click on areas within the
picture that you wish to keep, such as the hair, hands and collar.

@l H ) - ﬁgﬁ |= Picture Tools

Background Removal View Format

vIoQ 8 v

Mark Areas Mark Areas Delete | Discard All  Keep
o Remove Mark Changes Changes

Refine Close

o After a little experimentation you will see the following.
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W9~ &=

Background Removal View Format
@& @ v

Mark Areas Mark Areas Delete | Discard Al Keep
to Keep to Remove Mark Changes| Changes

Refine Close

e Click outside the picture and you will see the face with the background
removed. As you will see the results are not perfect and the success of a
background removal will vary from one picture to another.

e Save your changes and close the document.

Picture Corrections

e Open a document called Picture Corrections. This document contains a
picture.
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I Y » P z
e - e e e — -0
] mes TA N e E = - T | naBocer | sBbCcds AaBbC: Aamboe AdD 4
" DSk x ® v-A-[EEam w- o THamal |THoSpan. Mesangl Medngd  Tie '

e Double click on the picture.

e Click on the Corrections button, within the Adjust group, under the Format
tab.

@ H (L] ﬁgﬁ |= Picture (

Home Insert Page Layout References
H S -
] L [¥] A4 Compress Pictures
; il B3 Chanae Picture
Remove Corrections [Color  Artistic
Background - - Effects = QE Reset Picture
Adjust

e A drop down list will be displayed. Move the mouse pointer over the options
within the list and then click on a correction that you like.

\E =] U &= Picture Corrections - Microsoft Word Picture Too
Home Insert Page Layout References Mailings Review View Developer Add-Ins Format

] ( ‘& I’ | [*] 4], Compress Pictures m— — — R— - — L_/" Picture Borde!
4-‘ T Change Picture - | &} Picture Effects
Sl 1

Remove Corrections| Color  Artistic

Background - ~  Effects~ QE Reset Picture T B ¥ picture Layout
| Sharpen and Soften Picture Styles
Navigation Q
Search Docun
S
Brightness and Contrast
This docuy
contain hi
To create |
create hez
document
Heading §

% Picture Corrections Options...
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e When you have finished experimenting, save your changes and close the
document.

Picture Colour

e Open a document called Picture Colours. This document contains a picture.

Wl Al Picture Colers = Microsolt Werd
Indert  Pagelayeut  References  Mailings  Review View  Developtr Add-dng 2@

Pagelcdl | woraso | o5 | 73
T

e Double click on the picture.
e Click on the Color button, within the Adjust group, under the Format tab.

(w]| & | = Picture
Home Insert Page Layout References ]
* I =] :5{ Compress Pictures
—=d Fas d B3 Change Picture
Remove Correctionq Color | frtistic Y )
Background - ~  |Hifects ~ |4 Reset Picture

Adjust

e A drop down list will be displayed. Move the mouse pointer over the options
within the list and then click on a colour option that you like.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert Page 35

@“ = U Fa |+ Picture Colors - Microsoft Word Picture Tools
Home Insert Page Layout References Mailings Review View Developer Add-Ins Format
i s g Y -
i S [F] & Compress Pictures — e (e — L Picture Border
- | ) 1 Fy
: Change Picture e d‘ ‘l d - 2 Picture Effects
Remave Corrections Co\or Artistic ‘ ‘
Background - Effects = ﬁ Reset Picture = YJ Picture Layout ~

Color Saturation

Navlgatmn
Search Document

= 32| g

Color Tone

fsid
Ll
This document does nt
contain headings. '

To create navigation tz Recolor

create headings in you 5@
document by applying
Heading Styles.

%) More Variations
7 Set Transparent Color Purple, Accent color 4 Light
[Tl

@ Picture Colar Options...

e You can adjust:
- Colour saturation
- Colour Tone
- Re-colouring

¢ When you have finished experimenting, save your changes and close the
document.

Picture Artistic Effects

e Open a document called Picture Artistic Effects. This document contains a
picture.

™ | (LA Picture Artistic EMects - Micrasolt Weed o & B
n Mome | dnset  Fagelayouw  References  Malings  Review  View  Developer  Adddng s @
i
” . . At - W O IZejEenEe BEEE Y ) -
B Catoriody) (01 - AT AT | Aen [ 32 T RN T | aumncene| aspbcene AaBBC Aapbce AAB sapac
Puite - o - - - ‘2. Ty - - T Norm, THs i Heading I ng 2 ! Sutits ubtie Em.
W ot puetes B L U x X $-A-EFAN j=- h-T Homa o Spac eadingl  Heading 2 Tl Subtite  SubkieEm..
v
Navigation = =
- a
This documert does not
contain headings.
To create mavigation tabs,
create headings in your
document by applying
Heading Styles.
o
Page:lofl | Worde0 | 3% | T WOE 3 = 100 = +
= T —T

e Double click on the picture.
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e Click on the Artistic Effects button, within the Adjust group, under the
Format tab.

@ H U & |+ Picture Ar

Home Insert Page Layout References

: e )
i I’ iCompress Pictures
’- e 73 Chanage Picture
Remove Corrections Color| | Artistic )
Background - - Effects ~ [ Reset Picture

Adjus

e A drop down list will be displayed. Move the mouse pointer over the options
within the list and then click on an artistic effect that you like.

IE =] (L% |= Picture Artistic Effects - Microsoft Word Picture Tools
Home Insert Page Layout References Mailings Review View Developer Add-Ins Format
] bt 3| & compress Pictures — — N — & Picture Ba
-" MR %5 Change Picture d J— ‘ d - | < Picture Eff
Remaove Corrar:tlons Color | Artistic =l ‘ d _ o
Background *  |Effects = e{g Reset Picture T | &F Picture Lay
_:IJu Picture Styles

Navigation

Search Document

& | E

This document does not
contain headings.

To create navigation tabs,
create headings in your
document by applying
Heading Styles.

e When you have finished experimenting, save your changes and close the
document.

Compressing pictures

e Open a document called Picture Compression. This document contains four
pictures.
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iw]| &I+ Ficture Comprevuion - Mrosolt Word = @ B
Iniert  Fagelayout  References Mailings  Review  View  Developer  Adddns o @
- - iz . 1= .. i A . 4 Find -
N ome % EEF R T s aembe AaBbC Aapboe AAD wapsce somen | A BT
- A-EEEIE B hE- ENormal | THoSpAC.. Measdingl  Heageng 2 Tale Subtle  Subtiefm.. i"arqe o
e = | Seledt -
=7 =
~
This dncument does ot
cortain headingy.
To creste navigation tabs,
treate headings in your
detument by applying
Heading Stles.
@
*
Pagelodl | woraso | B | 73 EEFETETS +
T

Double click on the any of the pictures.

Click on the Compress Pictures button, within the Adjust group, under the
Format tab.

@' (™ U |= Picture Con

Home Insert Page Layout References M

7 = = = _
& :|o|:| @ - ‘ ﬁCGmpress Pictures ‘
: ¥ .%Change Picture ‘

Remaove Corrections Color  Artistic i
Background - - Effects = QE Reset Picture
Adijust

The Compress Pictures dialog box is displayed.

Compress Pictures @

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

Target output:
(™) Print (220 ppi): excellent quality on most printers and screens
() Sereen {150 ppi): good for Web pages and projectors
) E-mail (26 ppi): minimize document size for sharing

@ Use document resolution

[ oK J [ Cancel ]

Remove the tick next to the Apply only to this picture option.
Click on the OK button.

You will not see much difference on the screen, but when you save the file,
the file size of the document may be reduced as the pictures within the
document are now all compressed.
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NOTE: Many pictures that you use within a Word document will have already
been compressed, so you may find that using picture compression does not
have any effect on the file size. This will vary depending on the type of
pictures that you insert into your documents.

¢ When you have finished experimenting, save your changes and close the
document.

Resetting pictures

e Open a document called Picture Reset. This document contains a picture.

Devesoper
a4 . A

: #IETR ) F T | agmocen| asBbeene AaBbCo Aapbee AAD A

" romatpunter | B £ 0 " sk . ¥ Z-A- [EEaw 5 5 hormsl |THaSesd.. Mesdingl Hestingl T

e

e Double click on the picture.
e Click on the Reset Picture button, within the Adjust group, under the Format

tab.
@- (™ U & |+ Pictur
Home Insert Page Layout References
j 13 compress Pictures
=d %3 Change Picture
Remove Corrections Color  Artisti - -
Background - ~  Effects|| 4 Reset Picture
Adjust

e The original picture will be displayed.
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WidD-U A= =3
" . .t Seronce -
B Badn gy
Paste Subtitle  Susthe Em Cha
o ror B Ucdexx G-%-A- [EE M 5 - D | thomse |THoSpacl. Wesdingl Mesdngl  THe  Subtitle  SeesleEm.
Mragation - x
o
Page:Lofl | womis0 | (5 | M | 100% (= T
v Sy ]

e Save your changes and close the document.

Picture Styles
e Open a document called Picture Styles. This document contains a picture.

[l [FF 9t Pictare Stylecs - Micooich Woed - =1
I o | et pimsst Retences Mg Beeew  View  Dewioper  hddd @
Clenfam L c NN A W ECETE RE N T e asbcine AaBbC £ .
Fromapunge B L U e x XA EEEE (2 SO THzemal | THoSpacl. Hessingl Su
Harvigatie - %

9 bl &3 IR 3 . 200% (= +
e — T _ ——

e Double click on the picture.
e Click on the More button, displayed at the bottom-right of the Picture Styles
group, within the Ribbon.

Picture Styles - Microsoft Word Picture Tools
Mailings Review View Developer Add-Ins Format

Ires — S— — | T T T — IE' z

=]

Picture Styles
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¢ Move the mouse pointer over the options within the drop down list displayed.
Click on a style that you like.

@| = - U & |= Picture Styles - Microsoft Word Picture Tools.
Home Insert Page Layout References Mailings Review View Developer Add-Ins Format
. o u
5 2 [8] o Bcomprespiues [ o e e Z
| FFo i
¥ Change Picture |-‘| |d‘ J d IEI -
Remove Corrections  Color  Artistic ;% ) d ‘ T
Background - T Effedts~ QE Reset Picture 5
- DEoE=E==
Mavigation v X d
Search Document P v — —_ . [— . —
' | |
2 (BB a v ‘d | ‘ . d d

— —_

f Ce I ; — = ﬁ
This document does not a (
contain headings. :‘ ‘ e I‘ \;‘
To create navigation tabs, Bevel Perspective
create headings in your
document by applying
Heading Styles.

e Save your changes and close the document.

Picture Borders

e Open a document called Picture Border. This document contains a picture.

]| b 3 Hhis Pacture Bordes - Micrersoft Woed = @
n Heme | Basest  Page Lapout References Mailngs Review  View  Deweloper Add-de a @
L A - oy . @ == 4R . #fina -
| Calibri Boay) = 11 Aoa A o i b DL | aambocne | assbeeoe AaBbe: aaBbce AAD aampee ass - )A s Replace
ste = * B A~ g | M- e || thoma |EMes Weadingl Meadng? T o ubtieEm_ || Change |
of Farmat Paines B 5 U= x w-A-|EE3ANE = - Hoamal 4o Spad eadng 1 eading e Subtitie  Subtie £ T| o | seiet -
Clipbos Pasagrae .
Havigaticn - =
*
o
]
“Picture Dorder: L characters (an approximate vatuel M@ 3 W 100% = -
— T T

e Double click on the picture.

¢ Click on the Picture Border button, within the Picture Styles group under the
Format tab.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert

Page 41

d-Ins

L n—

o

Format

IE|Pictum Border 'l

-

>

Theme Colors
H EEEEEEN

Standard Colors

EET fEEEENE
[ ] o outline

35 More Outline Colars...

= weight pl
z=zz | Dashes »

e Click on the Weight option to set the border thickness. From the options
available select a border weight.

Add-Ins Format

i =

tyles

[_‘Flch.lle Barder -']

Theme Colors
s 1 HEEENEEN

e You can also select a border colour.

Standard Colors
EET FEEENEE

[ ] o Outline
48 More Qutline Colors..,
‘= Weight

Wrap

3 Bring Forward = |2 Al
4 Send Backward ~ IF] Gr

fext= Oy Selection Pane S Re

Arrange
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-Ins Farmat

— I_T?Pictureﬁurder'| |_| j &y Bring F
d ~|| Theme Colors
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Mo Outline
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Weight 3

e Your picture will now look something like this.

e Save your changes and close the document.

Cropping a picture

e Open a document called Picture Cropping. This document contains a
picture.

Picture Crogging - Microsoft Werd
Dreigper  Adadng

T RO amecene | asnscene AaBbCy Aapbee AADB jameee
e

E | &-m- THarmal (1Mo Spaci. Hesdmgl Hessng?  TEe Sl

Y T

Pagesdafl | Weeds0 | 435 | ]
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e Double click on the picture.
e Click on the Crop button, within the Size group under the Format tab.

Picture Tools =
ns Format

= I Picture Border ~ =] }(] 4 Bring Forward I':—‘_" Align ~ I___.J I: 7] Height: 1t
- v| ! Picture Effects ~ A & Send Backward - [f Group

- Position Wrap - Crop | 4= width:
i ’_ﬁ Picture Layout = = Text ~ R"’l} Selection Pane [k Rotate - = | el icse) 5

Arrange Size

e Move the mouse pointer to the left edge of the picture to any of the areas
illustrated.

e While holding down the mouse button, drag to the right so that you only see
the person. When you release the mouse button, your picture will look like
this.

e Save your changes and close the document.
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Sections.

What are section breaks?

You can use section breaks to control the layout within a single page, or to
control the layout within separate sections through an entire document.

For instance Microsoft Word uses section breaks to allow you to display part
of a page in multi-column layout, while the rest of the page uses a standard,
single column layout.

You could divide a long document into multiple sections and display different
headers and footers within each section. This would allow you to have
headers called Chapter One in the first section, Chapter Two in the second
section and so on.

Another example would be to have most of your document formatted in the
normal portrait page layout and then use section breaks to display one or
more pages in landscape page layout.

As you can see the concept of using section breaks allows you to use much
more useful formatting techniques when formatting long documents, such as
a book.

Section breaks, once created can be easily modified or deleted.

Inserting 'next page' section breaks.

Open a document called Sections 01.

Scroll through this document. As you can see there are no page breaks
within this document and the text flows from one page to the next.

On the first page, click between the top line of text and the table of contents.

| Viruses

| Table of Contents

VIRTISES 1

Computer viruse. i
Computer virus ifection issues i
Frofecting aganst computer Virus infecfion
What fo do ifyou discover a virus on pour computer 2
The limitafions of anfl virus soffware 7

Click on the Page Layout tab and within the Page Setup group click on the
Breaks button.
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Wid9-uls
Home Insert Page Layout References Mailings Rev

A_a-i A|Fonts I:I fill Ij ;ELine Mumbers =

T Margins Orientation Size Columns W
Effects = . - -~ b¥ Hyphenation ~
Themes Page Setup Fl

As you can see there are four types of section breaks that you can insert:

Next page: Inserts a section break which starts the new section on the next
page within the document.

Continuous: Inserts a section break which starts on the same page.

Even page: Inserts a section break which starts on the next even-numbered
page within the document.

Odd page: Inserts a section break which starts on the next odd-numbered
page within the document.

From the drop-down menu displayed select Next Page (within the Section
Break options).

@“ lg f = Sections 01 [Cor
Home Insert Page Layout References Mailings Review View Add-Ins

:::125: |:| Ijikl j J m H (a}j -l-‘n Inden

Page Breaks {

Themes Margins Orientation Size Columns
@ Effects = > o o = | EBage
Th Page Set b Mark the point at which one page ends
e 20E.ELIP ﬁ and the next page begins.
Navigation > % |[]
] Column
search Document PRl = Indicate that the text following the column
o =(= break will begin in the next column,
Z || & ~ v |
- Text Wrapping
| 4 wiruses | . 1= Separate text around objects on web
_ pages, such as caption text from body text.
Computer viruses -

Computer wirus i... = Section Breaks

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

Protecting agai...
What to do if yo...

-

Wl

The limitations ...

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

H

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

il

,
-]
)
‘II
L
I

- 0Odd Page
. Insert a section break and start the new ]
s '=Jiﬁ section on the next odd-numbered page.

i

The Table of Contents is now forced onto the next page.
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Table of Contents
‘VIRUSES. 1

Computer viruses i
Computar virus infection issu 1
Protect omputer virus infec 2
What to do f you discover a virus on your compuisr.

The limitations of andi virus saftware. 2

Computer viruses

» \iruses are small programs that hide themselves on your disks (both
diskettes and your hard disk). Unless you use virus detection software,
the first ime that you know that you have a virus is when it activates.
Different viruses are activated in different ways. BEWARE: Viruses can
destroy all your data.

e Click between the Table of Contents and the next item in the document
relating to ‘Computer Viruses'.

Table of Contents
WIRUSES 1
Clomprter virus I

Computer virus infection issues I
Frofecting aganst computer virus infection
What fo do ifyou discover a virus on pour compufer
The limifafions qf anfi virus sqfftware

=)

e Repeat this procedure outlined above to insert a ‘next page’ section.
e Repeat this procedure for all the other header items within the document.

e At this stage the effect looks the same as if you had inserted hard page
breaks within the document. However, as you will see section breaks give
you a lot more flexibility compared to page breaks.

e Save your changes and close the document.

Inserting 'odd page' section breaks.

e Open a document called Sections 02.
¢ Double click within the header area of the document.

Computer viruses

+ Wiruses are small programs that hide themselves on your disks {both
diskettes and your hard dizk). Unless you use virus detection software,
the first time that you know that you have a virus is when it activates.
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Page 1
| Viruses
Table of Contents
VIRUSES 1
Comp virise. I
Comp virus b fon issue. I
ing against Virus i 2

This will display the Header & Footer Tools within the ribbon. Within the
Options group, click on the Different Odd & Even Pages check box.

= ANt R Sections 02 [Compatibility Mode] - Microsoft Word Header, & Footer Tools
Home Insert Page Layout References Mailings Review View Add-Ins Design
% \% ha ElE J 5, Previous [ pifferent First Page =)+ Heat
— = & _ : DD A = 5, Next l Different Odd & Even Pages | (=} Foot
Heavder Fmiter NUP;E:” B?Taitrﬁe EEL,IJ;:E Fieure i'rf; H“::,;tﬁ, F('—;Z;Es, 24 Link to Previous Show Document Text [5] nser
Header & Footer Insert Mavigation Options

Double click within the body of the document, so that the Header & Footer
Tools are no longer displayed.

Within the first page, click between the top line of text and the table of
contents.

| Viruses

Table of Contents
TIRITEES e e e s e e 1
Computer Viruses.......
Computer virus imfecfion issues.. ...
Frofecfing aganst computer virus infecti
What fo do if pou discover a virus on your computer .
The limitaficns of anfl wirus soffWare. 3

Click on the Page Layout tab and within the Page Setup group click on the
Breaks button.
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Wid9-0ls

m_Home Insert Page Layout References Mailings Rev
Ak O B D
2 I3 .
A | Fonts = 5] Line Mumbers

Themes Margins Orientation 5ize Columns ; _ .
Effects = = = - b~ Hyphenation -

Themes Page Setup ]

¢ Within the drop-down list displayed select Odd Page.

@“ =H9-0- Sections 02 [Cor

“_Home Insert Page Layout References Mailings Review View Add-Ins
B colors - E @ IE *= Breaks ~ B @ [  Indem

Faonts - Page Breaks f

Themes Margins Orientation Size Columns
~ [O]Effeds - S = = = Page i
Mark the point at which one page ends
Themes Page Setup and the next page begins. L
Navigation > % |[c] o
Column
Search Document PR gl Indicate that the text following the column |
break will begin in the next column,
= 005 P o
E |po| B -
’~ - Text Wrapping
| 4 wiruses n Separate text around objects on web

pages, such as caption text from body text.

Computer viruses

Computer virus i... o Section Breaks
Protecting agai... - ] Next Page
What to do if T 3 = Insert a section break and start the new -
LU AT - % section on the next page.
The limitations ... o =S
B Continuous
= Insert a section break and start the new
” section on the same page. i
t-f Even Page

Insert a section break and start the new .
section on the next even-numbered page, |

[}

0Odd Page u
Insert a section break and start the new
b=3;§1 section on the next odd-numberad page.

bl

"~ E |

e The Table of Contents is now forced onto the next odd page (Page 3).

Table of Contents

VIRUSES.

Computer viruse:

Computer virus infection issus:
against compuier virus infectio

TWhat to do #you discavar a virus on your comp

The limitations of anti virus software.

s by B e e

Computer viruses

s \Viruses are small programs that hide themselves on your disks (both
diskettes and your hard disk). Unless you use virus detection software,
the first time that you know that you have a virus is when it activates.
Different viruses are activated in different ways. BEWARE: Viruses can
destroy all your data.

e Display the first page within the document.
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Press Ctrl+F2 to display the document in Print Preview mode.

T Sections 02 [ Compatibiliy Mode] - Microscft Word

n Home  Fwen  Pagelwout  References  Mamngs  Reiew  Vew  Adedns @
i e
Print
el =
. Copie: 1 : Page 1
- Pr
o o [VinEes ]
ik Print
D Brother MFC-T340 P
. -
Recent E;
Mew
“ -
L P Pag
Share
Ea
Help
ded
2] Options
3 e ot
ait Gries
gePer
» L

Scroll through the document. This is the style of document formatting often
used within books, where new chapters start on the next available odd page.

Press Esc to close the Print Preview view.
Save your changes and close the document.

Changing the section break type.

Open a document called Sections 03.
This document is formatted using odd section breaks.

To see these section breaks, click on the Home tab and within the Paragraph
group click on the Show/Hide button.

@- = |= Sections 03 [Compati
Home Insert Page Layout References Mailings Review View Add-Ins
J Times Mew Rom ~ 12 = A" A7 Aa- | &) =~ iZ - iz~

Paste o 2 Br. A== ==
-  Format Painter B [ U -aex x = == = =

Clipboard Fant Paragraph

You will now see the section break markers displayed.

Page-11

[Virusesq

Ll Section Break (Odd Page)
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e Click within Page 3 of the document.
Page-3q
i
Table-of-ContentsT
VIRUISES. = 17
Comp vir = N
Comp ; i : issue T -+ f::
W u‘“g Lr;“f,ff, avirusonyour % ?f:
< S it m‘: ction Break (Odd Page)
e Double click on the Section Break within Page 3.
e This will display the Page Setup dialog box. Click on the Layout tab and you
will see the following.
Page Setup @
Margins | Paper | |: |
Section
Section start: Odd page |Z|
Suppress endnotes
Headers and footers
Different odd and even
[ pifferent first page
Header: | 1.25cm  |=
From edge: -
Footer: |1L.25cam =
e Click on the down arrow in the Section start part of the dialog box and
select a different type of section break, such as Continuous.
Page Setup (5 |mesal
@ Paper Layout
Section
Section start: Odd page
Suppress endrp
Headers and footer:
Different odd 3n{ Add page
[ pifferent first page
Header: |1.25cm =
From edge:
Footer: |1.25cm |5
e Click on the OK button to apply the change and close the dialog box.
¢ Re-click on the Show/Hide button within the ribbon so that hidden characters

within the document are no longer displayed.
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e Save your changes and close the document.

Deleting section breaks.

e Open a document called Sections 04.

e To see the section breaks, click on the Home tab and within the Paragraph
group click on the Show/Hide button. You will now see the section break
markers displayed.

@- L‘z‘ |+ Sections 03 [Compati
Home Insert Page Layout References Mailings Review View Add-Ins
=) Times NewRom ~ 12~ A A7 | Aa- B =iz - | EEEE (4] | T
Paste B 7 U ~abe x, x* ab vév =El=== -:_' {b,v_v

= o Format Fainter
Clipboard Fant Paragraph

e Click on the first section break within the document (displayed as a dotted
line).

Page-11

[Viruses{

L

b Section Break (Odd Page)

e Press the Del key to delete the selected section break.

e Re-click on the Show/Hide button within the Word toolbar so that hidden
characters within the document are no longer displayed.

e Save your changes and close the document.

Changing page orientation within sections.

e Open a document called Sections 05.

e Click on the Show / Hide button within the ribbon (in the Paragraph group
under the Home tab). As you can see this document contains section breaks.
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Page-19
"Viruses{
T
T
L
T
Tableof-Contents{
VIRUSES =+ 17
Computerviruse: = 37
C ¥Irus- tion-issues =+ Ey | ‘
Py INg-against-computer-virus-infecti -+ 37
What to-do-ifyoudiscoveravirusonyo w0 - 4
The-limitations-of antvi i 57
L) ction Break (Odd Page; ‘

e Re-click on the Show / Hide button so that the section breaks are no longer
visible.

e Scroll down the document and click within Page 3.

e Click on the Page Layout tab and within the Page Setup group click on the
Orientation button.

(w]| = |=

Home Insert Page Layout References Mailings R
B colors ~ J E lj Y= Breaks ~
= Fonts = b #3) Line Humbers -

Themes

Marging Orientation | Size Columns
- Effects - > - = o be~ Hyphenation -
Themes Page Setup ]

e From the drop-down list displayed select Landscape.

(W LR

Home Insert Page Layout References
Colors = Ly = "=k
= d= D # 35
Fonts = . HET
Orientation

Themes Margins Size  Columns

- [@]Effeds - S = - bR
Themes up

. Portrait
Navigation b

Search Document ¥

Landscape
= |00 | [E
= | 00 J I

e Your document will now look like this. As you can see the section in which
you clicked has been formatted to landscape while the rest of the document
remains in portrait orientation.
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Page-37

'

Computer- virusas]
+ Viruses-are-small-prog hathidet | si-your-disks{both diskettesand your-hard disk ), Unlessyou usevirus:

detectionsoftware ahe-first youk hatyoud " hen at-activates, Difl usesare-activated-
indifferentways. BEWARE : ¥irusescan destray all-your data.e

Page: 3ol & | Woids 855 | 3B T 1008 (-~
Py g e — =

e If you scroll up to the start of the document, which is in section one, this is still

displayed in portrait page orientation.
e Save your changes and close the document.

Changing page vertical alignment within sections.

e Open a document called Sections 06.
e The Table of Contents is contained within the first section of the document.
Click within the first page.

e Click on the Page Layout tab and within the Page Setup group click on the
More button which is displayed at the bottom right of the Page Setup group.

@ 90l
Home Insert] Page Layout References Mailings Reviex
j n Colars = Lyy Ij Y= Breaks ~
== Fonts = = 3 Line Numbers ~
Themes Margins Orientation Size Columns __ . Wal
= Effects - = = = > b~ Hyphenation =
Themes Page Setup
Mavigation > X |[] 3 |l Eahe g

e This will display the Page Setup dialog box. Select the Layout tab within the
dialog box. Click on the down arrow within the Vertical alignment section of
the dialog box. In this case select the Center option.
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Page Setup @

Margins | Paper Layout

Section

Section start: Odd page

]

Suppress endnotes
Headers and footers
Different odd and even
|| pifferent first page
Header: |1.25cm

From edge: =
Footer: |1.25am 5

Page

Vertical alignment: | Top

el
m
F1
fi]
=
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EN]
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Apply to: | This section |Z| [Lineﬂumbers... ] [ Borders. .. ]

Within the Apply to: section of the dialog box, make sure that This section is
selected.

Click on the OK button to close the dialog box and vertically align the text
within the section.

Press Ctrl+F2 to view in Print Preview. As you can see, only this section is
formatted to display text in the centre of the page. If you scroll through the
rest of the document you will see that the text is aligned normally.

Page 1

[AViruses ]

Table of Contents
Vi,

Close the Print Preview mode.
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e Save your changes and close the document.

Changing margins within sections.
e Open a document called Sections 07.
e Display the first page of the document.

e Click on the Page Layout tab and within the Page Setup group, click on the
More button which is displayed at the bottom right of the Page Setup group.

@. d =
Home Insert] Page Layout References Mailings Reviey
B colors ~ J By I'_' J ¥=) Breaks =
[A]Fonts - = j {3 Line Numbers -

Themes Margins Orientation Size Columns Wal
. ffects ~ - - - - be~ Hyphenation ~
Theme Page Setup
Mavigation v % |[d] 31 rhhd e

e This will display the Page Setup dialog box. Select the Margins tab within
the dialog box.

Page Setup (-2 [l

Paper Layout

Margins

Top: 2.54cm Bottom: 2.54cm

k=]

Le

&

3.17cm Right: 3.17cm

L CARIE AN

Gutter: 0cm Gutter position: Left IZ|

Crientation

(=)

Portrait Landscape

Pages

Multiple pages: Mormal |Z|

Preview

1=

‘Appl}g to: | This section

Set As Default [ oK ] | Cancel |

e Make changes to the top, bottom, left and right margin spacing.

e Make sure that within the Apply to section of the dialog box the This section
option is selected.

e Click on the OK button to close the dialog box and apply the different margin
sizes to just the first section within the document.

e Save your changes and close the document.
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Headers & Footers

Applying different headers and footers to sections.

e Open a document called Headers and footers 01.
e Double click at the top of the document within the header area.

Table of Contents
SECURITY ISSUES

IDENTITY/ AUTHENTICATION.
Computer logon user name (ID) and password.
Password polici

DATA SECURITY.

Ll b b e

e This will display the Header and Footer ribbon and move the insertion point
to the header area.

Header -Section 1- 5ecurity Issues

Table of Contents

e Type in the following header:

Security Issues

Security Issues

| | Header -Section 1- secu rity Issues

Table of Contents

e To move to the header within the next section of the document click on the
Next button within the Header and Footer ribbon.
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@“ H -3 |- Headers and footers 01 [Compatibility Mode] - Microseft Worc
Home Insert Page Layout References Mailings Review View
= = = I_'_ﬂ Previous
= = = 1 A
DD f'T.Next
Header Footer Page Date Quick Picture Clip Got Go to
~ ~ Mumber~ | &.Time Parts~ Art Header Footer =7
Header & Footer Insert I‘lawgatmn

This will display the header area for the second section within the document.
Notice the section label to the left, telling you which section you are in.

To the right is displayed the message 'Same as previous'. By default when
inserting a header or footer into a multi-section document, a single header or
footer is used for the entire document.

Security Issues

Header -Section 2- | Same as Previous

| Identity/Authentication

Computer logon user name (ID) and password.

+ Passwords:
If your computer has a password that prevents other users from

arcaccina it than dn NOT Aive thic nacocwnrd tn anvhadw slea Mo nnt

To insert a different header within section two (and for all following sections);
click on the Link to Previous button within the Header and Footer ribbon.

W9~ U= Headers and footers 01 [Compatibility Mode] - Microsoft Word

Home Insert Page Layout References Mailings Review View

= 3 ] . ElE E 5, Previous b
=] g = i

= — - Ty, Mext [}

&

fHilf
El“lll
Al

Header Footer Page Date Quick Picture Clip Goto Goto EE} :
- ~  Mumber~ | &Time Parts~ Art Header Footef |5 Link to Previous
Header & Footer Insert Mavigation

You will notice that the Same as Previous message is no longer displayed.

Security Issues

| Header -Section 2- |

Type in the following header:

Chapter One - Identity Authentication
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Chapter One - Identity Authentication|

Header -Section 2-

e Click on the Next button within the Header and Footer ribbon to display the
header and footer area for the next section within the document.

e Click on the Link to Previous button within the Header and Footer ribbon
and the Same as Previous message is no longer displayed.

e Type in the next header text:

Data Security

Data Security

Header -Section 3-

| Data Securitv |

e Click on the Next button within the Header and Footer ribbon to display the
header and footer area for the next section within the document.

e Click on the Link to Previous button within the Header and Footer ribbon
and the Same as Previous message is no longer displayed.

e Type in the next header text:

Viruses

e Double click within the body text of the document to close the Header and
Footer ribbon.

e Display the first page of the document and then scroll through the document
and you will see that different sections display different headers.

NOTE: You can repeat the entire process to create footers that are different of
each section. To do this double click in the footer area at the bottom of a
page which will display the Header and Footer ribbon. You can use exactly
the same techniques that you use for creating headers.

e Save your changes and close the document.

Applying different headers and footers to the first page.

e Open a document called Headers and footers 02.

e This document has a header applied to it, which is displayed on every page,
including the first page.
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Computer Security

Security Issues

Table of Contents
SECURITY ISSUES 1

IDENTIT ¥/ AUTHENTICATION
Computer logon user name (ID) and password
Fassword policie.

DAT4 SECURITY
O sife back
Why do pou need fo backup pour compufer 7.
O ganising your computer for more efficient backups

)

Complefe vs. ine backps
What 15 a firewall 7
Diafa fheft issue
WIRUSES
Clompuifer viruse.

noLy b b Mg b b bo b b

e Double click within the header area. Click on the Different First Page
checkbox located within the Options group under the Design tab.

@' H9-0|+ Headers and footers 02 [Compatibility Mode] - Microsoft Word eader & i
Home Insert Page Layout References Mailings Review View Add-Ins Design

j j j &t - El=l il _'I_Z; Previous J| Different First Page jt He:
= T = N
= = =2 =] 4] HE B 5T}, Next Different Odd & Even Pages | =3+ Foc
Header Footer Page Date Quick Picture Clip Goto
- *  Mumber=  &Time Parts~ Art Footer /I Show Document Text 5] Inse
Header & Footer Insert Mavigation Options

e The original header will no longer be displayed at the top of the first page. If
you scroll through the document you will find that all the other pages still
display the header.

e Enter a new header for the first page, such as your name.

NOTE: You do not have to have any text on the header on the first page.
Often the header is left blank to improve the appearance of the first page of a
document.

e Add today's date as the first page footer.

e Scroll through your document and as you can see the front page has a
different header and footer than the rest of the document.

e Save your changes and close the document.

Applying different headers and footers to odd and even pages.

e Open a document called Headers and footers 03.

e This document is made up of a single section and has the same header on
each page called Computer Security. Scroll through the document so that
you can verify that each page has the same header and footer.

e Double click within the header area. Click on the Different Odd & Even
Pages checkbox located within the Options group under the Design tab.
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@“ =943 Headers and footers 03 [Compatibility Mode] - Microsoft Word Header & Footer Tog
Haome Insert Page Layout References Mailings Review View Add-Ins Design
=a (=8 @ ElEl J 5y Previous [C] Different First Page &
= = E _ - D_E' h = [, Next l Different Odd & Even Pages |
et PO Number= | &Time partse | AR | Header Footer $Linkto Previous | [§] Show Document Tex E
Header & Footer Insert Mavigation Options

¢ If necessary display the header area on page 1 of the document.

e Click within the text Computer Security, click on the Home tab and click on
the Align Text Right button within the Paragraph group.

@“ H -9 |- Headers and footers 03 [Compatibility Mode] - Microsoft Werd Heads
Home Insert Page Layout References Mailings Review View Add-Ins
=] 4 Cut P o . o
j Arial *12 v A A" | Aav | B Z-iZ -t EE 4
B 53 Copy
Paste - 2 abr . A == . = .
- JFormatPainter £ I LS — == % = Q
Clipboard [ Font I Paragraph [

e Your document will now look like this.

Computer Security

LAl Security Issues

Table of Contents

e Click on the Design tab and within the Navigation group click on the Next

button.
@' Q -3 |- Headers and footers 03 [Compatibility Mode] - Microsoft Word Header & Footer.Tools
Home Insert Page Layout References Mailings Review View Add-Ins Design
=h =h ElE J' 5, Previous [ Different First Page =+ Hea
= = € He = Different Odd & Even Pages | [ Foot
Header Footer Page Date Quick Picture Clip Goto Gotd —
- *  Number~ | &Time Parts~ Art Header Footer & Linkto Previous Show Document Text |ﬁ Inser
Header & Footer Insert Mavigation Cptions

e Enter a header for the second page. Type in the word Computer Security.
Add bold formatting, use the Arial font and make sure that the text is aligned

to the left.

Computer Security

| Even Page Header | may have accessrights to print to only certain, specified printers and
) you may be able to access only certain data held on the network.
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Double click within the main part of the document.

Scroll through the document and you will see that even though we have
chosen to use the same text for odd and even headers, that text is aligned
differently on odd and even pages.

NOTE: You can use the same techniques to apply different odd and even
footers to a document.

Save your changes and close the document.
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Watermarks

Adding a pre-defined watermark.

e Open a document called Watermark Predefined.

e Click on the Page Layout tab and within the Page Background group, click
on the Watermark button.

w = |+ Watermark Prec
Home Insert Page Layout References Mailings Review View Add-Ins
Calors - Ly 3 i W= Breaks ~ I
5 g =N s

Fonts - . #A Line Numbers ~
Themes Margins Orientation Size Columns Watermark || Page  Page
= Effects - e = = - b Hyphenation - - Color - Borders
Themes Page Setup Page Background

e This will display a drop-down menu from which you can select a predefined
watermark. If you use scroll bars you can scroll down to see more
watermarks displayed.

Documentl - Microsoft Word

Review View Add-Ins

Py Indent Spacing
BN
5T EE Lefh:

= 0cm . I: Before: O pt :

Watermark| Fage Page . o = .

d - Color~ Borders | % Right: 0cm 4= Afterr 10 pt -

Confidential &
COMNFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY 1

DO NOT COPY 2 -

More Watermarks from Office.com

A Custom Watermark...

y

&% Remove Watermark

e Click on one of the watermarks, such as CONFIDENTIAL 1 to insertit. You
will see the watermark displayed behind any text or pictures.
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uwurk. For instance, when you type in words via the keyboard, the
softwareis responsible for displaying the correctletters, in the correct
place on the screen. Software is held either on your computer’s hard
disk, CD, DVD or on a floppy disk and is loaded (i.e. copied) from the
disk into the computers RAM (Random Access Memory), as and when
required.

What is an operating system?

e The operating system is a special type of program that loads
automatically when you start your computer. The operating system
allows you to use the advanced features of a modern computer without
having to learn all the details of how the hardware works. There are a
number of different types of operating system in common use. The IBM

e Save your changes and close the document.

Adding a custom text watermark.

e Open a document called Watermark 01.

e Click on the Page Layout tab and within the Page Background group, click
on the Watermark button.

@I = |= Watermark Prec
Home Insert Page Layout References Mailings Review View Add-Ins

B colors - LYY T Y= Breaks - j j j
A
Fants = 'j lj §f_1 Line Mumbers = J

Themes Margins Orientation Size Columns Watermark | Page Page
- . Effects = - - - - b~ Hyphenation = - Folor = Borders
Themes Page Setup Page Background

e From the drop-down list displayed click on Custom Watermark.

j E j Indent Spacing
- 5 Left: *< Before: 0 pt

0cm

Ar 4k
Ar 4k

Watermark| Page Page . =
- Color = Borders Right: 0 cm 4= After: 10 pt
‘Confidential &
CONFIDENTIAL1 CONFIDENTIAL 2 DO NOT COPY L
DO NOT COPY 2 -

More Watermarks from Office.com 4

A Custom Watermark...

3

ove Wi
Uk Bemove Watermark

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert Page 64

e This will display the Printed Watermark dialog box. Click on the Text
Watermark button.

Printed Watermark @

) Mo watermark

() Picture watermark

Scale: Auto Washout

Language: E;.glish {Australia) EI
Text: ASAP -]
Font: Times Mew Roman El
Size: Auto |E|
Color: |E| Semitransparent
Layout: (@ Diagonal () Horizontal

[ Apply ] [ oK ] [ Cancel ]

e Within the Text area enter your watermark text, such as the words First

Draft.
e \Within the Font area click on the down arrow and select a different font such
as Arial.
Printed Watermark @

) Mo watermark
() Picture watermark

Scale: Auto Washout
(@ Text watermark

Language: | English {Australia) E‘
Text: First Draft |Z|
Font: Arial E
Size: Auto E
Color: E Semitransparent
Layout: (@ Diagonal (7 Horizontal

[ Apply l [ 0K ] [ Cancel ]

e \Within the Color section click on the down arrow and select a different
colour.
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Printed Watermark 7 | ==

) No watermark

) Picture watermark

Scale: Auto Washout
@ Textwatermark

Language: |English {Australia)

EN|EN|EY

Text: First Draft

Font: Arial

Size: Auto El

Color: E] Semitransparent
Layout: B Automatic

Theme Colors K
H EEEENR

Standard Colors
HE EEEEN

i More Colars...

e Click on the OK button and the watermark will be applied to the document.
e Save your changes and close the document.

Removing a watermark.

e Open a document called Watermark 02.

e Click on the Page Layout tab and within the Page Background group, click
on the Watermark button.

@. = |+ Watermark Prec
Home Insert Page Layout References Mailings Review View Add-Ins
— 1=l

n Colors ~ By V= Breaks = P
B DEZ 4 @0
Faonts = #ALine Numbers -
Themes — Margins Orientation Size Columns __ ) Watermark | Page Page
- Effects = - - - - b~ Hyphenation - - Falor = Borders
Themes Page Setup Page Background

e From the drop-down list displayed click on Remove Watermark.
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Pt Indent Spacing
< R ;
j j J 5 Left: O em +=

Before: 2 pt
Watermark| Page Page

4F 4F

=
¥Z after 2pt

B i 4

- Color = Borders | 2 Right: 0 cm
Confidential
CONFIDEMNTIAL 1 COMNFIDENTIAL 2 DO NOT COPY 1

DO NOT COPY 2 ||
More Watermarks from Office.com .
A Custom Watermark...

|_-3\ Remove Watermark ‘

The watermark will now be removed.
Save your changes and close the document.

Modifying a text watermark.

Open a document called Watermark 03.

Click on the Page Layout tab and within the Page Background group, click
on the Watermark button.

@. = |+ Watermark Prec
Home Insert Page Layout References Mailings Review View Add-Ins
— 1=l

Calors = Cy3 b=, Breaks ~
. SN ERER- 4 @ 0
Fonts = A #F Line Numbers ~
Themes Margins Orientation Size Columns Watermark | Page  Page
- [O]Effecs - = - = + b Hyphenation ~ - f-olor = Borders
Themes Page Setup Page Background

From the drop-down list displayed click on Custom Watermark.
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P Indent Spacing
Al @ 1 % -
J £S5 Lleft: Dem $Z Before: O pt

TN
Flar 4

Watermark| Page Page . =
- Color~ Borders | =% Right: 0 cm y= After. 10 pt
Confidential
COMNFIDENTIAL 1 COMFIDENTIAL 2 DO NOT COPYL

DO NOT COPY 2

More Watermarks from Office.com

A Custom Watermark...

_:'n Bemove Watermark

e This will display the Printed Watermark dialog box. You can modify any of
the properties listed. For instance within the layout section of the dialog box

click on the Horizontal button.

Printed Watermark @

No watermark
Picture watermark

Scale: Auto Washout

o
Language: |English (Australia) E‘
Text: SAMPLE [~]
Font: Arial E

Size: Auto E

E | Semitransparent

Cancel

Color:

Layout: @ Diagonal Horizontal |

e Experiment with modifying these options.
e Click on the OK button to close the dialog box.
e Save your changes and close the document.

Adding a picture watermark.

e Open a document called Watermark 04.
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e Click on the Page Layout tab and within the Page Background group, click
on the Watermark button.

@“ = |= Watermark Prec
Home Insert Page Layout References Mailings Review View Add-Ins
j E Colars ~ |:| |TB. I'j' ¥= Breaks - j &‘j ]
[A]Fonts - = #ELine Numbers -
Themes Margins Orientation Size Columns ae . Watermark | Page  Page
@ Effects - - - - be~ Hyphenation - - Folor = Borders
Themes Page Setup P Page Background

e From the drop-down displayed click on Custom Watermark.

j {;}’j ] Indent Spacing
‘EE Left:  O«¢m x: Before: 0 pt

Watermark| Page Page .
- Color~ Borders | 5% Right: 0 cm

A A

¥Z After 10 pt

Blav 4

# | | Confidential

CONFIDENTIAL 1 COMNFIDENTIAL 2 DO NOT COPY 1
DO NOT COPY 2 -
More Watermarks from Office.com r
A Custom Watermark...
& Bemove Watermark
A

|
-

e This will display the Printed Watermark dialog box.
e Click on the Picture watermark button.

Printed Watermark IEI

(7 Mo watermark

E
Select Picture. ..
Scale: Auto E Washout

() Text watermark

Language: |English (Australia)

Text: ASAP

Font: Times New Roman

Size: Auto

Color: Automatic Semitransparent
Layout: (@ Diagonal Horizontal

Cancel
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e Click on the Select Picture button. This will display the Insert Picture dialog
box, which by default displays the contents of the My Pictures folder.

@ Insert Picture IEI
-
b Libraries » Pictures » - Search Pictures

O 2> Lo » Loy [ Seorn 2]
Organize » New folder = ~ [ @
(W] Microsoft Word —  Pictures library Arange by: Folder

Includes: 2 locations
¢ Favorites
o Libraries i
[T Music
ictures ample Pictures
Pi Sample Pi
EE Videos
ﬁa- Homegroup
18 Computer
& Local Disk(C)  ~
File name: - [AII Pictures v]
Tools - [ Inzert Iv] ’ Cancel ]
e Click on the Documents button.

@ Insert Picture IEI
—,

@Uv|@ » Libraries » Documents » - |¢,|| Search Documents »|
Organize « New folder =« [l @
(W] Microsoft Word  — Documents library ) _

) Arrange by:  Folder =
Includes: 2 locations
W Favorites Mame Date maodified Type -
By Libraries E | Adobe 22/01/201011:24 ... File folder
@ Docurments . Bluetooth Exchange Folder 22/01/2010 3:41 PM File folder
J’ Music . Downloads 19/02/2010 213 PM File folder
(i Pictures . KEEP 21/04/2010 1:52 PM File folder =
B Videos TN . microsoft 15/08/200912:58 ...  File folder
. My Call Graphs 1/02/2010 8:37 PM  File folder
& Homegroup My Data Sources 24/03/2010 9:01 AM  File folder
. OneMote Motebooks 17/03/2010 11:04 ... File folder
/% Computer | | Word 2010 Expert Course 25/04/2010 1:21 PM  File folder
E_f Local Disk (G} = 4| — 1 = T”“”_'H o
File name: - [AII Pictures v]
Tools - [ Insert Iv] ’ Cancel ]

e Select the folder containing your sample files for this course, called:
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Word 2010 Expert Course

e Select a file called Cheltenham.

@ Insert Picture @
@Qv| <« Documents » Word 2010 Expert Course » - |‘¢| | Search Word 2010 Expert Course O |
Organize » New folder == + [ I@I

(W] Microsoft Word —  Documents library ) ,
) Arrange by:  Folder ~
Word 2010 Expert Course
#{ Favorites Marme : Date modified Type
) [T £ . Master Documents 19/04,/2010 3:50 PM  File folder
- Libraries
j D |l,r Cheltenham 1/06/2009 7:34 PM  HPTSMSMVP.JPG
£ Documents
cJ" Music B City 1/06/2009 7:40 PM HPTSMSMVP.JPG
(& Pictures i B Hills 4/08/2004 7:00 PM  HPTSMSMVP.JPG
EE Videos
-)03- Homegroup
1M Computer
ﬂ_‘:. Local Disk (C:) = 4| LI} | }
File name: Cheltenham - [AIIPictures v]

Tools - [ Inzert |v] ’ Cancel ]

e Click on the Insert button. The dialog box will now look like this.

Printed Watermark @

) No watermark
@ Picture watermark

Select Picture... | <:\...\Word 2010 Expert Coursel\Cheltenham.jpg

Scale: buto |Z| Washout
() Text watermark
Language: |English {Australia)
Text ASAP
Font: Times New Roman
Size: Auto
Color: Automatic Semitransparent
Layout: (@ Diagonal Horizontal

e ][ ][ e ]

e Click on the Apply button then close the dialog box and insert the watermark.
You will now see the watermark displayed on each page of your document.

e Save your changes and close the document.
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Tables.

Table styles.

Open a document called Table Styles.
Click within the table.

Click on the Design tab and you'll see a number of styles that you can use to
format the table.

@l

= LN

1

Table Styles [Compatibility Mode] - Microsoft Word

Home Insert Page Layout References Mailings Review View Add-Ins Design Layout
4 Header Row L st Column | E==f === = E- T——— === mE==n
¥ Total Row ¥ Last Column === | 9222 BE==== =fF-== ---- |E---- |EZ=:=:
/| Banded Rows [¥] Banded Columns ] - TTTrT VTV =/ BB/

Table Style Options Table Styles

If you click on the More button you will see further style options displayed.

TIP: The More button is displayed at the bottom right of the Table Styles

group.

@' = = Table Styles [Compatibility Mode] - Micresoft Werd

Home Insert Page Layout References Mailings Review View Add-Ins Design Layout
J| Header Row  [¥| First Column Plain Tables
J| Total Row J| Last Column P I
/| Banded Rows [¥| Banded Columns i o

Table Style Options E—
Mavigation - X _ m
Search Document R~ | — E E E E E E E E E E
=|88 B | p—— e E— e——— -
This document does not - N = -
contain headings. B
To create navigation tabs, S e e N e o e o D D Y iy e o o
create headings in your N — EEEEE o i o i p o o ~I=r=r=r=
document by applying - 5
Heading 5tyles. |~ === =T=T=1=]= el - - - — — [ eT———— E
| EEEEE HHHH FEEEE ﬁ pp—— %
O EEEEE EEEEE EEEEE EEEEE E===3 2
O | e =
= | == cooo | B
| E=E=—2 | B2 BEEmams Co——1| CEEEE EEEEE =——=—===
n = e
m
©| |BEE  Modify Table Style...
= tﬁﬂ Clear
—-| | MewTable Style...
=

Experiment with applying different styles to your table.
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When you have finished experimenting save your changes and close the
Word document.

Merging cells within a table.

Open a document called Merging cells.

Select the cells that you wish to merge to make a single cell (in this case the
first two cells, as illustrated).

Sales Jan Feb March
North . 1894 8,342 8458
South i 8,823 2,324 9,583
East P 7.378 2342 9,823
West i 2382 3.273 4374

Click on the Layout tab and within the Merge group, click on the Merge Cells
button.

@- [ o= Merging cells [Compatibility Mode] - Microsoft Word
Home Insert Page Layout References Mailings Review View Add-Ins Design Layout
Fe L W iz A "
cE A ESEEAESE g
Select  View Properties  Delete | Insert Insert Insert Insert [ Merge [Spiit  Split | AutoFit | 4] Height 074 em = HHC
s Gridlines w7 Above Below Left Right Cells | |Cells Table s -
Table Rows & Columns lerge Cell Size

The first two cells will now have merged, as illustrated.

Sales Jan Feb March
North 2.894 8,342 8,458
South |,/ 8823|2324 9583
East Wy 7,378 2,342 9,823
West i 2382 3.273 4374

Repeat this process for merging the cell containing the word North and the
cell immediately to the right of it. Your screen will now look like this.
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Sales Jan Feb March
North 2,894 8,342 8 458
-'.',‘ll"J
South 7 8,823 2324 9,583

filr
East s 7,378 2,342 9,823

file
West & 2,382 3273 4374

e Repeat this process for merging the cell containing the word South and the
cell immediately to the right of it, but this time try using a slightly easier
method. Right-click over the two selected cells and from the pop-up menu

displayed, select the Merge Cells command.

éouth

East

West

é
ER
e

Cut
Copy
Paste Options:

=

Insert
Delete Cells...
Select

|
2,324

9,583

2,342

9,823

3273

4374

Merge Cells

EBorders and Shading...
Text Direction...

Cell Alignment
AutoFit

Table Properties...

e Repeat this procedure and apply it to the East and the West regions.

Sales Jan Feb March
North 2,894 8,342 8,458
;_'.hr}

South 8823 2324 9,583
;".hr/

East 7,378 2,342 9,823
.'.'.\hr‘J

West 2,382 3,273 4,374
".'v'.'}

e Save your changes and close the document.
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Splitting cells within a table.

Open a document called Splitting cells.

Click on the cell you wish to split, in this case click on the cell containing the
word January.

Right click and from the pop-up menu displayed, select the Split Cells
command.

Sales Jan! [, Paste Options: Y March
=
North 2,89 Insert 3 8'458
South 8582 Delete Cells.., 9,583
= Select .
East ?,: ; are— 9,823
Weslt 2'”” Ll EBorders and Shading... 473?4

A Text Direction...

This will display the Split Cells dialog box.

[ Split Cells =

Mumber of columns: |2

Mumber of rows: 1

Mar - hefor mlit
vierge Celis DeTare spit

=

[ Ok ] | Cancel |

Click on the OK button and the cell will be split as illustrated.

Sales | January February March
North | 2894 8,342 8,458
South | 8.823 2,324 9583
East 7.378 2,342 9823
West | 2,382 3,273 4374

NOTE: You can control how to split the cell, by adjusting the number of
columns and number of rows within the dialog box. For instance if you wish to
split the cell into two cells, one above the other, you would set the Number of
Columns to 1 and the Number of Rows to 2.

Repeat this procedure for the cells containing the words February and
March.

Once you have finished, copy the pie chart into each of the new empty cells.
Your table should now look like this.
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Sales January 6 February 6 March 6

North | 2894 8,342 8,458
South | 8573 2324 0,583
East | 7378 2.342 9,823
West | 2.352 3.273 4374

TIP: You may have to format the text in the top row to use a smaller font, so
that months fit within the cells.

e Save your changes and close the document.

Modifying cell alignment.

e Open a document called Cell alignment.

e To align the cell contents, first select the entire table by clicking within the first
cell and while keeping the mouse button pressed drag to the last cell within
the table. Release the mouse button and all the cells will remain selected.

e Right click over the selected table and a pop-up menu is displayed. Move the
mouse to the Cell Alignment command and a sub-menu is displayed
allowing you to control both vertical and horizontal cell alignment.

One Two [ Thraa
4 Cut
Four Five ﬂ £opy .
[ Paste Options:
Seven Eight -
Inzert
A Delete Table
i Merge Cells
:E Distribute Rows Evenly
'I,' Distribute Columns Evenly
j DCirawy Table
[ EBorders and Shading...
Cell Alignment » EIE E
AutoFit - ===
ﬂ Insert Caption... ==l
=

Table Properties...

e Click on the Align Center option and the table will now look something like
this.
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One Two Three
Four Five Six
Seven Eight Nine

e Experiment with applying some of the other alignment options.

i el Nigﬂment h| ........
. == =
AukoFik »
=| |= ﬂ
Zapkion...
Table Properties. .. - = =

e Save your changes and close the document.

Modifying cell margins.
e Open a document called Cell Margins.

e To modify the cell margins for all the cells, first select the table.

e Click on the Layout tab and within the Alignment group click on the Cell
Margins button.

Design Layout
L == = — F—F = Fid »
Fwidth: 502ecm 3 HF Distribute Rows Sij= 3 A—' [ | %l ;jl EE= jr
= - m Text Cell Sort R t C rt F |
Height: 1.25¢cm = Distribute Columns e € 0 epea ~ROVERL Do
J - . - ::J =l ::| Directior] Margins Header Rows to Text
Cell S_i:e —h-;l_nn'-—;n-‘. Data

e This will display the Table Options dialog box.

rTabIe Options @

Default cell margins

Top: 0cm = Left: |0.19cm =
Bottom: |0 cm | Right: |0.19cm =
Default cell spacing
Allow spacing between cells 0 cm

Options
| Automatically resize to fit contents
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e Experiment with increasing the Top, Bottom, Left and Right margins and
click on the OK button to apply your changes. Look what happens to the text

within each cell when you close the dialog box.
Save your changes and close the document.

([ ]
Modifying text direction within cells.
Open a document called Text direction.

Select the first row within the table.
Click on the Layout tab and within the Alignment group click on the Text

Direction button.

ns Design Layout
A iop _:| A=t | [ A = Fi '
< | Hi pistribute Rows Ay ' Be _——
: — Zv @ BE= Jx
Text Cell Sort Repeat Convert Formula
Header Rows to Text

Direction Margins
Data

Alignment

=7 Width: 502 cm

4] Height: 1.25em T H Distribute Columns

Cell Size

The selected cells will now look like this.

saul],

augy
oM,

Six

Four Five
Nine

Eight

Seven

Click on the Text Direction button once more and the selected cells will now

look like this.
5 i =
Four Five Six
Seven Eight Nine

Click on the Text Direction button once more and the selected cells will now

[ ]
look like this.
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One Two Three
Four Five Six
Seven Eight Nine

e As you can see clicking on the text direction button toggles between three
different text directions.

e Click on the Text Direction button once more so that the text is displayed
vertically.

e Save your changes and close the document.

e Open a document called Top row header.

e Scroll down the document and you will see that when you view the second
page, no row header is displayed, making it hard to understand the
information on the second page.

e Select the top row of the table.

Part Number | Northern Southern Eastern Western
Region Sales | Region Sales | Region Sales | Region Sales

1001 243 231 654

1002 654 231 223 235

1003 765 432 325 654

1004 23 432 231 234

1005 245 101 432 231

e Click on the Layout tab and within the Data group click on the Repeat
Header Rows button.

Design Layout
E- = = :: S 'F"-Li
vidth: 301 em 5| 7 Distribute Rows J858 A3 Ll }‘l 23 = ft’
jidin . Text Cell Sort R t r rt-F |
deight: 098 cm 2 Distribute Columns £ = 0 epea fonvert Formula
- - = = ﬁ Direction Margins Header Rows o Text

Cell Size Alignment Data

e If you now scroll down the document you will see that the header row is
displayed across the top of the table on the second page.
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Part Number | Northem Southemn Eastem Westem
chinn Sales chinn Sales chir\n Sales P‘aginn Sales

1047 124 101 432 7

1048 432 232 234 324

1049 234 123 325 231

1050 231 33 231 432

1051 223 21 432 432

1052 325 7 432 101

1053 321 324 101 232

1054 234 432 232 123

e Save your changes and close the document.

Controlling row breaking across pages.

e Open a document called Row breaking.

e If you scroll down to the bottom of the page you will see that the row
containing information relating to 'Protecting against computer virus
infection' breaks at the bottom of page one and is continued at the top of
page two.

+ Make sure that the password is long enough, contains a
random mixture of numbers and letters, and that the
passwords are changed on a regular basis.

+ There are many examples, where people have used
passwords that relate to something personal, such
as a partner’s first name, the dog's or cat's name,
etc. For a determined, serious computer hacker,

these are easy to guess. If you have a system,
where lots of different passwords are required to
access the system, then security often breaks down
and computer users will sometimes keep a list of
these passwords in their disk. This defeats the

e Click within the cell at the bottom of page 1.
e Click on the Layout tab and within the Table group click on the Properties

box.
@' = |+ Row breaking [Compatibility Mode] - Microsoft Word
Home Insert Page Layout References Mailings Review View Add-Ins Design| Layout
= i s N
N EIEEEEEE EEEED o
Select  View | Properties | Delete | Insert Insert Insert Insert Split  Split | AutoFit | 3] Height: 1421em = | T pi
v Gridline 2 Above Below Left Right Cells  Table = -

Table Rows & Columns Merge Cell Size
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e This will display the Table Properties dialog box. Make sure that the Row
tab is selected.

Table Properties @
Table Row Column Cell Alt Text
Row 3:
Size
Specify height:  |0cm —| Row heightis: |Atleast
Options

| {Allow row to break across pages!

r

Repeat as header row at the top of each page

|‘ Previous Row | |v MNext Row |

e By default the option called Allow row to break across pages is active.
Remove the tick in this check box and click on the OK button to close the
dialog box.

e Scroll down the document and you will find that rows no longer break across
pages, instead of being split across a page the row is forced to display at the
top of the next page.

NOTE: To set the table back to breaking rows across pages you would re-
open the Table Properties dialog box and click on the Allow row to break
across pages option.

e Save your changes and close the document.

Performing a single column sort.

e Open a word document called Sorting.
e Click within the table.
e Click on the Layout tab and within the Data group click on the Sort button.

15 Design Layout
e = [S]= = il »
SiWidth: 384 em *  H7F Distribute Rows 5= A—» [ | %l ig Y
B HEE — &
1[| Height: 0.48cm - [ Distribute Columns === D.TEC’?. MLEl! sort £ EDT? Formula
= = == IFrection mMargins o e
Cell Size Alignment Data

e This will display the Sort dialog box.
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Sof B
Sort by
Regional Sales [] Type: |Text E @ Ascending
Using: |Paragraphs |Z| () Descending
Then by
|Z| Type: |Text IZI @ Ascending
Using: |Paragraphs |E| () Descending
Then by
Type: |Text i@ Ascending
Using: |Paragraphs Descending
My list has
@ Header row (") Mo header row
Cptions... [ QK ] [ Cancel ]

e The Sort By section of the dialog box allows you to set which value you will
sort by. By default as you can see Regional Sales is selected. Click on the
down arrow next to Regional Sales and from the drop down list displayed
select Value Of Sales.

. =
Sort by
Value of Sales EI Type: | Mumber IEI (@) Ascending
— “ | |Using: |Paragraphs |E| {2 Descending
TH
_||Type: |Text IEI @) Ascending
Using: |Paragraphs |E| {2 Descending
Then by
Type: |Text @ Ascending
Using: |Paragraphs Descending
My list has
@ Header row () No header row
[ 0K ] [ Cancel ]

e You can set the sort order to be Ascending or Descending using the buttons
towards the right of the dialog box. In this case select the Descending
option. Your dialog box should now look like this.
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Sort
Sort by
Value of Sales |Z| Type: | Mumber |z|
Using: |Paragraphs |Z|
Then by
|Z| Type: | Text |z| @ Ascending
Using: Paragraphs |Z| D Descending
Then by
Type: |Text 3) Ascending
Using: |Paragraphs By
My list has
@) Header row () No header row
QOptions... [ OK ] I Cancel ‘

e Click on the OK button and the Value of Sales will be displayed in
descending order as illustrated.

Regional Sales Value of Sales
West 8
North 7
South 3
East 2

e Re-open the Sort dialog box and modify the sort so that the value of sales is
listed in Ascending order. When you close your dialog box the data will then
look like this.

Regional Sales Value of Sales
East 2
South 3
North 7
West 8

e Re-open the Sort dialog box and modify to sort by Regional Sales in
Ascending order.

Sort
Sort by
Regional Sales |z| Type: | Text F H
Using: |Paragraphs El ) Descending
Then by
|E| Type: | Text El @ Ascending
Using: Paragraphs El Ellliescakig
Then by
Type: |Text 2) Ascending
Using: |Paragraphs Hmmrg
My list has
@ Header row () Mo header row
W OK l I Cancel
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e When you close the dialog box the data will now look like this.

Regional Sales Value of Sales
East 2
North 7
South 3
West 8

e Save your changes and close the document.

Multilevel sorting.

e Open a document called Multi level sorting.
e Click within the table.
e Click on the Layout tab and within the Data group click on the Sort button.

15 Dresign Layout
. = ,_: =] — (o] ]
= width: 384ecm 3 ¥ Distribute Rows Sl & J %l = j’f
oy ol Text 1l Sort C rt F I
1|| Height: 0.48 & Distribute Col e Ce o f Conve ormula
1l weig sl | ol B =l =l = pirection Margins : to Text
Cell Size Alignment | Data
e This will display the Sort dialog box.
Sor =
Sort by
Part-code |Z| Type: |Mumber |Z| @ Ascending
D di
Using: |Paragraphs |Z| =escendng
Then by
|Z| Type: |Text |Z| @) Ascending
D di
Using: |Paragraphs |Z| estendng
Then by
Type: |Text Ascending
Descendi
Using: |Paragraphs estendng
My list has
@ Header row Mo header row
Options... [ oK ] | Cancel |

e Click on the down arrow within the Sort By section and select Country.
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Sort
Sort by
Part-code B Type:
Part-clode | Using:
Th Mo of sales
_ | Type:
Using:
Then by
Type:
Using:
My list has
@ Header row () No header row
Options...

Mumber

Faragraphs

Text

Paragraphs

Text

Paragraphs

()
|E| @ Ascending

_) Descending

@ Ascending

EIE] ]

_) Descending

2) Ascending

Descending

CK

==

e Click on the down arrow next to the Then By section and select Number of
Sales. Within the Then By section, click on the Descending button. The
dialog box should now look like this.

Sort
Sort by
Country |z| Type:
Using:
[Then by
No of sales |Z| Type:
Using:
Then by
E Type:
Using:
My list has
@ Header row () No header row

Text

Paragraphs

Number

Paragraphs

Text

Paragraphs

==
E| @ Ascending

_) Descending

[«]

Cire
E1ld

E| @) Ascending
[=]

_) Descending

[

CK

][ Cancel J

e Click on the OK button and your data will now look like this.

Part-code Country No of sales
100009 Australia 7
100010 Australia 2
100013 Egvpt 6
100012 Egvpt 2
100002 Ireland 7
100015 Ireland 7
100014 Ireland 2
100005 South Africa 9
100004 South Africa 6
100003 South Africa 2
100008 UAE 3
100006 UK 3
100001 UK 4
100011 UK 4
100007 UK 2

e As you can see, the data has initially been sorted by Country and then the

sales of each item within a country, are listed in descending order.
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e Save your changes and close the document.

Converting delimited text to a table.

e Open a document called Delimited text.
e Select the tabbed text that you wish to convert to a table.

NOTE: Be sure to select only the exact text that you wish to convert to a
table, as illustrated below.

Sales Persons January February March
Dave 6

Lou 3 3 8

Rob 2 8 4
Rose 9 4 8

e Click on the Insert tab and within the Tables group click on the Table icon.
Select the Convert Text To Table command.

(w]| =l =

Home Insert Page Layout References
=l EE [T
NN EE SR =

Cover Elank Page Table Picture Clip Shapes SmartArt

Page~ Page Break = Art ©
Pages Insert Table ions
Navigation
Search Document
= | oo
= | om J

This document does t
contain headings.

To create navigation |
create headings in ya
document by applyin
Heading Styles,

Insert Table...
Draw Table

Convert Text to Table...

Excel Spreadsheet

O T

Cuick Tables

e This will display the Convert Text To Table dialog box.
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[ Convert Text to Table @

Table size

41k

Mumber of columns: 4

iz E s

[53]

AutoFit behavior
@ Fixed column width: | Auto

L 1L

AutoFit to contents
AutoFit to window

Separate text at
Paragraphs Commas
@) Tabs Other: |-

e Click on the OK button and you'll see that the text has now be converted to a

table.
Sales Persons January February March
Dave 2 5 4
Lou 3 3 5
Rob 2 B 4
Rose 9 4 g

NOTE: If your table does not look like the one illustrated, it is probably
because when you originally selected the text, you either didn't select all of
the text, or you selected more than you should have done.

You could always click on the Undo button and try again, this time being very
careful to only select the text that you wish to convert to a table.

e Save your changes and close the document.

Converting a table to text.

e Open a document called Table to text.
e Click within the table.

b

[ N R T N O R ]

| fwn|w| S
o

2008 2
3
43
V)
46

Regionl
North
South

East
West

-1

2006
3
65
23
54

O = Lh [ &
hfbta| b2 S
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Click on the Layout tab and within the Data group click on the Convert To

Text button.

Design Layout
= [Fl= — I —
dth: 3.00em 3 HF Distribute Rows === A= (| ’%l :j
222 =
ight: 048em 5 T Distribute Columns = e DirT:cﬁon Ma'fregl:m sort HE:;frE;;
Cell Size Alignment

»
fx
Convert Fermula

s to Text

Data

This will display the Convert Table to Text dialog box. Select the required
separator, in this case select Tabs. Click on the OK button.

[ Convert Table To Text @ﬁ

Separate text with

Convert nested tables

o J [ o |

The data is now formatted using tab stops.

Region 2009 2008 2007
North 23 43 32
South 25 43 34
East 54 12 12
West 63 46 65

2006
43
63
23
54

To see the formatting, click on the Home tab and within the Paragraph group
click on the Show/Hide button. You will see the following.

Region - 2009 - 2008 - 2007
North - 23 - 43 - 32
South - 25 - 43 - 54
East - 54 - 12 - 12
EVESt -+ 63 -+ 46 -+ 63

-~ 20067
- 43¢
- 657
- 239
-+ 549
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e Re-click on the Show/Hide button to hide the formatting.
e Save your changes and close the document.
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Styles.

What are styles?

A Word style is a collection of formatting attributes that is given a name.
Word is supplied with a range of pre-created styles. You can easily modify
the existing styles or create new styles. The idea behind using Word styles is
that styles allow you to impose a consistent look within documents. Even if
you have never heard of Word styles you still use them every time you use
Word. When you create a new document, by default the text that you type
into the document is based on the default style, which is called the Normal
style. You can see the name of the style that you are using in the Style box,
located within the Style group under the Home tab ribbon. As you can see in
the example illustrated, the Normal style is being used.

T 9‘;\
AaBbCc | AaBbccDe | AzBbccDe AaBbCt AaBbCi AaBbce AAD 3 A

T MiHeader T Mormal T Mo Spaci.. StandQut Heading 1 Heading 2 Title = Ethalmge
yles
Styles

Applying styles.

Open a document called Styles 01.

Apply a Heading 1 style to the first line of text. To do this click within the first
line and then click on the Heading 1 style within the Style section of the home
tab.

AaBbCC AaBbceDe AaBbcede AABbC{ | AaBbCi| haBbce AdD 5

T MtHeader T Mormal T Mo Spaci..  StandCut Heading 1 Heading 2 Title

Styles

Follow the instructions within the document and apply other styles.
Save your changes and close the document.

Types of styles.

Most of the Word styles that you will use are called Paragraph styles. A
paragraph style can contain both character and paragraph type formatting.
Font formatting includes items such as font type, size and colour as well as
formatting options such as bold, italic or underlining. Paragraph formatting
includes items such as indentation and alignment. The standard Heading
styles are examples of paragraph styles.
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Creating a paragraph style.
e Open a document called Styles 02.

e We are going to create a new, customised paragraph style that we can apply
to headers within our documents. Click within the first heading in the
document, i.e. within the word Passwords. As you can see it is currently
formatted using the Normal style.

Styles 02 [Compatibility Mode] - Microsoft Word

3ilings Review View Add-Ins
&l 1= . > Yo | £= 3= .
D OECECSE FE T 4aBbCd AaBb()| AaBbCcI | AaBbCd aasroe. AAD AaBbed
FA- IElE=E=Esl=E & Emphasis  Heading1| [ T Normal Strong Subtitle Title T No Spaci.. = g
Paragraph Styles
"I'E'I'I'I'E'I'I'I'E'I'E'|'4'I'E-I-S'l-.-"'|-5-|-5-|-1:--|-11-|-12-|-13-|-14-|H~ﬂ15-|-16-|-1;‘--|-|

Passwords/|
If vour computer has a password that prevents other users from accessing it then do
NOT give this password to anybody else. Do not write the password on a card and
prop this up next to the monitor and above all do not attempt to hide vour access
passwords on the underside of vour desk (this is the first place most criminals would
look if trving to break into vour svstem). Make sure vou do not forget vour
passwords; in many cases, data cannot be recovered once the password is lost.

e Click on the More button displayed at the bottom right within the Styles
group.

5 A 4
lAag AaBb( AaBbC AaBbCc AaBbCc AaBbCel | 7.\ ‘
H3

MHL 1 H2 Heading 4 7 List Para.. T Normal Subtitle =§tha|ﬂge
ylpsx

Styes

e This will display the Styles side pane.
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o = 3
> @
Find =
> aapbce. AAD aaBbcd A 'ﬁ .
] Subtitle Title 1 Mo Spaci.. | = gg:gff Iy Select -
tyles || Editing
L1-||-12-||-11-|-1|4-|}ﬂ15-|-15-| Styles = @
.
Clear all - B
Heading 1 Ta
jurik a
monospace a
Mormal 1T|
iccessing it then do
rord on a card and
1ide vour access
|ost criminals would
‘orget vour =1
isword is lost.
network. It uniquely
itis only known to
k and impersonate
rest of vour computer -
k. Your network
\ccess rights is that [ show Preview
1 have authority to [ Disable Linked Styles
s rights to just about i
other hand may have -
1av be able to access [ ] pY

e Click on the New Style button (displayed at the bottom of the side pane).

[] Show Preview
["] Disable Linked Styles

e This will display the Create New Style from Formatting dialog box.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert Page 92

( Create Mew 5Style from Formatting @
Properties
Mame: Stylel
Style type: Paragraph |E|
Style based on: T Normal |E|
Style for following paragraph: T Stylel |E|
Formatting
Times Mew Roman |E| 12 E B I U Automatic E

[%EE

¥
*

-
(1IN}

Passwords:

Englizh (U.K.}, Style: Quick Style
Based on: Mormal

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

Ok l l Cancel

e Within the Name section of the dialog box, enter a name for the new style. In
this case enter the name MyHeading.

e The Style type section of the dialog box allows you to set the type of style
you wish to create. Clicking on the down arrow will display the types of
styles. In this case make sure that Paragraph is selected.

Create New Style from Formatting @

Properties

Mame: MyHeading
Style type: Paragraph

[x]
Style based on: T Mormal IZI
[=]

Style for following paragraph:
Formatting

Times Mew Roman |Z| 12E| B I U Automatic |Z|
B ===

e The 'Style based on' section of the dialog box allows you to create the new
style, based on an existing style. In this case make sure that the Normal
style is selected.

=

I 1
I 1
e
U]
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Create New Style from Formatting @
Properties
Mame: MyHeading

Style type: Paragraph

[]
Style based on: _E
=]

Style for tollowing paragraph: LI MyHeading

Formatting

_— . - FILaT 1 - - - . -

e The New documents based on this template option is important, if you want
the new style to be available within all new documents that you create, based
on the default template. In this example, make sure that this is checked.

Passwords:

English (United Kingdom), Style: Quick Style, Based on: Normal

[V] Add to Quick Style list prirbemm b
") Only in this document |@) New documents based on this template

| Format - | OK ] I Cancel |

e Now we need to supply the formatting details for the new style. As we are
creating a paragraph style, we can add both font and paragraph formatting
information.

e Click on the down arrow next to the Font box and select a different font type,
such as Arial.

Create Mew 5tyle from Formatting @
Properties

Mame: MtHeader

Style type: Paraagraph IEI

Style based on: 1 Normal E

Style for following paragraph: T MtHeader IZI
Formatting

Arizl [#][z]<]| B 7 U Automatic [ ]

E === (=5l= = 2 £ £ &=

Passwnrds-

e Use the Font Size section of the dialog box to set a 14 point font size.
e Use the Bold button of the dialog box to apply bold formatting.
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Click on the Centre button to apply centre paragraph formatting.

Farmaktking

|TiFEENEIH-Ei|maI'| v| B I

Ed === =121 =3
| |

Click on the OK button to close the dialog box and apply the style formatting.

Click within the second heading in the document.

Passwords:
If vour computer has a password that prevents other users from accessing it then do
NOT give this password to anybody else. Do not write the password on a card and
prop this up next to themonitor and above all donot attempt to hide your access
passwords on the underside of your desk (this is the first place most criminals would
look if trying to break into your system). Make sure vou do not forget vour
passwords; in many cases, data cannot be recovered once the password is lost.

User IDs and passwords: l

Allcer TN icnomually ucdd tologon to a computer. or computer network. It uniquely
identifies you to the network. In addition you use a password that is only known to
vou. The password guarantees that no one can access the network and impersonate
vou (in theory). Once you have logged on (i.e. connected) to the rest of your computer
network, vou will have been assigned access rights to the network. Your network
administrator will have defined these access rights. The idea of access rights is that
vou only have the ability to connect to, or share, devices that you have authority to
use. In other words, the network administrators often have access rights tojust about
every computer. printer. modem etc on the network. You on the otherhand may have
access rights to print to only certain, specified printers and you may be able to access
onlv certain dataheld on the network.

Click on the MyHeading style. The new style will now be applied to the

header within the document.

Styles 02 [Compatibility Mode] - Microseft Word

e 2

view View Add-Ins & e
.?3 Find =
-
4aBbCcl AaBbC(| AaBbCc AzBbC AaBbCd Asspce. AAD A Repisce
Sae
Emphasis ~ Heading1 |7 MyHeadi..| TNormal Stron Subtitle Title _ | Change
P g v 9 % Styles~ | k& Select~
Styles Fl Editing
c 4 15061 Fc 11 -G 110 1111 121 13- 1 14 1 KIS0 16 1
g g g g g g g g T Styles - X
Clear Al -
Heading 1 Ta
junk. a
monospace a
Normal T =

Passwords:
If vour computer has a password that prevents other users from accessing it then do
NOT give this password to anvbody else. Do not write the password on a card and
prop this up next to the monitor and above all do not attempt to hide vour access
passwords on the underside of vour desk (this is the first place most criminals would
look if trving to break into your system). Make sure vou do not forget vour
passwords; in many cases, data cannot be recovered once the password is lost.

User IDs and passwords:

A User ID is normally used tologon to a computer. or compfiter network. It uniquely
identifies vou to the network Inm addition vou use a password that is only known to
vou. The password guarantees that no one can access the network and impersonate
vou (in theorv). Once vou have logged on (i.e. connected) to the rest of vour computer

Click on each of the other headers within the document and apply the new

heading style.
Save your changes and close the document.
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Creating a character style.

Open a document called Styles 03.

We are going to create a new, customised character style that we can apply
to our documents. Click within the first word shown in bold, displayed within

the body of the document. As you can see this word is currently formatted
using the Normal style.

Styles 03 [Compatibility Mode] - Microsoft Word

view View Add-Ins

CECE EE 2L T 4ambce RaBbCe AaBbCi| AaBbCdl | BaBbCd

=" iy - _ "7 Emphasis H3 Heading 1 T Mormal Strong

Styles

‘617 1-§ 1 -9 110
;

|11 11201 13-
; ;

Selecting and opening a continuous block of files within Excel

Click on the Open bptton which will display the file Open dialog box.

Click on the first file of the block that vou wish to select, in this case a file calls
Adjusting Settings.

We are going to create a new character style that we can apply to highlight

words such as this within our document, and format them with a style that will
stand out from the rest of the document.

Click on the More button displayed at the bottom right within the Styles
group.

e Tools

rmat

IAag AaBb( AaBb( AaBbCc AaBbCc AaBbCel A :
H3

THL mH2 Heading 4  TListPara.. T Normal Subtitle | = Ehﬂﬂge

tyl

styles

This will display the Style pane to the side of your document. Your screen will
now look like this.
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34 Find ~
1 aaBbce AAD . Replace
Subtitle Title - gtf;ﬁlgsgf s select -
] Editing
.-|-1I4-IA]5-I-L6-I Styles — .
FY
Clear Al = ]
Arial, Bold, Box: (Single soli
Balloon Text Ta
| Bold |
Heading 1 na
Heading 3,H3 Ta =
junk a
List Bullet,List Bullet Char,Li 7
MOoNospace a
MyHeader 1T
Marmal T

Click on the New Style button (displayed at the bottom of the side pane).

[] Show Preview
["] Disable Linked Styles

This will display the Create New Style from Formatting dialog box.

Create Mew Style from Formatting [ =

Properties
Name: |5t1|r:1. |
Style type: |Paragraph El
Style based on: | T Normal |ZI
=]

Style for following paragraph: | T Style1

Formatting

st onan 2] 2 2| (8] 7 4 ([ moorsse[3]
B==:

|§'§ 5=

L4
L

Click on the Open button which will display the file Open dialog box.

Font: Bold, English {U.K.), Style: Quick Style

Based on: Normal

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

o (==
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e Within the Name section of the dialog box, enter a name for the new style. In
this case enter the name StandOut.

e The Style type section of the dialog box allows you to set the type of style
you wish to create. Clicking on the down arrow will display the types of
styles. In this case make sure that Character is selected.

Create New Style from Formatting @
Properties

MName: Stylel

Style type: Paragraph E]

Style based on:

Linked (paragraph and character)

Style for following paragraph:

Table
Aprmatting List
Times Mew Roman |Z| 12 |E| f O Automatic E
E == s (== = 2 = &=

e The 'Style based on' section of the dialog box allows you to create the new
style, based on an existing style. In this case accept the default offered.

[ Create New Style from Formatting @
Properties
Mame: StandOut
Style type: - |
Style based on: a Default Paragraph Font E
Style for following paragraph:
Formatting
El |E| P | Automatic El

e The New documents based on this template option is important, if you want
the new style to be available within all new documents that you create, based
on the default template. In this example, make sure that this is checked.

Passwords:

English {United Kingdom), Style: Quick Style, Based on: Normal

[¥] Add to Quick Style list e
) Only in this document i@ New documents based on this template!

Format ~ OK J [ Cancel
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e Now we need to supply the formatting details for the new style. Click on the
down arrow next to the Font box and select a different font type, such as
Courier New.

Create Mew 5tyle from Formatting IEI
Properties
Mame: StandCut
Style type: Character |z|
Style based on: a Default Paragraph Font IZI
Style for following paragrapl
Formatting
Courier New El |E| Fi | Automatic |Z|

e Use the Font Size section of the dialog box to set a 14 point font size.
e Use the Bold button of the dialog box to apply bold formatting.

e The dialog box will now look like this.

Modify Style (-7 [nSa]
Properties
MName: StandOut
Style type Charactel
Style based on: @ Default Paragraph Font |Z|
5 for following paragrapl
Formatting

Courier Mew E 14 E F | Automatic E

Click on the Open buontton which will display the file
Open dialog box.

Font: Courier Mew, 14 pt, Bold, English (United Kingdom), Style: Quick Style, Priority: 2, Based on:
Default Paragraph Font

Add to Quick Style list
) Only in this document (@ iNew documents based on this template!

[ oK ]I Cancel I

e Click on the OK button to close the dialog box and apply the style formatting.
e Select the next occurrence of the word Open shown in bold within the
document.

e Click on the StandOut style within the Styles group. The new style will now
be applied to the selected text within the document. As you can see the word
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is displayed using a different font, along with the other character formatting
attributes that you specified within the style.

Styles 03 - Microsoft Word

Acrobat

|| 4aBbccr RABBC: AaBbC: AaBbCcl| AaBbCd sczbce AAB asBbed aambe
T Normal

‘ Emphasis H3 Heading 1 Strong Subtitle Title T Wo Spacif.. = StandOut
Styles
StandQut
Clear All
Arial, Bold, E
Balloon Text
I Bold
Heading 1
T Heading 3,H
ock of files within Excel i
junle
List Bullet,Lis
- the fil @ ialog box. ={|| monospace
MyHeader
ih to select, in this case a file called el
Standrut

¢ You now need to apply your new style to each item that is formatted with the
same formatting characteristics. We can use a shortcut to select all the items
that we wish to apply the new style to.

¢ Click within the words ‘Adjusting Settings’.

| Selecting and opening a continuous block of files within Excel

Click on the Open button which will display the file Open dialog box.

F the block that vou wish to select, in this case a file called
Adjubting Settings.

Then while depressing the Shift kev, click on thelast file of the required block, in this
case a file called Inserting data.

e Look at the Styles side pane. Right click on the Bold item which should be
selected.

i)

Clear all -
Arial, Bold, Box: (Single solid |

Ballnon Teyt 12

Styles v X

| Bold |
=] ATy
Heading 3,H3
junk
List Bullet, List Bullet Char List
monospace
MyHeader
Mormal
StandCut

w o= Ao Ao [
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e Click on the Select All Instances command.

EE] Styles ¥ X
= Clear Al
Arial, Bold, Box: (Single solid |
Balloon Text Ta
| Bold =]
%4 Modify Style...
Select All 7 Instance(s)
Delete...
MyHeader T
Marmal T
StandOut a

e Asyou can see, all instances within the document sharing the same
formatting are selected.

P i i A [T L
LR UL LI UHGI.I UL WVILILLL Wy IIL LISt

Click on the first file of the block that vou wji
Adjusting Settings.

Then while depressing the Shift kev, click op
case a file called Inserting data.

When vou release the Shift key the entire bl

e Apply the new StandOut style.
e Save your changes and close the document.
Modifying a style.

e Open a document called Styles 04.
e This is a blank document containing a style called CCT.

ityles 04 [Compatibility Mode] - Microsoft Word
dd-Ins

uw

= 411 7 || naBhCe | AaBbCc AsBbced: AsBbccDe AaBbC: AaBbCi AaBbCc : %53

fy - _ - TCcT f|MtHeader T MNormal T Mo Spaci.. StandOut Heading 1 Heading2 _ gthzlmge
yles v

Styles

e Type your name into the document and then click on the CCT style to format
your name using that style.

e To modify this style, right click over the CCT style displayed within the Styles
group under the Home tab.
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AN laBhCc AaBbCc AaBbCeDc AaBbccDe BaBbCe A
; .

Update CCT to Match Selection i StandOut  H

N4 Modify...

fles

P12 1 01300 14
Rename..,

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

display the Modify Style dialog box.

Properties

Impact

Modify Style

MName: Ccr
Style type:

Paragraph

Style based on: T Mormal
Style for following paragraph: | T CCT

Formatting

[+]#[~] B 7 U | -]

= = = | *=
= = = |y

i
m
L]
Ll

"
+

B =5

Sample Text Sample Text Sample Text Sample Text Sample Text Samnle Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

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

Add

@ Only in this document

Font: Impact, 14 pt, Font color: Red, Style: Quick Style
Based on: Mormal

to Quick Style list  [] Automatically update

) Mew documents based on this template

CK ] [ Cancel

From the pop-up menu displayed click on the Modify command. This will

You can make any changes you want. In this case select a Different Font,
and then select a different font colour such as Blue.

Modify Style (3]
Properties
Mame: CCT
Style type: Paragraph El
Style based on: T Mormal El
Style for following paragraph: TccT El
Formatting
Arial
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e Click on the OK button to close the dialog box.
Your name will now be displayed in blue rather than red and using a different

font type.
e Save your changes and close the document.

Enabling automatic style updating.

e Open a document called Styles 05.
e Click on the More button at the bottom-right of the Styles group.

IAag AaBb! AaBbC AaBbCc AaBbCc AaBbCel A j

MHL H2 H3 Heading 4 7 List Para.. T Normal Subtitle :Etthge
ylps=

Styes

I A T O T T ¥ W S & T T CIr e s A |
T 7

e A drop down list is displayed.

. 34 Find -
3bCel aasbce. AAD  AaBbcd = %ﬁ& 2 Replace

Change
Styles by Select =

Editing

rong Subtitle Title T Mo Spaci... =

| o1l | 12+ 1 +13¢ | + 14+ 1 %d5e [ 116+ 0 - 1
: Styles v X
:.

v @]

Clear all
| ccr

Hesding T

b

junk
Monospace
MyHeader
Narmal
StandOut

WA Ao [D A

e Right click over the CCT style and from the pop-up menu displayed click on
the Modify command.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert

Page 103

aaBbce. AAAD AaBbeer

Subtitle Title

o B OER
« @
&4 Find ~
3ac Replace

T Mo Spaci.. |—| change
7| Styles+ | Wi Select~

Editing
120 1 130 1 14 (AdE ] a6 &
- i Styles > x| B
s
Clear all - F
Eai =
Update CCT to Match Selection

Y Modify...

Select All 1 Instancel(s)

Clear Formatting of 1 Instance(s)
Delete CCT...
Add to Quick Style Gallery

The Modify Style dialog box will be displayed.

Modify Style
Properties
Mame:
Style type:
Style based on:

Formatting

Avrial |E|

Style for following paragraph: | 1 CCT

CCT

Paragraph

=]
T MNormal E
[=]

1]
Il
- =
I th
L
it
[IEd]
i
i
il

Sample Text S
Sample Text S
Sample Text S
Sample Text S
Sample Text

ample Text Sample Text Sample Text Sample Text
ample Text Sample Text Sample Text Sample Text
ample Text Sample Text Sample Text Sample Text
ample Text Sample Text Sample Text Sample Text

Based on: Mormal

[ Add to Quick Style list
@ Only in this document

Font: Arial, 14 pt, Bold, Font color: Red, English (LLK.)

[ Automatically update
() Mew documents based on this template

[ o« || cancel

Click on the Automatically update check box.
From this point on, Word will automatically re-define the selected style

whenever you

NOTES:
- This style for

apply manual formatting to any paragraph using this style.

matting option can be very dangerous
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in the wrong hands and by default this option is disabled.
- This option is only applicable to paragraph styles.

e Close your document without saving your changes.

Deleting a style.

e Open a document called Styles 06.
e This blank document contains a style called Cheltenham.

e Click on the More button displayed at the bottom right of the Styles group
within the ribbon.

e Tools

rmat

IAag AaBb( AaBb( AaBbCc AaBbCc AaBbCel A :

THL TH2 H3 Heading 4 7 List Para.. T Normal Subtitle | _ E:"El”ge
T

styles

'|'E'|'5'|'.-_'|'E'|'5'|'1:='|'11'|'1:'|'iE'|'11'|'15'|'('\|'|'i.7'|'15'|
T T T T

e The Styles side pane will be displayed. Select the style called Cheltenham.

- @

. __ 34 Find -
AADB ambca | A

2ac Replace

Title 1 Mo Spadi.. — Change
T styles+ | W Select =

Editing

[ R
L Styles v X

» el

Clear All
I Cheltenham |
Heading 1

>

junk
maonospace
MyHeader
Mormal
StandOut

w A A g oo [

¢ Right click over the Cheltenham style and from the pop-up menu displayed,
select the Delete Cheltenham command.
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o = R
@
34 Find ~
- AAdD aaBbca .
" Sac Replace
Title Mo Spaci.. — Change
P = styles~ | lg Select~
] Editing
TR S =
! E Styles - X
FY
Clear All - B
I Cheltenham EI
Update Cheltenham to Match Selection
W Medify...

Select All 1 Instance(s)

Clear Formatting of 1 Instance(s)

Delete Cheltenham...

Add to Quick Style Gallery

e A warning dialog box will be displayed. Click on the Yes button to delete the
style.

Microsoft Word

e

Do you want to delete style Cheltenham from the document?

Yes m»a J [ Help ]

k- -

e Save your changes and close the document.
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Text Wrapping.

Applying 'In line' text wrapping formatting to a picture.

e Open a document called Wrapping pictures 01. The document will now be
displayed within the Microsoft Word screen. As you can see this document
contains a number of pictures that have been inserted into the text.

Wl AL 401 [Compatibaity Mode] - Macrasct Wosd £
Befeiences  Mailings a @

Times MewRom - (12~ | A & FE MY 4ambCel AaBbLC:  AsBUCCI | AaBbCel 4o AQB aBbca

P B J U R YE- (M- - | tmphws Meadngl | tMoms | Stonp  Subtitie Taie 1 Ho Soas
Havigaticn - %[ =
P ~

This deument does not
contain headings

This is just a sentence that will be repeated over and over again so that it fills the page
with text. This is just a sentence thar will be repeated over and over again so that it
fills the page with text. This is just a sentence that will be repeated over and over
again so that it fills the page with texe. This is just 2 sentence that will be repeaved
over and over again so that it fills the page with text, This is just a sentence that will
he repeated over and over again so that it fills the page with text This is just a

o by apy
Heading Syles.

sentence that will be repeated over and over again so that it fills
the page with text. This is just a genrence that will be repeated over and over again so
that it fills the page with text, This is just a sentence that will be repeated over and
over again 4o that it fills the page with text. This is just 3 sentence that will be
repeated over and over again so that it fills the page with vext. This is just 2 sentence
that will be repeated over and over again £o that it fills the page with texe, This is just
a sentence thas will be repeated over and over again so that it fills the page with rext

. :
] b I -
8@ 100% (= ¥,

Page: Lol | Words: 1.2% | 5
T T r — r

e Double click on the picture of the Frog which will display the Picture Tools
Format ribbon.

o Ell Heignt 389.0m
frop B wicthe 36 em
e =
This document does not
zontan headings.
To crente navigel This is just a sentence that will be repeated over and over again so that it fills the page
;‘n‘-! "eflll:'rvs ! with text. This is just a sentence that will be repeated over and over again so that it
Hesamgsqus T Y the page with text. This is just a sentence that will be repeated over and over
again so that it fills the page with text. This is just a sentence that will be repeated
over and over again so thatit fills the page with taas. This is just a sentence that will
be repeated over and over again so that it fills the page with rext. This is just 2
sentence that will be repeated over and, E y sver again so that it fills
the page with text. This is just a sentence that will be repeated over and over again so
that it fille the page with text. Thit i¢ just 3 sentence that will be repeated over and
over again so that it fills the page with text. This is just a sentence that will be
repeated over and over again so that it fills the page with text, This is just a sentence
that will be repeated over and over again so that it fills the page with text. This is just
a sentence that will be repeated over and over again so that it fills the page with tex
*
]
Pagelof | worss LW | 5 183 200% (-, +)
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e Within the Arrange group click on the Wrap Text button.

- Microsoft Word Picture Tools
Review View Add-Ins | Format
— _ e = L& Picture Border ~ =) H‘] i ; = Align -
I | 1 -| @ picure Effects + | 1 Send Ba 12 Group ~
_'ﬂ -'i s Position| Wrap i
T 3 - Teut ~ elect 3 Sl Rotate ~
l'-'il-:t ure 5 {.E".l.e.: | Arrange

e You can select from a range of wrapping formats. As you can see, in this
case the 'In line with text', wrapping format is displayed by default. This
option displays the picture 'in line' with the surrounding text. The text does not
flow around the picture and there is an empty space either side of the picture.

= )-f] | |= Align - :j:

If Group + ]

Position | Wrap . Crog
- Teut + b Rotate ~ -

] In Line with Text
e [ square S
Tight

bl
@ Through
bl

Top and Bottom
(= Behind Text

rain so ¢ 28 1o Front of Text

nd over i

peated |

P |E—| More Layout Options...
e that W e cepeaeew

e Try selecting the picture and dragging to a new position within the document.
As you can see the picture remains in-line with the text and you still see big
empty spaces to the left and right of the picture.

e Save your changes and close the Word document.

e Open a document called Wrapping pictures 02.

e Double click on the picture of the Computer which will display the Picture
Tools Format ribbon.

e Within the Arrange group click on the Wrap Text button.
e Select the Square wrapping format.
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Il E
et %Gr-:-up'

PDSivtiDn }*:;:E Lk Rotate = Crfup
e In Ling with Text
IE'I' 1 11_I Iﬁ o 117

B Tight
IE Through
E Top and Bottom
B Behind Text

r aga_in so t @ In Front of Text

i and over| 1]

= repeated | —

(8] More Layout Options...
Ce that W o e com oo

e The text will now look like this. The text wraps around the picture in a square.

that 1t fills the page with text. This 15 just a sentence that will be repeated owver and
over again so that it fills the page with text. This is just a sentence that will be
repeated over and over again so that it fills the page with text. This iz just a sentence
that will be repeated over and over again so that it fills the page with text. This is just
a sentence that will be repeated over and over again so that
it fills the page with text. This 15 just a sentence that will be
repeated ower and over again so that it fills the page with
text. This iz just a sentence that will be repeated over and
ower again so that it fills the page with text. This is justa
sentence that will be repeated over and over again so that it
fills the page with text. This i3 just a sentence that will be
repeated over and over again so that it fills the page with text. This iz just a sentence

B LI o L 1 i P o R A L T oI TP e

e Drag the picture to the centre of the screen. As you can see the text again
flows around the picture to form a square shape.

over again so that it fills the page with text. This iz just a sentence that will be
repeated over and over again so that it fills the page with text. This is just a sentence
that will be repeated over and over again so that it fills the page with text. This 15 just
a sentence that will be repeated over and over again so that it fills the page with text.
This is just a sentence
over again so that it fills
sentence that will be
that 1t fills the page with

that will be repeated over andl
the page with text. This 1z just a
repeated over and over again so
text. This 15 just a sentence that
will be repeated over and over again so that it fills the
page with text. This is just a sentence that will be
repeated over and over again so that it fills the page with text. This 15 just a sentence
that will be repeated over and ower again so that it fills the page with text. This is just

e Save your changes and close the Word document.

Applying 'Tight' wrapping formatting to a picture.

e Open a document called Wrapping pictures 03.

e Double click on the picture of the Hand which will display the Picture Tools
Format ribbon.

NOTE: You may need to scroll down the screen to see this.
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e Within the Arrange group click on the Wrap Text button. Select the Tight
wrapping format.

3 = Ali
=) Hj I} = Al
Hon

Paosition | Wrap
- Teut = ZhRo

] In Line with Text

D111
7 1 fd]  Square i
e Tignt

B Through

[¥] Top and Bottom

: TEpeate
3 Behind Text
ze that w = =

sjustas @ In Front of Text
1text. T o7

fills the
ga.in so 1 IE—I More Layout Options...

e The text will now look like this. The text wraps around the picture, as
illustrated.

with text. This is just a sentence that will be repeated over and over again so thatit
fills the page with text. This is just a sentence that will be repeated over and over
again so thatit fills the page with text. This is just a sentence that will be repeated
over and over again so that it fills the page with text. This is just a
sentence that will be repeated over and over again so that it fills
the page with text. This is just a sentence that will be repeated
over and over again so that it fills the page with text. This is
Jjust a sentence that will be repeated over and over again so that
it fills the page with text. This is just a sentence that will be
repeated over and over again so that it fills the page with text. This is justa
sentence that will be repeated over and over again so that it fills the page with text.

e Save your changes and close the Word document.

Applying 'Behind text' wrapping formatting to a picture.

e Open a document called Wrapping pictures 04.

e Double click on the picture of the Racing Car which will display the Picture
Tools Format ribbon. Within the Arrange group click on the Wrap Text
button. Select the Behind Text wrapping format.

]

‘osition | Wrap
- Text = SkR

] In Line with Text

IR o
b Saquare B
a over
eated [ Tioht

IE Through

[¥] Top and Bottom

B Behind Text

IE In Front of Text

i :

IE—I More Layout Options...

e The text will now look like this. The picture is displayed behind the text, as
illustrated.
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‘1Tz 15 just a sentence that will be repeated over and ower again so that it tills the page
with text. This 15 just a sentence that will be rep eated gver and over again so that it
fills the page with text. This 15 just a septence that wil, be repeated oyer and over
again so that it fills the page with tesxt. This 15 just a § gee that will be repeated

over and over again so that it fills the page with te a sentence that will
be repeated over and over again so that it fil 518 justa
sentence that will be repeated over and boge with text.
This is just a sentence that will be repe t it fills the page
with text. This iz just a sentence that will ™ again so that it
fills the page with text. This is just a sentenc d over and over

e Open a document called Wrapping pictures 05.

e Double click on the picture of the Lion which will display the Picture Tools
Format ribbon. Within the Arrange group click on the Wrap Text button.
Select the In Front of Text wrapping format.

| 1= .

ion | Wrap -
Text ~ bt

] In Line with Text

= b4 square |
P Tight

atey ¥ Through

1w
as ﬂ Top and Bottom

.TE [ Behind Text

th @ In Front of Text

ot

ver| [M]

edt [B More Layout Options...

T W T TR TTEAT R

e The text will now look like this. The picture is displayed in front of the text, as
illustrated.

o bR Y H L LA D WG U LA 1L AL RALD WG W ARLL b L ALAU b
sentence that will be repeated over and over again so that it fills the page with text.
This 15 jugt ence that will be repeated over and over again so that it fills the page
with bkt t a sentence that will be repeated over and over again so that it
fills'the zt. This 15 just a sentence that will be repeated over and over
agaly the page with text. This is just a sentence that will be repeated

owe n go that it fills the page with text. This iz just a sentence that will

t - repesine ver Lnd over again so that it fills the page with text. This is justa
sentence tha, will bolepeated over and over again so that it fills the page with tesxt.
This is just a sentence that will be repeated over and over again so that it fills the page
with text. This iz just a sentence that will be repeated over and over again so that it

e Drag the lion picture to the centre of the page.
e Save your changes and close the Word document.
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Applying wrapping formatting to an AutoShape.

e Open a document called Wrapping AutoShapes.

e Repeat the steps contained within the exercises that applied to modifying the
wrapping around a picture, but this time, apply the instructions to the
AutoShapes contained within this document.

e Double click on the AutoShapes which will display the Drawing Tools Format
ribbon. Within the Arrange group click on the Wrap Text button to display
the wrapping options.

e Apply an'In line' wrapping format to the black square.

e Apply a'Square' wrapping format to the blue triangle.

e Apply a 'Tight' wrapping format to the purple circle.

e Apply a'Behind Text' wrapping format to the green arrow.

e Apply an'In front of text' wrapping format to the smiley face.

e Save your changes and close the Word document.

e Open a document called Wrapping charts.

e Repeat the steps contained within the exercises that applied to modifying the
wrapping around a picture, but this time, apply the instructions to the charts
contained within this document.

e In each case click once on the chart to select it and then click on the Page
Layout tab. Within the Arrange group click on the Wrap Text button.

Word 2010 Expert Manual [Compatibility Mode] - Microsoft Word Picture Tools
iert Page Layout References Mailings Review View Add-Ins Format
=1
oY W= Breaks ~ it Indent Spacing =]
1= N =, A @0 5 . :
o g:_1 Line Mumbers ~ EE left 064cm [ | = Before: 2pt -

rgins Crientation Size Columns Watermark Page Page _— = w= Paosition  Wrap
- - - - bl Hyphenation ~ - Color~ Borders | == Right: 0 tm | p= Aftern [ 2pt - Text *

Page Setup Page Background Paragraph Arrange

e From the drop down list displayed apply the desired wrapping style.

e Apply an'In line' wrapping format to the first chart.

e Apply a'Square' wrapping format to the second chart.

e Apply a 'Tight' wrapping format to the third chart.

e Apply a'Behind Text' wrapping format to the fourth chart.
e Apply an'In front of text' wrapping format to the fifth chart.
e Save your changes and close the Word document.
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Applying wrapping formatting to a photograph.

e Open a document called Wrapping Photographs.

e Repeat the steps contained within the exercises that applied to modifying the
wrapping around a picture, but this time, apply the instructions to the
photographs contained within this document.

e Apply an'In line' wrapping format to the picture of the tiger.
e Apply a'Square' wrapping format to the picture of the ship.
e Apply a 'Tight' wrapping format to the picture of the computer.

e Apply a'Behind Text' wrapping format to the picture of the man with a
camel.

e Apply an'In front of text' wrapping format to the picture of a doctor.
e Save your changes and close the Word document.

Applying wrapping formatting to a diagram.

e Open a document called Wrapping diagrams.

e Repeat the steps contained within the exercises that applied to modifying the
wrapping around a picture, but this time, apply the instructions to the
diagrams contained within this document.

e In each case click on the diagram to select it and then click on the Page
Layout tab. Within the Arrange group click on the Wrap Text button. From
the drop down list displayed apply the desired wrapping style.

e Apply an'In line' wrapping format to the first diagram.

e Apply a'Square' wrapping format to the second diagram.

e Apply a 'Tight' wrapping format to the third diagram.

e Apply a 'Behind Text' wrapping format to the fourth diagram.
e Apply an'In front of text' wrapping format to the fifth diagram.
e Save your changes and close the Word document.

Text wrapping options within Microsoft Word tables.

e Open a document called Table wrapping. This document contains text that
fills the page and a table has been inserted into the document. As you can
see the text does not automatically wrap around a table when you insert the
table.
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This 12 just a line of text that will be repeated ower and over again to fill the page with
text. This 15 just a line of text that will be repeated over and over again to fill the page
with text. This is just a line of text that will be repeated over and over again to fill the
page with text This is qust a line of text that will be repeated over and over again to
fill the page with text. This 15 just a line of text that will be repeated over and over
again to fill the page with text. This 15 just a lihe of text that will be repeated over and
over again to fill the page with text. This is just a line of text that will be repeated over
and over again to fill the page with text.

Sales for 2009 102984
Sales for 2008 129483
Sales for 2007 108342
Sales for 2006 148238
Sales for 2005 143283

This 15 just a line of text that will be repeated over and over again to fill the page with
text. This 15 just a line of text that will be repeated over and over again to fill the page
with text. This is just a line of text that will be repeated over and over again to fill the
page with text This is qust a line of text that will be repeated over and over again to
fill the page with text. This iz just a line of text that will ke repeated over and over

e Right click over the table and from a pop-up menu displayed select the Table
Properties command. This will display the Table Properties dialog box.

e Make sure that the Table tab is selected within the dialog box.

e Within the Text Wrapping section of the dialog box, click on the Around
option.

Table Properties @

Table | Row |Co|gmn| Cell |&ItText|

Size
Preferred width: |0 cm —| Measurein: |Centimeters

Alignment

= | =

Indent from left:

3.13am

I

Left Center Right

Text wrapping

B | B
Mone Around Positioning. ..
Borders and Shading... | | Options... |
[ OK l| Cancel |

e Click on the OK button and the text will wrap around the table, as illustrated.
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Thiz 15 just a line of text that will be repeated over and over again to fill the page with
text. This 15 just a line of text that will be repeated over and over again to fill the page
with text. This is just a line of text that will be repeated over and over again to fill the
page with text. This 15 just a line of text that will be repeated over and over again to
fill the page with text. This 15 just a line of text that will be repeated over and over
again to fill the page with text. This 15 just a line of text that will be repeated over and
over again to fill the page with text. This is just a line of text that will be repeated over
and over again to fill the page with text.

Thiz 15 just a Sales for 2009 102984 line of text that will be
repeated over Sales for 2008 129483 and over again to fill the
page with text. Sales for 2007 108342 This 15 qust a line of text
that will be Sales for 2006 148238 repeated over and over
again to fill the [ Sales for 2005 143283 page with text. This iz
qust a line of text that will be repeated

over and over again to fill the page with text. This 15 just a line of text that will be
repeated over and over again to fill the page with text. This 15 just a line of text that
will be repeated over and over again to {ill the page with text. This 15 just a line of text
that will be repeated ower and over again to fill the page with text. Thiz i1z just a line of

==t

e Save your changes and close the Word document.
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Columns.

Applying column formatting to an entire document.

e Open a document called Columns 01.

o gi= Columng 01 [Compatitility Mede] - Micreseft Word
En ne — o -
) e BoAN A 7 W T EREBCx AwBbCl AsBbCel AaBBC A:
T ey B LU x X w-A- [ExEam s » - ) fHomal THoSpac_ Meadingl M
Havigation - %[ X T ~
. =

[1] How malicious programs can enter your computer
+ Malicious programs use a vanety of methods to enter your computer system:

Infected Web site: Also known as a “dnve-by download”, it 15 & web site
which has had malware installed intoit. When you then visit and view the
infected site the malware downloads itself anto your computer without your
knowledge. Thismethod of attakk normally relies on exploiting known bugs
in your web browser, keeping your web browser software up-to-date with the
latest version can reduce this threat.

Internet Download: Any files downloaded from the Intermet are a patential
hazard. Make sure you only dewnload files from known reputable web sites.

USB Storage Device: Portable USE flash dives have become a popular way

of ransporung files from one computer te another, They can alse contain

mialicious programs or documents; make sure that you have anti-virus

software nstalled on your computer before inserting a US8 device from an =
| unknown source.

CD/DVD-ROM/Floppy disk: Any device capable of storing files has the

e Click on the Page Layout tab and within the Page Setup group click on the
Columns button. This will display a pop-up menu, from which you can select
the desired number of columns.

(w]| I=

Home Insert Page Layout References Mailings Revi
B cotors - J E Ij J Y= Breaks ~
== Fonts = . £ Line Numbers -

Themes Margins Orientation Size |Columns w
- Effects = - - - - b~ Hyphenation -
Themes Page Se
. = One
Navigation v X = IR
Search Document 2| =
= Two
- i
= |66 & - v I8
==| Three
z =
[1] How malicia... N
- = Left
[2] Risks associa... s —
[3] Protecting yo... -
- == Right
N EE  More Columns..,

e In this case select a Three column format and the text will be converted into
multi-column format, as illustrated.
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e Save your changes and close the document.

[1] How malicious

programs can enter

your computer

+ Malicious programs
use a variety of
methods to enter
your computer
system:

Infected Web
site: Also known
as a "drive-by
download”,itis a

popular way of
transporting files
from one computer
to another. They
can also contain
malicious programs
or documents;
make sure that you
have anti-virus
softwareinstalled
on your computer
beforeinserting a
USB device from
an unknown

been sent
maliciously, and at
first glance only
appears to be from
somebody you
know. Spammers
are very good at
disguising the
source of an email.
Ifin doubt, do not
open email
attachments.
Therisk associated
with opening email

web site which has source. attachmentsis
had malware real. Itisa very
installed intoiit. CD/DVD- common method
When you then ROM/Floppy used to spread

visit and view the
infected site the

disk: Any device
capable of storing

viruses and other
forms of malware

Applying column formatting to just ‘selected text’.

e Open a document called Columns 02.

 Mde] - Microusfe Wond

[1] How malicious programs can enter your computer
+ Malicious programs wse a varety of methads to enter your computer system:

Infected Web site: Also known as a “drive-by download”, it is a web site
whach has had malware installed into it. When you then visit and view the
infected site the malware downloads itself onto your computer without your
knowledge. This method of attack neemally relies en exploiting known bugs
in your web browser, keeping your web browser software up-to-date with the
latest version can reduce this threat.

Internet Download: Any files downloaded from the Internet are a potential
hazard, Make sure you only download files from known reputable web sites,

USE Storage Device: Portable USH flash drives have become a popular way
of transporting files from one computer to another. They can also contain
malicious programs or documents; make sure that you have anti-vinus
software installed on your computer before inserting 8 USB device from an
unknown source.

CD/DVD-ROM/Floppy disk: Any device capable of storing files has the
Fage 1611 | Worde 881 | D Ty 100 (= +
e —— L

e If you select a portion of text (as opposed to the whole document), then the
column formatting will be automatically applied within a Word section break, to
just the selected text.

e Select all the text associated with the second item.
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M- 0 c Made] - = & =
Home | bwet  Pagelyout  References  Mallngs  Rewew  View  Addds “ @
& o T - - = = _— - M vina -
r_"i i coor AN da B OECECT R T RaBBC AsBbC AsBbC AaBbO: AaBbic Aesbea AAD & tegmcr
B barmupunge | B 4 U e WA Esam iz b-o- HE THomal  TMoSoaci Heading]  Heading?  Headingd  TWle g:an_' :mﬁ,

Fori o seies
- - —

I T 1 5 [ T A (I O O BT ¢ O IS

hazard. Mak you anly files fram kn. web sites.

058 snmgt prcn M‘bfc USH flash drives have become a popular way
to anather. They can also contan

[ — o

= that you have anti
1] How malics... mhum.ns:lltdonwur m\puwb.fofcm“ﬂinqt LS8 device from an
(2] Bisks associs... unknown source.
P Prstucigye- cwwn-mu.-‘mp
py disk: Any device unabrc of storing files has the
e contain anti-virus
software before use.

¢ Click on the Page Layout tab and within the Page Setup group click on the
Columns button. From the drop down list displayed select a Two column
layout for the selected text.

Wid9-uls

Home Insert Page Layout References Mailings Revi

g O B 3

Themes Margins Orientation Size |Columns
@ Effects +

Themes Page 5 I

| One
BN
Three

e The page should now look like this.

=] .
h=, Breaks

3 Line Numbers ~

b~ Hyphenation -

-

Wida-0= _ ‘Columns 02 [Compatieility Mede] - Micrasoft Word = & B
Mome st | Fagelmowt | References  Malings  Review  View  Adding 2@
ﬂmn VA reaks Indert Spang
m ‘mrws @ @m ]s-g CIE FAune toumbers = e oem 1 13 Eeere 2p
e e ! G Hyphenation « | TR ot Fimght Bem  : tSaner 1p
Tremes Page setup Faagiaph

- T A R AR AT A A AN I KA Ca R VEARN * R |
Search Document 2 |- hazard. Make sure you only dewnload files from known reputable web sites.
SEIED A=k USE Storage Device: Portable USE flash drives have become a popular way
: =l of mnspormo l'isfrom one computer to another. They can alse contain
X B mike sure that you have anti-virus
1] How malicia. . software mlallodon your computer before inserting a USB device from an
121 Risks associa. B unknown source.
Bl Protectngyo.. =
B CDIIWD-I!OM!FIopw disk: Mv device upau: of stering rlts has m-
i | to contain dbe

software before use.

Spyware ¢ and adware, If you have
[2] Risks associated with ils of your bank acc
opening email attachments. credit cards contained within your
« Ifan email you receive i 2 be 5 .
an attachment, you should be If you have a good virus checking
very cautious about opening that program installed on your
e-mail, especially if the email is it sheuld i
from someone you do not know scan and verify the conuntsof
or someone you have never any email attachments you
received an email from before. receive. However you cannot rely

Sometimes an email can appear solely on your anti-virus program
1o be from semebody you know, to protect you. Itis up te you to
whenin actual fact, it has been exercise common sense when
sent maliciously, and at first dealing with email attachments.

glance only appears to be from Evenif an email attachment

you knew, o d from a friend or family
are w at di ﬁn m member, it may stll contan
. oood snuu 9 malware buried withinit. A
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e Save your changes and close the document.

Changing number of columns within a column layout.
e Open a document called Columns 03.

T~ | = patitility Mode] « Microiolt Weed =
[ . e .0
L L * iR T RaBBCC AsBBCC AsBLC AaBbC: AaBbi
T B LU ox X w-A- [EEIW = 0D o Fhomsl  THoSgac. HMesdngl Mesding
Maigatie -x : I 3 o
2 - of transporting files from one computer to another. They can also contain
P malicious programs or decuments; make sure that you have anti-virus
zoftware installed on your computer bafors inserting a USE device from an
unkngwn source.
C0/DVD-ROM/Floppy disk: Any device capable of stonng files has the
potential to contain malicious software and should be scanned with anti-virus.
software before use.
maliciously, and at and credit cards
[2] Rizks associated first glance only contained within
with opening email appears to be from your computer, be
attachments. somebody you espedially caubous.
« If an email you know. Spammers = Ifyou havea good
receive contains an are very good at virus checking
attachment, you disguising the program installed
should be very source of an email. N your computer,
Catious sbout Tt in doubt, do not it should
apening that e open email automatically scan
mail, espacially iF attachments. and verify the
the email is from * Thensk associated contents of any
someone you do with opaning email email attachments
nat know or attachmentsis YOU receive.
someone you have real. Itisa very However you
never received an common method cannotrely solely
email fraln before. used to spread on your anb-vrus
+ Sometimes an viruses and other program to protect -
email can appear farms af malware you. [tisup to
1o be from such as rojans, you to exercise
s s WIS spyware common sense I
Page:1efd | Weedngsl | G I 100% (= +
I T e = -

¢ Click once within the text associated with the second item, that is already
column formatted.

e Click on the Page Layout tab and within the Page Setup group click on the
Columns button. From the drop down list displayed select a Two column
layout for the selected text.

@ d9- 0

Home Insert Page Layout References Mailings Rev
n Colors ~ E‘ lj
= Fonts = ke

Themes

=
*—= Breaks

=

£3) Line Mumbers ~

Margins Orientation  Size |Columns
- Effects - - - - - be~ Hyphenation -
Themes Page 54
. = One
Navigation — 11
Search Document
==| Two
= | oo
= | om J
== Three
- ==

e Your document will now look like this.
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Mavigtion - | s Tl y I} 3 T FLERORE VRN | T L
e i o e LS T L W e Ty =
o- of transparting files from one computer to ancther. They can also contain
malicious programs or documents; make sure that you have anti-virus
< -7 seftwareinstalled an your computer befare inserting a USE device fram an
unknown source,
CD/OVD-ROM/Floppy disk: Any device capable of stonng files has the
potential to contain malicious saftware and shauld be scannad wath anti-virus
software before use.
spyware and adware. If you have
H [2] Rigke associated with details of your bank accounts and
opening emall attachments, credit cards contained within youwr
« If an email you receive contains computer, be especally caubous.
an attachment, you should be = Ifyou havea good virus checking
very cautious about opening that program installed on your
e-mail, especally if the email computer, it should automatically
from someone you do not know scan and verify the contents of
or someone you have never any email attachments you
received an email frofn before. receive, However you cannat rely
+ Sometimes an email can appear solely on your anti-virus pragram
ta be from somebody you know, to protect you. Tt is up to you to
whenin actual fact, it has heen exercise common sense when
sent maicioudly, and at frst dealing with email attachments.
glance enly appears to be from « Evenif an email attachment
somebady you know, Spammers ariginated from a friend or family
are very good at disguising the member, it may stll contain
source of an email. 11 in deubt, do malware buned within it. A i
not open email attachments. fnends computer may have been g
- Therisk asseciated with opening infected without their knowledge N
Py o taien and by sendinn an e-mail
Page:1al2 | Words 651 | G 113 100% [ +
C ey —

e Save your changes and close the document.

Changing column widths and spacing.

e Open a document called Columns 04.

anti-virus software

AaBbCecl  AaBlL

Hi

The risk assodiated

[1] How malicious
programs can enter
your computer
Malicicus programs
use a variety of
methods o enter your
computer system:

Infected Web site:
Also known as a
“dnve-by download”,
itis a web site which
has had malware
installed intoit. When
you then visit and
view the infected site
the malware
downloads itself onto
your eomputer without
yeour knowledge. This
method of attack
normelly relies on
expleiting knawn buas

installed on your
computer before
inserting a USE device
from an unknown
source.

Co/ovD
ROM/Flogapy disk:
Any device capable of
storng hles has the
potental to contain
malicious software
and should be
scanned with anti-
virus software before
use.

[2] Risks associated
with opening email
attachments.

If an email you

i containe an

with apening email
attachmentsis real.
It is a very cemmen
method used to
spread vinsses and
other forms of
malware such as
trogans, worms
spyware and adware,
1F you have details of
yeur bank accounts
and credit cards
contaned within your
computer, be
especially cautious.

Tf you have a good
virus checking
program installed on
your computer, it
should automatically
sean and venfy the
contents of any email

Page 1ol 2 | Wordw 81 | 5B
—— e —

Lo (= +

e The text that has been formatted for multi-column layout. Click within the first

column.

e Click on the Page Layout tab and within the Page Setup group click on the
Columns button. From the drop-down menu displayed click on the More

Columns command.
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Home Insert Page Layout References Mailings
Ij V= Breaks ~

j B colors - |:| =YY
— Fonts - =

£ Line Numbers -

Themes Margins Orientation Size |Columns
- Effects - > - > o b~ Hyphenation ~
Themes Page Se =
. = One E
Navigation v % |[] — o
Search Document o - [
==| Two
= |08 | [E ™
Z |88 E o -
- =SS Three
| [1] How malicia... | =
[2] Risks associa... -
- = Left
[3] Protecting yo... = —
n __-gl Right

(2]

£ More Columns...

e This will display the Columns dialog box.

Columns
Presets
One Two Three Left Right
Number of columns: |3 = [7] Line between

Width and spacing
Col #: Width: Spacing:

247em |2 [125m ]2
447am [ [125am |
447am |

Equal column width

Preview

Apply to: | Whole document El

Start new column

[ oK l’ Cancel l

e Within the Width and spacing section of the dialog box you can specify the
exact Width of each column and you can also specify an exact Spacing

value.

e Remove the tick in the Equal column width check box.
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Columns @

Presets

One Two Left Right

Nurnber of columns: |3 z Line between

Width and spacing Preview

Col # Width: Spacing:

a47em |5 [L2sem 2

a47am |5 [L25m 2

o & -
Apply to: | Whole document El Start new column

[ OK l | Cancel |

e Providing you clicked within the text before displaying the Columns dialog
box you will see the current values of the three columns displayed within the
dialog box.

e Click on the OK button to apply the new column settings.

Try experimenting with making the width wider for one of the columns and the
width for another column narrower.

Also experiment with reducing the spacing between the columns.

e Once you have finished experimenting, save your changes and close the
document.

Using pre-set column formatting.

e Open a document called Columns 05.

[l U= o
[ e | Pag — =@
B " 3NN
7 Bl U
Hagati -x

[1] How malicious
programs can snter
your computer

Mali ms

||||||

' . CD/DVD-
T System: ROM/Floppy disk:
Infected Web site: Any device capable of spyware and adware.
Als0 known as a stonng files has the If you have details of
“drive-by download”, potential to contain your bank accounts
itis a web site which rnaé-clous software and credit cards

has had malware
mstalled into it. When
you then visit and

contained within your
er, be

: r without [2] Risks associated
youl dge. This with apening email
method of attack attachments.
normally relies on il you
expleiting known buas Pairs

Cohume 05': 3,307 dhaactess (an app
e

e Click within the text.
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e Click on the Page Layout tab and within the Page Setup group click on the
Columns button. From the drop-down menu displayed click on the More

Columns command.

(w| |=

Home Insert
ncmors -
= Fonts =

Page Layout

References

Mailings

3y " r—\|'|:::|'B|'E:E|ks'
ENENE

£ Line Numbers -

Themes Margins Orientation Size |Columns
= Effects = = = . - |bd Hyphenation ~
Themes Page 52 \E}
. = QOne E
Navigation * X |1| =5 -
Search Document PR i
=S Twao
_ ~
=388 > |I°
==| | Three
| [1] How malicia... | n
[2] Risks associa.. -
- = Left
[3] Protecting yo... = —
N ‘ Right
B —
& EE  More Columns...

e This will display the Columns dialog box. Experiment by clicking on the

different pre-set options displayed at the top of the dialog box and look at the
effect that this has on your document. In the example illustrated the right pre-
set option has been selected.

-2 el

[w]
)
il
=
o

Three
Mumber of columns: |2 =

Width and spacing

Col #  Width: Spacing:

10,19 cm 1L25em |2
4,47 cm :
[ ]

[7] Equal column width

AL LAV IR L

Apply to: | Whole document El

Left Right

[ Line between

Preview

Start new column

ok || cancel |

e The right pre-set option will look like this when applied to your document.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert Page 123

€65 [Compatibility Mode] - Microsoft Word

- =
Havigation = x| B -
£

The risk asseciated
[1] How malicious programs can enter your with opering emal
computer attachmentsis real,
Malicious pragrams use a vanety of methods o Itis a very comman
anter your computer system: method used to

spread viruses and
Infected Web site: Alse known as a "drive-by ather forms of
download”,itis a web site which has had malware malware such as
nstalled into . When you then visit and view the nghns, worms
infected site the malware downlsads itself ente spyware and adware.
your computer without your knowledge. This If you have details of
methed of attack nermally relies on exploiting wour bank accounts
kriown bugs in your web browser, keeping your and credit cards
web browser software up-to-date with the latest contained within your
version can reduce this threat. computer, be

especially cautious.
Internet Download: Any files downloaded from

the Intermet are a potential hazard, Make sure you 1F you have a good
only download files from known reputable web wirus checking
sites. program installed an
your computer, it s
USB Storage Device: Portable USBE flash drives should automatically '
have become a popular way of ransporting files scan and verify the
| from one computer to another. They can also contents of any email =
Page o] | Wordees1 | o @w e 100% (= +
L = —_—

e Save your changes and close the document.

e Open a document called Columns 06.
e Click within the text.

e Click on the Page Layout tab and within the Page Setup group click on the
Columns button. From the drop-down menu displayed click on the More
Columns command.

@90

Home Insert Page Layout References Mailings
B colors - J Y Ij V= Breaks ~
= Fonts = =

Themes Margins Orientation Size |Columns

=)

{3 Line Numbers ~

= . Effects = S = > — b~ Hyphenation -
Themes Page Se |E]
. = One E
Navigation v % |[] = o
Search Document o - [
== Two
- ~
BNEE - |F
= Three
[1] How malicio... B
[2] Risks associa... -
- = Left
[3] Protecting yo... = —
- _-5‘ Right
B p— |
™ EE  More Columns...

e This will display the Columns dialog box. Click on the Line between button.
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Columns @

Presets

One Two Three Left Right

Nurnber of columns: |3 z

Width and spacing Preview

Col # Width: Spacing:

a47em |5 [L2sem 2

£l 4,47 cm —| |1.25am :

4.47 an

| Equal column width
Apply to: | Whole document El Start new column

[ OK l | Cancel |

e Click on the OK button and your document will now look like this.

g e R -0
X . I ang
entatia ¢ e L
Navigaticn x| =
2 "y
anti-virus software The risk associated
[1] How malicious installed on your with opening emal
programs can enter computer before attachmentsis real.
your computer inserting a USE device Itis a very common
Malicious programs fram an unknown method used to
use a variety of SOUrce. spread viruses and
. other forms of
methods to enter your
computer system N CD/DVD- malware such as
: ROM/Floppy disk: ITGIANS, WoIms
Infected Web site: Any device capable of spyware and adware.
Also known as a storing files has the If you have details of
“drive-by download”, potential to contain wour bank accounts
itis a wab site which malicious software and credit cards
has had malware and should be contained within your
installedintoit. When scanned with anti computer, be
you then visit alnd virus soltware before especially cautious.
view the infected site s
the malware 1f you have a good
downloads itself onte N B wvirus checking
your computer wathout [2] Risks associated program installed on
your knowledge. This with opening email your computer, it -
method of attack attachments. should automancally
nesmally reles on If an email you scan and verify the
| exploitinoknownbuos | receive con taing an contents of any email
Page: 1o 2 & 2 — T
= T r T r =

e Save your changes and close the document.

Inserting column breaks.

e Open a document called Columns 07.

e Normally (soft) column breaks will be applied automatically, so that the text
within the section formatted as multi-column will flow within the section. You
can insert column breaks to force a column break within a column.

e Click just before the following text.

[2] Risks associated with opening email attachments.
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you then visit and
view the infected site
the malware
downloads itself onto
your computer without
your knowledge. This
method of attack
normally relies on
exploiting known bugs

virus software before
use.

especially cautious.

If you have a good
virus checking
program installed on
your computer, it
should automatically
scan and verify the
contents of any email

[2] Risks associated
with|jopening email
hments.

If an email you
receive canfains an

e Click on the Page Layout tab and within the Page Setup group click on the
Breaks button. From the drop-down menu displayed click on Column.

= R A

Columns 07 [Comr

“Home Insert Page Layout Reference: Review View Add-Ins
oo [ R[5 [ DA D
Fonts ~ Page Breaks ef

Themes Margins Orientation Size Columns
- [O]Effecs - S = = = Page tig
b Mark the point at which one page ends
I Eaneseiup ﬁ and the next page begins. .
Navigation - X EJ .
] Column
Search Document L~ Indicate that the text following the column
R break will begin in the next column.
=88 A v ru
N - Text Wrapping
[1] How malicig... - Separate text around objects on web
—_————————— - pages, such as caption text from body text. 1
| [2] Risks associa... =
[3] Protecting yo... o Section Breaks
. Next Page ar
n b Insert a section break and start the new
. - section on the next page. "
= Continuous ik
N Insert a section break and start the new
- section on the same page. e
- Even Page
= Insert a section break and start the new t
- section on the next even-numbered page.
S te
z Odd Page A
z Insert a section break and start the new

section on the next odd-numberad page.

= AR ST FESTT S e e

o All text after the point in the document where you clicked will now move to the
top of the next column as illustrated.

[1] How malicious
programs can enter
your computer
Malicious programs
usea vanety of
methods to enter your
COMpULEr SysStem:

Infected Web site:
Alzo known as a
“drive-by download”,
itis a web site which
has had malware
installed intait. When
yous then visit and
wiew the mfected site
the malware
downloadsitself onto
your computer without
your knowledge. This
method of attack
normally relies on
exploiting known bugs
inyour web browser,
keeping your web
browser software up-
to-date with the latest
version can reduce

anti-virus software
mstalled en your
computer before
inserting a USB device
from an unknown
source.

CD/DVD-
ROM/Floppy disk:
Any device capable of
storing files has the
potential to contain
malicious software
and should be
scanned with anti-
wirus software before
use,

[2] Risks associated
‘with opening email
attachments.

If an email you
receive contains an
attachment, you
should be very
cautious about
opening thate-mail,
especially if the email
is from someone you
donat know or
someone you have
neverreceived an
email from before.

Sometimes an email
can appear to be from
somebody you know,
whenin actual fact, it
has been sent
maliciously, and at
first glance only
appears to be from
somebody you know.
Spammers are very
good at disguising the
source of an email. 1f
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e Save your changes and close the document.

Deleting column breaks.

e Open a document called Columns 08. This document contains a number of
column breaks.

[1] How malicious
programs can enter

your computer

Malicious programs
usea variety of
methods to enter your

Internet Download:
Any files downloaded
from the Internetare
a potential hazard.
Make sure you only
download files from
known reputable web
sites.

USB Storage Device:
Portable USB flash
drives have become a
popular way of
transporting files from
one computer to
another. They can
also contain malicious

computer system:
| programs or

documents; make
sure that you have
anti-virus software
installed on your
computer before
inserting a USB device
from an unknown
source.

e Click on the Home tab and within the Paragraph group click on the
Show/Hide icon so that the column breaks can be viewed on the screen.

Wid9-0s

Columns 08 [Compatibi

Home Insert Page Layout References Mailings Review View Add-Ins
J ' Verdana 11 v AT AT E
Paste - 2
- # Format Painter L RS
Clipboard Fant Paragraph

e The column breaks are now displayed, as illustrated.

" [1]'How-malicious-
programs- can- enter-
your-computerq]
Maliciousprograms-
usea-variety-of-

methodsto-enter-your-

computersystem:-f|

Column Break

Internet-Download:-
Anyfiles-downloaded-
from-the-Internetare-

a-potential-hazard.-
Makesure-you-only-
download files from-

known reputableweb-

sites.f
g

ceveer e ColUmR Bredk e

USB-StorageDevice:-
PortableUSB-flash-
driveshavebecome-a-
popular-way-of-
transporting filesfrom-
one-computer-to-
another.~They-can-
also-containmalicious-
programs-or-
documents;-make-
surethat-youhave-
anti-virussoftware-
installed-on+your-
computerbefore-
inserting aUSB-device-
from-an-unknown-

source.
L
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e Click at the start of each column break and press the Del key to delete the
column breaks.

e Re-click on the Show/Hide icon so that the document is displayed normally.
e Save your changes and close the document.
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AutoCorrect

Creating, modifying and deleting an AutoCorrect entry.

e Open a document called AutoCorrect 02.

e Click on the File tab and then click on the Options button displayed at the
bottom of the dialog box.

LH Save

L'-',g Save As
__}‘ Open

__T Close

Recent
Mew
Print
Share

Help

Ed Exit

e The Word Options dialog box will be displayed. Within the left side of the
dialog box click on the Proofing button. The AutoCorrect Options button
will be displayed within the right section of the dialog box.
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Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

[] 1gnare words in UPPERCASE

D Ignaore words that contain numbers
D Ignaore Internet and file addresses

[] Flag repeated words

D Enforce accented uppercase in French
D Suggest from main dictionary only

LCustom Dictionaries...

French modes: Traditional and new spellings -
Spanish modes: | Tuteo verb forms only ﬂ

‘When correcting spelling and grammar in Word

Check spelling as you type

Use contextual spelling

Mark grammar errars as you type
Check grammar with spelling

[] show readability statistics

Writing Style: | Grammar Only n

Recheck Document

Exceptions for: | AutoCorrect 02

=]

D Hide spelling errors in this document only

[]_Hide arammar errars in this document ank

Ward Options (-5 ==l
General ABC =
*}}’ Change how Word corrects and formats your text.
Display
caastapers
Save Change how Word corrects and formats text as you type:) AutoCorrect Options...
Language
When correcting spelling in Microsoft Office
Advanced

m

Click on the AutoCorrect Options button. The AutoCorrect dialog box will
be displayed.

AutoCorrect: English (U.K.)

>

| AutoFormat I Actions
AutoCorrect | Math AutoCorrect | AutoFormat As You Type
Show AutoCarrect Options buttons
Correct TWo INitial CApitals Exceptions. ..

Replace:

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type
With: @ Plain text Formatted text

(e)

9] ®
{tITI} ™™
( 5
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In the Replace section of the dialog box, type in a commonly used, but
incorrectly spelt version of the word that you wish to add to the AutoCorrect
feature. Alternatively, you can use an abbreviation that you wish to
automatically expand into a short phrase. In this case, type in the text CCT.

In the With section of the dialog box, type in a correct spelling of the word (or
the expanded version of your abbreviation), that you wish to add to the
AutoCorrect list. In this case, type in the text Cheltenham Courseware.

AutoCorrect: English (U.K) [~ 5| 23]
| AutoFormat | Actions
AutoCorrect | Math AutoCorrect | AutoFormat As You Type

Show AutoCorrect Options buttons

Correct TWo INitial CApitals W
Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type

Replace: With: (@) Plain text Rormatted text

CcCT Cheltenham Courseware

cafe café -
caharcter character

calcullated calculated

calulated calculated

can;t can't

candidtae candidate hd

Automatically use suggestions from the spelling chedker

I oK J[ Cancel I

Make sure that you click on the Add button and then close the dialog box.
Close any other open dialog boxes.

Now every time you type in the incorrectly spelt word (or abbreviation), it will
automatically be changed to the correct (or expanded) version, as soon as
you press the spacebar, after typing in the word.

NOTE: This AutoCorrect information will be stored in the template file used to
create the document that you are working on, and as such, the feature will be
available within all new documents created using that template.

Within your document type in the letters CCT, followed by pressing the
Spacebar. You should find that the abbreviation CCT is replaced by the text
Cheltenham Courseware.

Re-open the AutoCorrect dialog box, and display the CCT entry. Change the
phrase Cheltenham Courseware to Cheltenham Courseware for
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Computer Professionals.

AutoCorrect: English (UK [~ 7 |[E3a]
| AutoFormat | Actions
AutoCorrect | Math AutoCorrect | AutoFormat As You Type

Show AutoCorrect Options buttons

Carrect TWo INitizl CApitals
Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type

Replace: with: @) Plain text Formatted text

CCT Cheltenham Courseware for Computer Professionals

[cct | Cheltenham Courseware -
certian certain aL
challange challenge L4
challanges challenges

chaneg change

chanegs changes -

[ Replace l [ Delete ]
Automatically use suggestions from the speling checker

e Click on the Replace button. You will see a warning dialog box.

.,

Microsoft Waord @

An AutoCorrect entry for CCT already exists, Do you want to redefine it?

Lves J [ o | [ teb

e Click on the Yes button.

e Close the dialog box and insert this new AutoCorrect entry to the document by

typing in CCT followed by pressing the spacebar. The modified entry should
now be displayed.

e Re-open the AutoCorrect dialog box, and display the CCT entry. Click on
the Delete button and close the dialog box.
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AutoCorrect: English (Australia) @
| AutoFormat | Smart Tags
AutoCorrect | Math AutoCorrect | AutoFormat As You Type

Show AutoCorrect Options buttons

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type

Correct TWo INitial CApitals

Replace: With: @) Plain text Formatted text

CCT Cheltenham Courseware for Computer Professionals

- = -
£== 3

L= =

=== > |:|
- Ed |
Cheltenham Courseware for Computer Professionals -

Replace Delete

Automatically use suggestions from the spelling checker

[ oK ][ Cancel ]

The AutoCorrect entry has now been deleted.
Save your changes and close the document.
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Building Blocks (formerly called
AutoText)

Creating and inserting Building Block items.

e Open a document called Building Blocks.

e Type in your name as directed within the document.

e Select your name.

e Click on the Insert tab and within the Text group click on the Quick Parts

v Building Blocks [Compatibility Mode] - Microsoft Word
Page Layout References Mailings Review View Add-Ins
R ) T i @ = =] A l =
| | g0 Y 2 Ml @ o =g =l & =% ==
Page Table Picture Clip Shapes Smart&rt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer  Page Text | Quick WordArt Drop
ireak < Art < v v T Mumber~ | Box~ | Parts ™ < Cap-
Tables Tlustrations Links Header & Footer Text

e From the drop-down menu displayed click on Save Selection to Quick Parts
Gallery.

A= [&signature Line -
j?; Date & Time

Drop i

Cap~ '#4Object -

5[5 4

‘ext | Quick |WordArt
ox~ |Paris ..

T

Equa

5 !/ [H1 Document Property . L
= Field...

§j Building Blocks Organizer,

_\'ﬂ Save Selection to Quick Part Gallery...

AutaText

e The Create New Building Block dialog box is displayed. Within the Name
section type in mn. In this case we are using mn as a shortcut to insert My

Name.

Create Mew Building Block @

MName: mn|

Gallery: Quick Parts |E|

Cateqgory: General |Z|

Description:

Save in: Building Blocks |Z|

Options: Insert content only |E|
[ 0K ] | Cancel |

Click on the OK button.
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e Click within another part of the document and type in the text 'mn’ followed by
pressing the F3 key. As you will see the name shortcut is then replaced with
your name.

NOTE: In this case we just used your name for the new building block entry.
You could have used a long paragraph or even a picture.

e Select the logo within the document. Press Alt+F3 to open the Create New
Building Block dialog box. Enter the name Ig and click on the OK button.

e Click within another part of the document, enter Ig, followed by the F3 key and
you will see the logo displayed.

e Save your changes and close the document.

e Create a new document. You should find that you can insert both Building
Block (AutoText) items within the new document. As you can see once
created, Building Blocks can be inserted into any document. Close the new
document without saving your changes.

Modifying a Building Block (AutoText) item.
e Re-open the document called Building Blocks.
e Type in the name of your organisation.
e Select the organisation name.

e Press Alt+F3 to open the Create New Building Block dialog box. This will
display the Create New Building Block dialog box.

e Enter the Building Block name that you originally used for your own name,

i.e. mn.
Create Mew Building Block @
Mame: mn
Gallery: CQuick Parts

M
]

Categaory: General

Description:
Save in: Building Blodks

=]
Options: Insert content only IEI
|

[ CK ] | Cancel

e Click on the OK button and you will see a warning dialog box.
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Microsoft Office Word ==

':9:' Do you want to redefine the building blodk entry?

e Click on the Yes button and the Building Block entry will be redefined.

e Try typing mn into the document, followed by the F3 key and now instead of

seeing your name you will see the name of your organisation.

e Close your document without saving any changes that you have made.

Deleting a Building Block (AutoText) item.

e Re-open the document called Building Blocks.

e Click on the Insert tab and within the Text group click on the Quick Parts

button.

Tables Ilustrations Links Header & Footer

e From the drop-down menu displayed click on Building Blocks Organiser

J é ("‘ﬂ & signature Line ~ T[ Q

j?) Date & Time
| Quick |WordArt . Equation Symbaol
v |Parts * - bgd Object ~ - -
General

g
‘ CHELTENHAM
[

mn

David Murray

% AutoText
H1  Document Property
=] Field...

‘ Q Building Blocks Organizer... ‘

e This will display the Building Blocks Organiser dialog box.

v Building Blocks [Compatibility Mode] - Microsoft Word

Page Layout References Mailings Review View Add-Ins
T EHERPd . QB 3 22 R E

Page Table Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer  Page
ireak =7 Art =7 =7 =7 =7 Mumber ~

Text
Box~

e Click on the name header within the dialog box to list the building blocks

alphabetically.

WordArt

=
I

Drog
Cap-

Text
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Select the Ig entry.

Building Blocks Organizer @
Building blocks: Click a building block to see its preview
Name Gallery Category Template g =
Largel Page Murm... Plain Number  Built-In Buil...
Large 2 Page Mum... Plain Number Built-In Buil...

J GHELTENHAM
Large Coler  Page Num... Plain Number  Built-In Buil... =

Large Colerl Page Mum.. Plain Number Built-In Buil...
Large Coler2 Page Num... Plain Number  Built-In Buil...
Large Coler3  Page Num... Plain Number  Built-In Buil...
Large Italics  Page Mum... Plain Number Built-In Buil...
Large Italics1 Page Num... Plain Number Built-In Buil...
Large Italics 2 Page Num... Plain Number  Built-In Buil...
Large, Left Page Mum... Plain Number Built-In Buil...
Large, Right Page Num... Plain Number Built-In Buil...

m

Ig Quick Parts ~ General Building Bla...

Manual Table Table of C...  Built-In Built-In Buil...

Matrix Tables Built-In Built-In Buil...

mn Quick Parts  General Building Bla...

Mod Cover Pages  Built-In Built-In Buil...

Mod (Even ... Footers Built-In Built-In Buil...

Mod (Even .. Headers Built-In Built-In Buil...

Mod (Odd ... Footers Built-In Built-In Buil...

Mod (Odd ... Headers Built-In Built-In Buil... m
Mod Quote  Text Boxes Built-In Built-In Buil... il i
;gl_Jr:J_.___ T_.T”n _____ n.w rl_ Ao T n - lg

Edit Properties... ] ’ Delete ] [ Insert

Close

Click on the Delete button and a dialog box will be displayed.

-

Microsoft Word @

Are you sure you want to delete the selected building block?

[xes | Lo ] [ teb |

Click on the Yes button and the Ig building block entry is removed.

Click on the Close button to close the Building Blocks Organiser dialog
box.

Save your changes and close the document.
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Advanced Find and Replace

Clever ways of using the 'Find and Replace’ facility.

e NOTE: This section is just for information; do not follow through these
instructions, just see what is possible. You can practice these techniques in

the next section.

e Most people use find and replace to simply find a word or phrase and then
replace it with a different word or phrase. However you can do so much more
when using find and replace.

e To display the Find and Replace dialog box, press Ctrl+H. This displays the
familiar Find and Replace dialog box, as illustrated.

[ Find and Replace @
| Find Replace | GoTo
Find what: E
Replace with: |E|
More =3 Cancel |

e Clicking on the More button displays the following.
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’Find and Replace @
Replace | GoTo
Find what: | |E|
Replace with: |E|

Search Options

Search; | All Izl

[] Match case [] Match prefix

[] Find whale words only [ Maich suffix

[ use wildcards

[ sounds like {English) [ 1gnore punctuation characters
[ Find all word forms (English) [ 1gnore white-space characters

Replace
Format = ] [ Special -
Match case:

Clicking on the Match case option within the Search Options section of the
dialog box will allow you to only find or replace text that exactly matches
capitalisation.

Find whole words only:

The Find whole words only option is great when you want to specify a whole
word, not a word that is actually part of a longer word. For instance, if you
wanted to replace the word red, with the word Green, then without this option
you may find that the word Preferred is changed to Prefergreen, which can
be disastrous, especially if you had clicked in the Replace All button.

Format:
Clicking on the Format button will display a drop down list that will allow you
to find and / or replace a wide range of formatting options.
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Search Options

Search; all v
[ Makch case

[ Use wildcards

[ sounds like (English)

[ Find all vaord Farms (English)
Replace

[ Faormat = ][ Special =

Font...

Paragraph...
Tabs...
Language. ..
Frame...
Style...
Highlight

Special:
Clicking on the Special button will display a drop down list that will allow you
to find and /or replace a wide range of special options.

Paragraph Mark
Tab Character

Any Characker

Any Digit

Any Letter

Catet Character

g Section Character

F h Ch. k )

Column Ereak

Find Replace | GoTo Ern Dash
Find what: wWatping EOlZazh w
Endnote Mark
Field
Replace with: Wraping w

Footnote Mark
Graphic

2 Ei
Manual Line Break Eindliest ] [ Cliee

Manual Page Break

Search Options

Search; all w
[ Match case Monbreaking Hyphen

Monbreaking Space
[ use wildcards
[ 5ounds like (English)

[ Find all word Farms (English)
Replace White Space

Optional Hyphen

Section Break

[ Format ~ ][ Special ~

Advanced find and replace options using font formatting.
e Open a document called Finding and Replacing - Fonts.
e Press Ctrl+H to display the Find and Replace dialog box.

e Make sure that the insertion point is in the Find What section of the dialog
box.

e If necessary, click on the More button to expand the choices available.
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e Click on the Format button and from the drop down list displayed, select the

Font command.

Replace

Font...

Paragraph...
Tabs...
Language...
Frame...

Style...
Highlight

e This will display the Find Font dialog box.

Mo Color |E| |Z|

Fnd Fon B
Font | Advanced
Font: Font style: Size:
|
+Headings ~ | |Regular -~ |8 -
Agency FB (7 Italic — |9 M
Aharoni —'| |Bold |i| 10 =
Algerian Bold Italic 11
Andalus = | |Mot Bold 7 12 e
Font color: Underline style: Underline color:

Mo Color |E|

Effects

Strikethrough Shadow Small caps

Double strikethrough Qutline All caps

Superscript Emboss Hidden

Subscript Engrave
Preview

AaBbCcYviz
[ OK ] [ Cancel ]

e Asyou can see there are lots of options that you can search for and then
replace. Within the Font section of the dialog box, click on the Times New

Roman font.

e Click on the OK button and the dialog box will look like this.
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Find and Replace @

Replace

Find what: E

Faormat: Font: Times Mew Roman

Replace with: |E|

Format:

e Click within the Replace with section of the dialog box.

e Click on the Format button and from the drop down list displayed, select the
Font command. This will display the Replace Font dialog box.

e Within the Font section of the dialog box, click on the Impact font (or another
font if you do not see the Impact font).

e Click on the OK button and the dialog box will look like this.

Find and Replace @
Reglace | GoTo
Find what: E
Format: Fant: Times New Roman
Replace with: || E

Format: Font: Impact

Replace ] ’ Replace All ] [ Find Mext ] [ Cancel ]

Search Options

Search: | All IZI

[] Match caze [] mMatch prefix

[7] Find whole words only [T] Match suffix

[ use wildeards

[7] sounds like (English) [ 1gnore punctuation characters

[7] Find all word forms {English) [ 1gnore white-space characters
Replace

[ Farmat - l ’ Special * ] [ Mo Formatting ]

e Click on the Replace All button and the screen will change to replace all
instances of the Times New Roman font with the Impact font.

e Close all open dialog boxes and the text will look like this.
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This line of text is formatted using a font called Arial.
This line of text is formatted usiny a font called Times Newr Roman.

Thiz line of text 1=z formatted using a font called
Courier New.

This line of text is formatted usiny a font called Times Newr Roman.

This line of text is formatted using a font called Arial Marrow.

e If you have time you can experiment with using some of the other options.
Such as finding and replacing text size or text colour. You can also
experiment with finding and replacing some of the options within the Effects
section of the dialog box.

e Save your changes and close the document.

Advanced find and replace options using paragraph formatting.

e Open a document called Finding and Replacing - Paragraphs.
e Press Ctrl+H to display the Find and Replace dialog box.

e If you are following on directly from the last section, you may see that the
Find and Replace dialog box remembers your previous actions, and that the
dialog box looks like this.

Find and Replace @
Find Replace | GoTo
Find what: | E|
Farmat: Font: Times Mew Roman
Replace with: E|

Format: Font: Impact

<« Less | Replace | | Replace All | [ Find Mext ] | Cancel |
Search Options
Search; |All E
Match case Match prefix
Find whole words only Match suffix
Use wildcards
Sounds like (English) Ignore punctuation characters
Find all word forms (English) Ignore white-space characters
Replace
Format « | | Special * | | Mo Faormatting
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e Click within the Find what section of the dialog box and then click on the No
Formatting button.

e If necessary, click on the More button to expand the choices available.

e Click on the Format button and from the drop down list displayed, select the
Paragraph command.

Find

[ Format ~ ] [ Spedal -

Font...

Paragraph...
Tabs...

Language...
Frame...

Style...
Highlight

e This will display the Find Paragraph dialog box.

[ Find Paragraph @

Indents and Spadng | Line and Page Breaks |

General

Alignment: IEI
Qutline level; |E|

Indentation

4]k

Inside: Spedial: By:

Outside:

4]k
Al

Mirrar indents

Spadng

Before: = Line spacing: At

After: = |E|

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

L1

Prewview

Set As Default ] [ oK ] [ Cancel
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e As you can see there are lots of options that you can search for and then
replace. Within the Alignment section of the dialog box, click on the down
arrow and select Centered.

] Find Paragraph -7 =

Indents and Spading | Line and Page Breaks

General
Alignment:

Qutline level:

Right
Justified

pupLE gy guin )

e Click on the OK button.

e Click within the Replace with section of the dialog box and then click on the
No Formatting button. This will remove the information relating to find and
replacing font options.

e Click on the Format button and from the drop down list displayed, select the
Paragraph command. This will display the Replace Paragraph dialog box.

e Within the Alignment section of the dialog box, click on the down arrow and
select Left.

e Click on the OK button and the dialog box will look like this.

Find and Replace @
Find Replace | GoTo
Find what: |Z|
Format: Centered
Replace with: E
Format: Left

e Click on the Replace All button and the screen will change to replace all
instances of the centred text with the left aligned text.

e Close all open dialog boxes.
e Save your changes and close the document.

Advanced find and replace options using paragraph marks.

e Open a document called Finding and Replacing - Paragraph Marks.

e Click on the Show/Hide button which is displayed in the Paragraph group of
the Home tab.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert Page 145

Wid9- o= Word_2010_Expert_Manual [Ct
File Insert Page Layout References Mailings Review View Add-Ins
J Arial *12 v A AT Aa- &f'/ =l §E o .E_ gg gg i“ q
Paste o 2 ab® . .l == == t=- o
-  Format Painter B I U-abex, x 2 SIS = = | (=

Clipboard Font Paragraph

e This will allow you to see that each line ends with a manual line break, rather
than a paragraph mark.

This-is-a-line-oftextthat-originally-ends-with-a-tnanual-line-brealk -rather-than-a-
paragraph-marlk. +
This-isra-line-oftextthat-originally-ends-with-a manual-line-break, -rather-than-a-
paragraph-mark +
This-is-a-line-oftextthat-originally-ends-with-a-manual-line-break, -rather-than-a-
paragraph-marlk. +
This-is-a-line-oftextthat-originally-ends-with-a-tnanual-line-brealk -rather-than-a-
paragraph-marlk. +
This-isra-line-oftextthat-originally-ends-with-a manual-line-break, -rather-than-a-
paragraph-marl. +
This-is-a-line-oftextthat-originally-ends-with-a-manuval-line-break -rather-than-a-
paragraph-marlk. +

e Re-click on the Show/Hide button to hide the formatting marks.
e Press Ctrl+H to display the Find and Replace dialog box.

e If you are following on directly from the last section, you will see that the Find
and Replace dialog box remembers your previous actions, and you will need
to clear the formatting options. Click within the Find What section of the
dialog box, and then click on the No Formatting button.

e Click on the Special button.

Replace

Format + | | Special *

e From the list displayed click on the Manual Line Break command.
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Paragraph Mark
Tab Character

Any Character
Any Digit
Find and Replace Any Letter 7|

Replace Caret Character
§ Section Character

Find what: |z|

T Paragraph Character

Format: Fon

P Column Break
Replace with: Em Dash |z|
Format: Fon En Dash

Endnete Mark

Field Replace All ] [ Find Mext ] [ Cancel ]

Search Options

Footnote Mark

Search: |Al L

[CIMatch case Ma;u;l Line Break [ Mateh prefix

[ Find whale §o » - o [ Match suffix

[7] Use wildcards TR EETEE

[ sounds like (& Nonbreaking Hyphen [T 1gnore punctuation characters

[ Find all word f Nonbreaking Space [ 1gnore white-space characters
Optional Hyphen
Section Break

Replace White Space

Format + ] [ Special J [No Formatting

e Now click within the Replace with section of the dialog box and click on the
No Formatting to clear the box.

e Click on the Special button and from the list displayed select Paragraph
Mark. Your dialog box will now look like this.

Find and Replace (T[Sl
Replace | GoTo

Find what: | E

Replace with: | “p| E

Replace ] [ Replace Al ] [ Find Mext ] [ Cancel ]

Search Options

Searchy |all |E|

[] Match case [] Match prefix
Find whaole words only [7] Match suffix
[ use wildcards
[7] sounds like (Englizh) [7] 1gnore punctuation characters
[ Find &ll word forms (English) [ 1gnore white-space characters
Replace

Format = l [ Special -
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e Click on the Replace All button. You will see a dialog box displayed telling
you how many items were found and replaced. Click on the OK button to
close the dialog box.

e Re-click on the Show/Hide button and you will now see paragraph marks
displayed at the end of each line, rather than manual line breaks.

Thiz-is-a-line-oftextthat-originally-ends-with-a-manual-line-break, -ratherthan-a-
paragraph-mark
Thiz-is-a-line-of-textthat-originally-ends-with-a-manual-line-break, -ratherthan-a-
paragraph-mark
Thiz-is-a-line-oftextthat-originally-ends-with-a-manual-line-break, -ratherthan-a-
paragraph-marl
Thiz-is-a-line-of-textthat-originally-ends-with-a-manual-line-break, -ratherthan-a-
paragraph-mark
Thiz-1s-a-line-oftextthat-originally-ends-with-a-manual-line-break, -rather-than-a-
paragraph-mark
Thiz-15-a-line-of-textthat-originally-ends-with-a-manual-line-break -ratherthan-a-
_Earagraph-mark.ﬂ

e Re-click on the Show/Hide button so that the paragraph marks are no longer
displayed on the screen.

e Save your changes and close the document.

Advanced find and replace options using page breaks.

e Open a document called Finding and Replacing - Page Breaks.

e Click on the Show/Hide button which is displayed in the Paragraph group of
the Home tab.

™ R R Word_2010_Expert_Manual [Ct
File Insert Page Layout References Mailings Review View Add-Ins
=) Arial =12 v AN A7 | Aav | B |Eeli=r [ EE ST ‘
Paste B 7 U -abe x, x° w.A-[El=== 1= & -

- # Format Painter

Clipboard Font Paragraph

e Scroll down through the document and you will see that a number of page
breaks have been inserted into the document. Re-click on the Show/Hide
button to hide the page break marks.

e Move up to display the first page within the document.

e Press Ctrl+H to display the Find and Replace dialog box.

e If you are following on directly from the last session, you will see that the Find
and Replace dialog box remembers your previous actions, and you will need
to clear the formatting options. Click within the Find what section of the dialog
box, and then click on the No Formatting button.

e Click on the Special button. From the list displayed click on the Manual Page
Break command.
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Find and Replace @
Find Replace | GoTo
Find what: |Z|

Paragraph Mark
Tab Character

Replace with: Caret Character |Z|
§ Section Character

T Paragraph Character

igl-ees Clipboard Contents

Search Options

Column Break

Search; | Al Ern Dash
Match case En Dash Match prefix
Find whole wo ] Match suffix
; Find What Text

Use wildcards

Sounds like Ignore punctuation characters

Find all word] f Manual Page Break Ignore white-space characters
el

a4 =FF
MNonbreaking Space
Replace Optional Hyphen
Format = | [ Special *

e Now click within the Replace with section of the dialog box and if necessary,
click on the No Formatting to clear the box.

e Leave the Replace with section of the dialog box empty. This will have the

effect of replacing page breaks with 'nothing’. This is an easy way of
removing page breaks within a document.

e Click on the Replace All button and close any open dialog boxes.

e Examine your document and you will see that the document no longer
contains any page breaks.

e Save your changes and close the document.

e Open a document called Complex formatting. As you can see this
document contains a range of different formatting techniques.

- A -
4aB5Ccl AaBbCi | AsBbCc | AaBbCe) AAD aameca | A L L

o

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert Page 149

e Press Ctrl+A to select the entire document.
e Press Ctrl+C to copy the document contents to the Clipboard.

e Open a second document called Paste Special.

e Click within the document at the location that you wish to paste the
unformatted text.

e Click on the down arrow under the Paste button and from the drop-down
menu displayed select the Paste Special command.

(W I=
Home Insert Page Layout References
j ’ Calibri (Body) ~ 11 ~ A A~

| Paste |

. - 2 -
- - Format Painter R

| Paste Options: Font

= v x[L]]

Paste Special... »o-
Set Default Paste... IZ‘

| Paste Special [Alt=Ctrl+V) |

—_
Thiz darmmeant dnaz nnt | | o |

e From the Paste Special dialog box displayed select the Unformatted Text
option.

[ Paste Special @

Source:  Microsoft Word Document
C:Wsers\Dave\Documents Word 2010 Expert Course\Comple...

As:
(@) Paste: Microsoft Word Document Object - Display as icon

= ... |Formatted Text (RTF
e s
Picture (Windows Metafile)
PFicture (Enhanced Metafile)
HTML Farmat

Unformatted Unicode Text

Result

Inserts the contents of the Clipboard as text without any formatting.

[ oK ] [ Cancel

e Click on the OK button to close the Paste Special dialog box.

e The raw, unformatted text will be pasted into the document. No formatting
information, such as bold, italic, or column layout will be preserved. No
pictures will be copied.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert Page 150

e Click at the location that you would like to paste the formatted text too, and
use the normal Ctrl+V keyboard shortcut.

e Save your changes and close both documents.
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Captions.

Manually adding a caption to an object.

e Open a document called Captions 01.
e Select the first graphic within the document.

e Click on the References tab and within the Captions group click on the
Insert Caption button.

(w]| U5 Captions 01 [Compatibility Mode] - Microsoft Word Picty
Home Insert Page Layout Mailings Review View Add-Ins Fo
[Ep Add Text - [y Insert Endnote j 3} Manage Sources ﬂ 4] Insert Tabl
= =¥ Update Table Ag Next Footnote = — U3 style: APA -
Table of Insert Insert e Insert
Contents * Footnote Citation - [h Bibliography ~ Caption [4A] Cross-refer
Table of Contents Footnotes Citations & Bibliography Captions

e This will display the Caption dialog box.

’Caption @
Caption:
|Eigu:re 1|

Options

Label: Figure IEI
=]

Position: |Below selected item

[ Exdude label from caption

Iﬁuto[:apﬁun... ‘ [ QK ] I Cancel ‘

e You can use the Position drop down to insert the caption above or below the
graphic. Click on the OK button and the caption will be displayed above or
below the graphic.

=

Figure 1|
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Scroll down the page and click within the table. Click on the References tab
and within the Captions group click on the Insert Caption button. This will
display the Caption dialog box.

You can use the Label drop down to change the caption label. In this case
select Table.

e R

Caption:

|Eigure 2 |

Options

Label: Figure -

Equation -

Figure
] Exdude]|
MNew Labg i

| AutoCaption... | | ok || concal |

Position:

Click on the OK button and the caption will be displayed above or below the
table, as illustrated.

Tablel

McAfee Anti-virus software http:/hww mcafee.com
MNorton Anti-virus software http:/fww symantec. com/avecenter
AVG anti-virus software http:/fanw_grisoft.com

Select the next graphic within the document and add a caption above or
below the graphic (using the Figure label).

Caption A )
Caption:
[Table 2 |
Options

Label; Table -

Position: Eiuahnn "

[ Exdude| Table

Mew Labe il

[ﬁutoCapﬁnn... ] [ QK ] [ Cancel ]

Repeat this procedure so that all the graphics within the document have
captions.

Save your changes and close the document.
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Adding and removing caption labels.

Open a document called Deleting caption labels. This document contains a
number of labelled captions.

Select the caption label that you wish to modify, such as the first caption label
within the document.

=

Figure 1

Click on the References tab and within the Captions group click on the
Insert Caption button. This will display the Caption dialog box. Click on the
Exclude label from caption check box.

Caption [ (mS]
Caption:

1 |
Options

Label: Figure E|
Position: |Below selected item

[¥]iExdude label from caption;

S ere—
I&utoCaption... J [ Ok, ] \ Cancel I

Click on the OK button and the caption will no longer be displayed with a
label.

=

Figure 1

=
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NOTE: An easier way to delete a caption label is to double click on a caption
label to select it, and then press the Del key. Use this method to remove the
second caption label within the document.

Vo dle
A}

e To re-display a caption label that you have removed, first select the caption.

e Click on the References tab and within the Captions group click on the
Insert Caption button. This will display the Caption dialog box. Remove the
tick from the Exclude label from caption check box. Click on the OK button.

e Save your changes and close the document.

Changing the caption number formatting.

e Open a document called Captions 02.
e Select the first graphic within the document.

Computer viruses

* Viruses are small programs that hide themselves on yc
and your hard disk). Unless you use virus detection sol
you know that you have a virus is when it activates. Dif
activated in cifferent ways. BEWARE: Viruses can des

Ck I} =

26

=

A

Figure 1

e Click on the References tab and within the Captions group click on the
Insert Caption button. This will display the Caption dialog box. Click on the
Numbering button.
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Caption @
Caption:
L |
Options
Label: Figure |E|
-]

Position: | Below selected item

Exdude label from caption

Mew Label...

| AutoCaption... | o

e This will display the Caption Numbering dialog box. Use the down arrow
next to the Format section, to select an alternative numbering format.

Caption Numbering @
Format: |1, 2, 3, ... =
1, 2, 3, ... -

[ Indudia, b, ¢, ...

I, IT, I11, ... -

Use sepfarsor: TTFRTI=TT]

Examples: Figure II-1, Table 1-4

o ) [ oo |

e Click on the OK button to close the Caption Numbering dialog box.
e The Caption dialog box will be displayed.

Caption 7|

Caption:
|Figure Al

Options

Label: Figure IEI
=]

Position: |Below selected item

[] Exdude label from caption

lguto[:aptinn... ] ’ K ] ’ Close ]

e Make sure that you click on the CLOSE button NOT the OK button, as
clicking on the OK button will insert a second caption. In this case the caption
will now look like this.
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=

Figure A

e Experiment with applying different numbering formats to the captions within
the document.

e Save your changes and close the document.
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Footnotes and Endnotes

Inserting footnotes.

Open a document called Footnotes 01.

In this example we are going to insert a footnote to mark the words 'floppy
disk'. Click just after the words floppy disk.

What is software?

« Thesoftwareis the collection of instructions that
work. For instance, when you type in words via t
software is responsible for displaying the correct

place on the screelf. Software 15 neld gither on yg
disk, CD, DVD. or oh a floppy disk and]is loaded (i
disk into the compiiters RAM (Randon] Access Me

required.

Click on the References tab and within the Footnotes group, click on the
Insert Footnote button.

Wl = ™ |=
Home Insert Page Layout References Mailings Review Vi
=t Add Text - ABl __[;']Insert Endnote ﬁ :ﬁj Manage Sources
= =¥ Update Table A§ Mext Footnote ~ =/ |, Style: APA -
Table of Insert Insert L
Contents ~ Footnote Citation = ﬂj Bibliography ~
Table of Contents Footnotes Citations & Bibliography

Word will automatically insert the footnote number and you can type your note
text straight into the document at the bottom of the page, at the location
illustrated.

In this case, enter the words:

Floppy disks are no longer used. Most software is now supplied on CD.

Your document footnote will now look like this.
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! Floppy disks are no longer used. Most softwareis now supplied on CD

e The phrase floppy disk will be automatically tagged as illustrated.

What is software?

» The software is the collection of instructi
work. For instance, when you type in wor
software is responsible for displaving the
place on the screen. poftware is held ditr
disk, CD, DVD or on § floppy disk?andis
disk into the computérs BAM (Bandoml A
required.

e Save your changes and close the document.

Editing and formatting footnotes.

e Open a document called Footnotes 02. This document contains two
footnotes.

! Floppy disks are no longer used. Most softwareis now supplied on CD.
2You are most likely using either Windows XP or Windows Vista

e To change the text making up a footnote, simply edit the footnote at the
bottom of the page. In this case change the text making up the second
footnote to read:

You are most likely using either Windows XP, Windows Vista or
Windows 7

e To do this click after the last character of the second footnote and modify the
text.

e You can also modify the formatting used by the footnote. To do this click on
the More button at the bottom right corner of the Footnotes group under the
References tab.
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(w]| il S+
Home Insert Page Layout References Mailing
S Add Text - [y Insert Endnate j [
2| 3 update Table AE Next Footnote ~ =/ |
Table of Insert Insert
Contents ~ Footnote Citation = |
Table of Contents Footnotes l:l Citatior

e This will display the Footnote and Endnote dialog box. To change footnote
numbers to letters click on the down arrow within the Number format section
of the dialog box and select the required format.

e "

Footnote and Endnote @
Location
© Footnotes:; | Bottom of page -]
Endnotes: End of document

Convert...

Faormat

B!

Mumber format: 1,2, 3 ..

Custom mark: | | | Symbaol...

Y

Start at: 1 =
Mumbering: Continuous |Z|
Apply changes

Apply changes to: | Whole document

[ Insert ]l Cancel |

e Click on the Apply button and your footnotes will now look like this.

AFloppy dizks are no longer used. Most software is now supplied on CD.
EYou aremost likely using either Windows XP, Windows Vista or Windows 7

e Save your changes and close the document.

Inserting endnotes.

e Open a document called Endnotes 01.

e In this example we are going to insert an endnote to mark the words ‘floppy
disk'. Click just after the words floppy disk.
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What is software?

» Thesoftware is the collection of instructions
work. For instance, when you type in words |
software is respongible for dicplayving the cory
place on the screeh. Software is heldjeither g
disk, CD, DVD. or dn a floppy disk angl is load
diskinto the compliters RAM (Randogn Acces
required.

e Click on References tab and within the Footnotes group, click on the Insert
Endnote button.

(wl LR

Home Insert Page Layout Maili

[Z Add Text ~ ABl [y Insert Endnote J’
J‘f Update Table AE Mext Footnote + —

Table of Insert ) Insert
Contents ~ Footnote J show Notes Citation -
Table of Contents Footnotes Fl Citati

e Word will automatically insert the endnote number at the end of the document
and you can type your note text straight into the document at the end of the
document, at the location illustrated.

There are many different formats available fc
can be played on a standard computer, while
dedicated console such as a Sony Playstation

Famous example include Doom (a shoot then
game where you build your own little world w

e In this case enter the words:

Floppy disks are no longer used. Most software is now supplied on CD.

e Your document endnote will now look like this.

There are many different formats available for gamef
can be played on a standard computer, while others
dedicated console such as a Sony Playstation.

Famous example include Doom (a shoot them up gap
game where you build your own little world within thg

{Floppy disks are no longer used. Most software is now supplied on CD
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The phrase floppy disk will be automatically tagged as illustrated.

What is software?

The software is the collection of instructions that makes the computer
worlk. For instance, when you type in words via the keyboard, the
software is responsible for displaying the correct letters, in the correct
place on the screen, Fottmare & neg either on yvour computer's hard
disk, CD, OWD or on 4 floppy disk! afd is loaded (i.e. copied) from the

disk into the computdee=felfdememset Socecs Memory ], as and when
reguired,

Save your changes and close the document.

Editing and formatting endnotes.

Open a document called Endnotes 02. This document contains two
endnotes.

There are many different formats available for games, Some games
can be played on a standard computer, while others require a
dedicated console such as a Sony Flaystation

Farmous example include Doom (a shoot them up game) and Simms (a
game where you build vour own little world within the computer).

?_Floppy disks ate no longer used. Most software is now supplied on CD.
1 M ost likely you are using Windows XP or Windows Vista.

To change the text making up an endnote, simply edit the endnote at the
bottom of the document. In this case change the text making up the second
endnote to read:

You are most likely using either Windows XP, Windows Vista or
Windows 7

To do this click after the last character of the second endnote and modify the
text.

You can also modify the formatting used by endnotes. To do this click on the
More button at the bottom right corner of the Footnotes group under the
References tab.

(wl| = =
Home Insert Page Layout References Mailing
S Add Text - [y Insert Endnate j [
2| 3 update Table AE Next Footnote ~ =/ |
Table of Insert Insert
Contents ~ Footnote Citation = |
Table of Contents Footnotes l:l Citatior

This will display the Footnote and Endnote dialog box.
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e Click on the Endn

otes button.

() Footnotes:

Footnote and Endnote @
Location
Bottom of page

End of document E

EI

Format
Mumber format: 1,2, 3, ..
Custom mark: | | [ Symbol... ]
Start at: 1 =
Mumbering: Continuous E
Apply changes
Apply changes to: | Whole document E
[ Insert ] ’ Cancel l

e To change endnote numbers to letters click on the down arrow within the
Number format section of the dialog box and select the required format.

Footnote and Endnote -7 |3
Location

() Footnotes: Bottom of page

@ Endnotes: End of document |Z|
Format

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

Custom mark: ;’ hlr 3’ il

LEEEE iiiii...

Mumbering: "y IE, I:II,E. )
Apply changes

Apply changes to: | Whole document |Z|

[ Insert ] [ Cancel ]

e Click on the Apply button and your endnotes will now look like this.

AFloppy disks are no longer used. Most softwareis now supplied on CD.
BYou aremost likely using either Windows XP, Windows Vista or Windows 7
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e Save your changes and close the document.

Converting footnotes to endnotes.

e Open a document called Footnotes 03. This document contains two
footnotes.

e Click on the Reference tab and within the Footnotes group click on the More
button (displayed at the bottom right of Footnotes group).

(Wl i Ols

Home Insert Page Layout References Mailing

S Add Text - AR [y Insert Endnate N, i

=l 2 update Table AE Next Footnote = = (
Table of Insert Insert

Contents - Footnote Citation = |

Table of Contents Footnotes ]:I Citatior

e This will display the Footnote and Endnote dialog box.

Footnote and Endnote -7 |3
Location
Bottom of page |z|
Convert...

Format

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

Custom mark: | | | Symbal... |

Startat: 1 =

MNumbering: Continuous Izl
Apply changes

Apply changes to: | Whole document E

[ Insert l | Cancel |

e Click on the Convert button. This will display the Convert Notes dialog box.

Convert Motes [~ 7|3

@ iConvert all footnotes to endnotes:

ndnotes to footnotes

< and

[ K ] | Cancel |

e Click on the OK button and all the footnotes will be converted to endnotes.
e Click on the Close button to close the dialog box.
e Save your changes and close the document.
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Converting endnotes to footnotes.
Open a document called Endnotes 03. This document contains two
endnotes.

Click on the Reference tab and within the Footnotes group click on the More
button (displayed at the bottom right of Footnotes group).

w]| i AE
Home Insert Page Layout References Mailing
= S Add Text - [y Insert Endnaote 2
= 27 Update Table AE Next Footnote ~ =/ (
Table of Insert Insert
Contents ~ Footnote Citation = |
Table of Contents Footnotes Citatior

The Footnote and Endnote dialog box will be displayed.

Footnote and Endnote @
Location
Fontnntes: Bottom of page
End of document |T|

Convert...
Format
Murmber format: 1,2, 3 .. |Z|
Custom mark: | | | Symbal... |
Start at: 1 =
Mumbering: Continuous

Apply changes
Apply changes to: | Whole document |Z|

[ Insert ] | Cancel |

Click on the Endnotes option.
Click on the Convert button. This will display the Convert Notes dialog box.

-7 sl

Convert Motes

Convert a ootmotes to endnotes

@ :Convert all endnotes to footnotes:

I tes and =

[ Ok ] | Cancel |

Click on the OK button and all the endnotes will be converted to footnotes.
Click on the Close button to close the dialog box.
Save your changes and close the document.
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Bookmarks and Cross-References.

Adding a bookmark.

e Open a document called Bookmarks 01.

e Select the text, graphic, or other item you wish to mark as a bookmark. In this
case select the word limitations on page two, as illustrated.

that vou are familiar with your company’s policy regarding viruses.

The of anti virus software

«  Anti virus software can only detect viruses (or types of viruses) that
the software knows about, As such it is vital that yvou keep vour anti

virie emFRiaras Lim be Aasbs o Hleak iF mam Aata sk msas vikiicas FRad aea

e Click on the Insert tab and within the Links group click on the Bookmark

button.
|E. le g |+ Bookrmarks 01 [Compatibili
Home Insert Page Layout References Mailings Review View Add-Ins

B2 D EHEP 2l L Q|

Cover Blank Page Table Picture Clip Shapes Smartart Chart Screenshot | Hyperling Bookmark {ross-reference
Page~ Page Break - Art - -
Pages Tables llustrations Links

OR press Ctrl+Shift+F5.

The Bookmark dialog box will be displayed.

Bookmark @

Bookmark name;

Sortby: @ Mame

Location

Hidden bookmarks

Cancel
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e Inthe Bookmark name text box, type the name of the bookmark. The name
can contain letters, numbers and the underscore (_) character, but not
spaces. It can have up to twenty characters and must begin with a letter. In
this case use the name limitations.

e Click on the Add button to insert the bookmark.
e Save your changes and close the document.

Creating a cross-reference to a bookmark.

e Open a document called Cross Reference 01.

e The phrase on the first page, called More Information is bookmarked with a
bookmark called Morelnformation.

your computer, [T s vital to keep your virls monitoring sottware up to
date, Many anti-virus programs, such as Morton &nti Wirus allow vou o
update the program so that the program can cheds for recently
discovered viruses,

More Information:

McoAfee Anti-virus software http://Awnsns, meafee, com
Morton Anti-virus software bttp:/Awvew sy mantec. com//avcenter
A3 anti-virus software http: A grisoft. com/

e Click within the second page at the location indicated.

What to do if you discover a virus on your computer

e If you discover a virus on your computer don't panic, If your virus
checker alerts vou o a virus, then the chances are that it has caught
the virus before the virus could infect yvour computer and cause
damage. For instance you may insert a disk into your computer and
the virus checker should automatically scan the disk, If the disk
contains a virus, a message will be displayed telling you that the disk is
infected, and it should automatically remove the virus, The other
common method of infection is via emails,

s If you work within a larger company, vou should have a company 1T
support group that will come and rid vour computer of viruses, Be sure
that you are familiar with vour company’s policyfregarding viruses,

See a list of anti-virus products on page:

e Click on the References tab and within the Captions group, click on the
Cross-reference button.

g = Cross Reference 01 [Compatibility !
Home Insert Page Layout Mailings Review View Add-Ins
B Add Text ~ UpyInsert Endnote wﬁ ) Manage Sources ﬂ ] Insert Table of Figures
_’[\‘1 Update Table Ag Mext Footnote ~ — WG, Style: APA -

Table of Insert Insert T Insert
Contents = Footnote Citation ~ &3 Bibliography = Captio

Table of Contents Footnotes Citations & Bibliography Captions
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e This will display the Cross-reference dialog box.

i

Cross-reference @
Reference type: Insert reference to:

Mumbered item IEI Paragraph number IEI
Insert as hyperlink [7] tndude abovebelow

Separate numbers with

For which numbered item:

Insert Cancel

e Within the Reference type section of the dialog box, click on the down arrow
and select Bookmark.

Cross-reference @

Reference type: Insert reference to:
Mumbered item = | |Paragraph number IZI
Mumbered item [7] tndude abovebelow

Heading
Footnote

Endnote
Equation *

lam | »

1

Insert Cancel

¢ Within the Insert reference to section of the dialog box, select Page number.
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Page number

Paragraph number
Paragraph number {no context)
Paragraph number (full context)

Separate numbers with
For which bookmark:

Cross-reference
Reference type: Insert reference to:

Bookmark IZI Bookmark text E
Inzert az hyperlink Bookmark text -

Above below *

—

[ Insert ][ Cancel ]

Within the For which bookmark section, select 'Morelnformation'.

Make sure that the Insert as hyperlink option is ticked.

i

Cross-reference
Reference type: Insert reference to:
Bookmark E E
Insert as hyperlink [7] tndude abovebelow
Separate numbers with
For which bookmark:
.

[ Insert ][ Cancel ]

Click on the Insert button. Click on the Close button to close the dialog box.

Move the mouse pointer over the cross-reference and you will see the
following.

FOR USE AT THE LICENSED SITE(S) ONLY

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert Page 169

What to do if you discover a virus on your computer
« Ifyou discovera virus on your computer don’t panic. If your virus

the virus before the virus could infect your computer and cause
the virus checker should automatically scan the disk. If the disk
infected, and it should automatically remove the virus. The other

common method of infection is via emails.
e Ifyou work within a larger company

See a list of anti-virus products on page: 1

support group that will come and rid fyour co i e
thatyou are familiar with your compgny’s poli|Morelnformation es.
Ctrl+Click to follow link

checker alerts you to a virus, then the chances are that it has caught
damage. For instance you may inserta disk into your computer and

contains a virus, a message will be displayed telling you that the disk is

ure

e If you press the Ctrl key while clicking on the cross-reference you will move to

the required part of the document.
e Save your changes and close the document.

Creating a cross-reference to a numbered item.
e Open a document called Cross Reference 02.

e Click at the location that you wish to insert the cross-reference, as illustrated.

1. Computer viruses

Wiruses are small programs that hide themselves on yvour disks (both
diskettes and vour hard disk ). Unless yvou use virus detection software,
the first time that you know that vou have a virus is when it activates,
Different viruses are activated in different wavs., BEWARE: \iruses can
destroy all vour data,

Information about what to do if you find a virus see item:

7o)

[

e Click on the References tab and within the Captions group, click on the
Cross-reference button. This will display the Cross-reference dialog box.
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Cross-reference
Reference type: Insert reference to:
[ I ~ |  Paragraph rumber -]
Inzert az hyperlink [7] Indude above below

Separate numbers with

For which numbered item:

—

Insert Cancel

Within the Reference type section of the dialog box, click on the down arrow
and select the Numbered item.

Cross-reference
Reference type: Insert reference to:
Bookmark u Page number IEI

Mumbered item
Heading
Bookmark
Footnote
Endnote
Equation o
[S5LES

limitations

Protecting

viruses

[ tndude abovebelow

[ Insert ][ Cancel ]

e Within the Insert reference to section of the dialog box, select the Paragraph
number.
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Paragraph number

Paragraph number {no context)
Paragraph number (full context)
Paragraph text

Above below

Separate numbers with

For which numbered item:

=

1. Computer viruses

Cross-reference
Reference type: Insert reference to:

Mumbered item IZI Page number -
Inzert az hyperlink Page number -

2., Computer virus infection issues
3. Protecting against computer virus infection

4, What to do if you discover a virus on your computer
5. The limitations of anti virus software

—

[ Insert ][ Cancel ]

e Within the For which numbered item section, select '4. What to do if you

discover a virus on your computer'.

Insert as hyperlink [ tndude abovebelow
Separate numbers with

For which numbered item;

Cross-reference
Reference type: Insert reference to:
Mumbered item |Z| Paragraph number |Z|

1. Computer viruses
2. Computer virus infection issues

5. The limitations of anti virus software

3. Protecting against computer virus infection
4, What to do if you discover a wirus on your computer

[ Insert ][ Cancel

]

e Make sure that the Insert as hyperlink option is ticked.
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Cross-reference -7 =
Reference type: Insert reference to:
Mumbered item IZI Paragraph number IZI
Indude above below

Separate numbers

Far which numbered item:

1. Computer viruses
2, Computer virus infection issues
3. Protecting against computer virus infection

5. The limitations of anti virus software

[ Insert ]| Cancel |

e Click on the Insert button. Click on the Close button to close the dialog box.

e Move the mouse pointer over the cross-reference and you will see the
following.

1. Computer viruses

Viruses are small programs that hide themselves on your disks (both
diskettes and your hard disk). Unless you use virus detection software,
the first time that you know that you have a virus is weremrr=tretipatee
Different viruses are activated in different ways. BEWRARE: Viruses can

destroy all your data. Current Document
Ctrl+Click to follow link

Information about what to do if you find a virus ee item: 4

e If you press the Ctrl key while clicking on the cross-reference you will move to
the required part of the document.

e Save your changes and close the document.

Inserting a cross-reference to a heading.
e Open a document called Cross Reference 03.
e Click after the text ' For more details if you discover a virus see page:’

=

For more details if you discover a virus see page:

e Click on the References tab and within the Captions group, click on the
Cross-reference button. This will display the Cross-reference dialog box.
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Cross-reference
Reference type: Insert reference to:

[ I ~ |  Paragraph rumber -]
Inzert az hyperlink [7] Indude above below

Separate numbers with

For which numbered item:

—

Insert Cancel

and select Heading.

i

Cross-reference
Reference type:

Heading E Heading text |Z|

-,

Insert reference to:

Mumbered item i Indude above below

Bookmark
Footnote
Endnote
Equation

Computer viruses

Computer virus infection issues

Protecting against computer virus infection

What to do if you discover a virus on your computer
The limitations of anti virus software

[ Insert J[ Cancel ]

Within the Reference type section of the dialog box, click on the down arrow

Within the Insert reference to: section click on the down arrow and select
Page number.
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Cross-reference
Reference type:
Heading
Inzert az hyperlink
Separate numbers with
For which heading:

Insert reference to:

IZI Page number
|HeadinE text -

Heading number
Heading number {no context)

-

Computer Viruses
Computer viruses
Computer virus infection issues

Protecting against computer virus infection
What to do if you discover a virus on your computer

The limitations of anti virus software

Heading number (full context)
Above below

—

[ Insert ][ Cancel ]

[ )
virus on your computer’.

i

Within the For which heading section select ‘What to do if you discover a

Cross-reference
Reference type:
Heading
Insert as hyperlink
Separate numbers with
For which heading:

-,

=]

Insert reference to:
|Z| Heading text

Indude abovebelow

Computer Viruses
Computer viruses
Computer virus infection issues

The limitations of anti virus software

Protecting against computer virus infection
What to do if you discover a virus on your computer

[ Insert ][ Cancel ]

Make sure that the Insert as hyperlink option is ticked. Click on the Insert

button. Click on the Close button to close the dialog box.
Click on the cross-reference and you will see the following.

FOR USE AT THE LICENSED SITE(S) ONLY

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert Page 175

Current Document
Ctrl+Click to follow link

rus see page: 2

e If you press the Ctrl key while clicking on the cross-reference you will move to
the required part of the document.

e Save your changes and close the document.

Inserting a cross-reference to a figure.

e Open a document called Cross Reference 04.
e Click after the text 'See a virus check update screen on page:'

Computer virus infection issues

« Viruses are small programs that hide themselves on your disks (both
diskettes and your hard disk). Unless yvou use virus detection software,
the first time that you know that you have a virus is when it activates,
Different viruses are activated in different ways, BEWARE: Viruses can
destroy all your data.

« Miruses hide on a disk and when you access the disk (either a diskette
or another hard disk over a network) the virus program will start and
infect your computer, The worst thing about a computer virus is that it
can spread from one computer to ancther, either via the use of
infected disks, or over a computer network. The Internet allows you to
access files from all owver the world and you should never connect to
the Internet unless you have a virus-checking program installed on
your computer, It is vital to keep your virus monitoring software up to
date, Many anti-virus programs, such as MNorton Anti Wirus allow you to
update the program so that the program can ched< for recently
discovered viruses,

See a virus check update screen on page:

More Information:

MchAfee Anti-virus software http /A, mcafee.com

MNorton Anti-virus software http: /Asnens sy mantec, com/aveenter
AG anti-virus software http: /v grisoft.com/

e Click on the References tab and within the Captions group, click on the
Cross-reference button. This will display the Cross-reference dialog box.

e Within the Reference type section of the dialog box, click on the down arrow
and select Figure.
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Cross-reference

Reference type: Insert reference to:
Heading Page number IZI

Bookmark - Indude above /below
Footnote Him -

Endnote L
Eiuatiun H
Table e
Protecting against computer virus infection

What to do if you discover a virus on your computer

The limitations of anti virus software

—

[ Insert ][ Cancel ]

Within the For which caption section select Figure 2.

i

Cross-reference
Reference type: Insert reference to:

Figure IZI Entire caption IZI
Insert as hyperlink Indude abovebelow

Separate numbers with

For which caption:

FiEure 1 "

—

[ Insert ][ Cancel ]

Page 176

Make sure that the Insert as hyperlink option is ticked.

Within the Insert reference to section click on the down arrow and select

Page number.
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Cross-reference @
Reference type: Insert reference to:

Figure IZI Entire caption -
Inzert az hyperlink Entire caption -

Only label and number
Separate numbers with Only caption text
. . Fage
For which caption: Above/below

Figure 1 -
__

e

[ Insert ][ Cancel ]

e Click on the Insert button. Click on the Close button to close the dialog box.
e Move the mouse pointer over the cross-reference and you will see the

following.
LR LSE RS LS YU TIaVE a VITUSTLITELRITTL PTUUT AT T T Ta el urt
your computer. It is vital to keep your virus monitoring software up to
date. Many anti-virus programs, su T to

update the program so that the program can check for recentl
discovered viruses. Current Document
Ctrl+Click to follow link

See a virus checkupdate screenfon page: 3

More Information:
Mclfes Antiovingg gsofbware bitn -/ fansny meafes com

e If you press the Ctrl key while clicking on the cross-reference you will move to
the required part of the document.

e Save your changes and close the document.

Inserting a cross-reference to a table.

e Open a document called Cross Reference 05.

e Scroll through the document to display the location that you wish to insert the
cross-reference. Click at the required location.
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What to do if you discover a virus on your computer

*

+ If you dizscover a virus on your computer don't panic, If vour virus
checker alerts wvou to a virus, then the chances are that it has
caught the virus before the virus could infect yvour computer and
cause damage. For instance vou may insert a disk into your
computer and the virus checker should automatically scan the disk,
If the dizk contains a virus, a message will be displayed telling vou
that the digk is infected, and it should automatically remove the
virus, The other common method of infection is via emails.

< If vou work within a larger company, vou should have a company IT
support group that will come and rid vour computer of viruses, Be
sure that vou are familiar with vour company’s policy regarding
Wirlses,

*

4 See anti-virus programs on page: |

e Click on the References tab and within the Captions group, click on the
Cross-reference button. This will display the Cross-reference dialog box.

e Within the Reference type section of the dialog box, click on the down arrow
and select Table.

g il
Cross-reference @

Reference type: Insert reference to:

Page number IZI

Bockmark - Include above/below
Footnote

Endnote [
Equation =

Fi?ure

4

Figure

Cancel

e Within the For which caption section select Table 1. Make sure that the
Insert as hyperlink option is ticked.

e Within the Insert reference to section click on the down arrow and select
Page number.
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Cross-reference @

Reference type: Insert reference to:

Table IZI Entire caption -

| Insert as hyperlink Entire caption -
o Only label and number

rate numobers witn Only caption text

"

==
Above below

[ Insert ]| Cancel |

e Click on the Insert button. Click on the Close button to close the dialog box.

e Move the mouse pointer over the cross-reference and you will see the
following.

virus. The other common method of infection is via emails.
< Ifyou work within a larger company, you should have a company IT
support group that will cope_and rid yvour computer of vinses. Be
sure that you are familiar yith your company’s policy regafding
Ctrl+Click to follow link

< Seeanti-virus programg on page: 1

e If you press the Ctrl key while clicking on the cross-reference you will move to
the required part of the document.

e Save your changes and close the document.

Adding a cross-reference to an index entry.

e Open a document called Cross Reference 06.
e Select the following text on page one.

Computer viruses

» Wiruses are small programs that hide themselves on vour disks (both
diskettes and yvour hard disk), Unless vou use virus detection software,
the first time that vou know that vou have a virus is when it activates,
Different viruses are activated in different wavs, BEWARE: Viruses can
destroy all your data. Anti-virus programs can [slgejictesstellgeelssls]ii=]
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Click on the References tab and within the Index group click on the Mark
Entry button.

Cross Reference 02 [Compatibility Mode] - Microsoft Word

Layout Mailings Review View Add-Ins

[y Insert Endnote = [3) Manage Sources :‘Hj |23 Insert Table of Figures j =] Insert Index
! =~ = =
AENextFootnote' — h&,style: APA - = Update Table |5 Update Index
- Insert o Insert Mark
J 5how Motes Citation = lﬁj Bibliography -~ Caption L] Cross-reference Entry
‘ootnotes " Citations & Bibliography Captions Index

This will display the Mark Index Entry dialog box.

Mark Index Entry @I

Index

Main entry: |pmtev:t your computer |

Subentry: | |

Options

(") Crossreference: |SEE- |

(@ Current page
() Page range
Bookmark:

Page number format

[ Bold
[ 1talic

This dialog box stays open so that you can mark multiple
index entries,

[ Mark ]’ Mark all ]’ Cancel ]

Click on the Cross-reference button and in the text area enter the following
text, after the word See.:

The limitations of anti-virus software
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Mark Index Entry -7 | [

Index

Main entry: |pmtect VOUr Computer |

Subentry: | |

Options

@ Crossreference: | see The limitations of anti v|

Current page

Page range

Page number format
Bold
Italic

This dialog box stays open so that you can mark multiple
index entries.

e Click on the Mark button and close the dialog box. If you actually had
generated an index, then this index entry will now be cross-referenced to
another item within your document.

e Save your changes and close the document.

Deleting cross-references.

e Open a document called Deleting cross-references.

e This document contains a cross reference to a bookmark, which we want to
delete. The following method can be used to delete any type of cross-
reference code. First we need to be able to see the cross-reference codes
within the document. To do this press Ctrl+A to select the entire document.
Then press Alt+F9 so that the codes are displayed on the screen.

e Select the cross-reference code, as illustrated.

Computer viruses

e iruses are small programs that hide themselves on yvour disks (both
diskettes and vour hard disk). Unless vou use virus detection software,
the first time that yvou know that yvou have a virus is when it activates,
Different viruses are activated in different wavs., BEWARE: Viruses can
destroy all vour data,

o  Get more information about Anti-Virus products on page: lEAE] =l

Morelnformation \h

e Press the Del key and the cross reference is removed.
e Save your changes and close the document.
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Deleting a bookmark.

Open a document called Bookmarks 02. This document contains three
bookmarks.

Press Ctrl+Shift+F5 to display the Bookmark dialog box.

Select the bookmark that you wish to delete. In this example select
Infection_issues.

Bookmark @

Bookmark name:
Infection_issues
_
,

limitations

Delete
Protection

i

Go To

Sortby: @ Mame

Location

Hidden bookmarks

Cancel

[

e Click on the Delete button.
e Click on the Close button to close the dialog box.

Repeat this procedure to remove the other two bookmarks.
e Save your changes and close the document.
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Master Documents.

What are Master Documents?

A master document allows you to place and organise multiple smaller
documents, or sub-documents, within a master document container.

Each sub-document can be developed and edited on its own, by separate
users.

A master document can integrate sub-documents to the point that formatting
and styles are the same between all of them. This is very beneficial when
creating a large document with multiple authors creating the various sub-
documents.

With a master document, you can set uniform formatting attributes and set
standard spelling throughout all the sub-documents, create an index and table
of contents and then print the separate documents as if they were a single
large volume.

Creating a new master document by creating sub-documents from

Open a document called Security Issues. The document will look like this. It
is formatted using Word header styles.

"
--uu:l'n uul’ﬂibaﬁb]hﬂbﬁ( AaBbC | AaBbCcl | Aa

...................

n:;—-r“" el

Comj logon user name (ID) and password.

. Passwords
I your ¢ uter has a password tha nts other users from
accesslng |t then do NLJ! give this passwc\rd o an\«'body'else Donot
write the password on a card and prog this up nextto the monitor and
above all do not attempt o hide your access passwords on the
underzide of your desk (this is the first place mast enminals would look
if trying to break: |nlD ynur system). Makc sure you 60 nol.' forgctyour
passwords; in ma e, dats cannotbe
password 15 lost.

+ User IDs and passwords:
AUser ID is normally used to logon to a computer, or computer
network, It uniguely identfies you te the network. In addition you use
a passward that is only known to you. The password guarantees thar
noane can access the network and impersonate you (in theory). Once
you have logged on (i.e. connected) to Ihc rcsl of your computer
network, you will have been assigned access rights to the network.
Your ne(wnrkadmlnlstrator will have deflned these access rights. The
idea of accessrights is that you only have the ability to connect to, or
share, devices that you have authority to use. In other words, the
netwark administrators often have access nghts to just abaut every
computer, Dnntcr modem ctc on thc nctwurk. You on the ather hand
may have acc .| tsto prnt to | ertain, specified printers and
nay be able 1o ey cortaim data held on the network,

B ' ErEE——

Pagei1ofd | Worsk 7 | B (ngasn [eted bngdon] | 7]

Click on the View tab and within the Document Views group click on the
Outline button.
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@' lﬂ y g |~ Secur
Home Insert Page Layout References Mailings Review View Ad

il ﬂ @ :l Bl Ruer '_1; |l one Page

[ Gridiines | % = o @Two Pages
Print |Full Screen Web | Outline |Draft o Zoom 100% . M
layout | Reading Layout Navigation Pane =] Page Width | wip

Document Views Show Zoom

e Click on the plus sign to the left of the first header within the document.

omputer logon user name (ID) and password.
. Passwords:
If your computer has a password that prevents other users
from accessing it then do NOT give this password to
anybody else. Do not write the password on a card and prop
this up next to the monitor and above all do not attempt to
hide your access passwords on the underside of your desk

e Your document will now look like this.

@l = |+ Security Issues [Compatibility Mode] - Microso
Cutlining Home Insert Page Layout References Mailings Review View Add-Ins
- . - E s
G @ | Level2 oo @ Show Level: All Levels ﬁ - E
show Text Formatting —
FO B . . Show C Close
[T show First Line Only Document Sub ts | Outline View
Qutline Tools Master Document Clase
Mavigation v X @
Search Document p - °
— . © Computer logon user name (ID) and password.
- = -
z 53| 3 o . Passwords:
- If your computer has a password that prevents other users
‘7‘ from accessing it then do NOT give this password to
SCOEUE GG LE,, anybody else. Do not write the password on a card and prop
Password policies this up next to the monitor and above all do not attempt to
Off-site backups hide your access passwords on the underside of your desk
Why do you need .. (this is the first place most criminals would look if trying to

break into your system). Make sure you do not forget your
passwords; in many cases, data cannot be recovered once
the password is lost.

Crganising your co..

Complete vs. incre...

o . User IDs and passwords:
A User ID is normally used to logon to a computer, or
computer network. It uniquely identifies you to the
network. In addition you use a password that is only known
to you. The password guarantees that no one can access
the network and impersonate you (in theory). Once you
have logged on (i.e. connected) to the rest of your
computer network, you will have been assigned access
riahts to the network. Your network administrator will have

e Click on the Show Document button, within the Master Document group
under the Outlining tab.

@' | |= Security Issues [C
Cutlining Home Insert Page Layout References Mailings Review View
95 Show Level: All Level - : |
& @ BodyTet v B g o o OWLEE BVl = - E
Show Text Formatting =
o w G = i . Show pse Close
[ show First Line Only Document jub iments | Cutline View
Cutline Toals Master Document Clase

e The ribbon will now look like this.
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@“ o - o= Security Issues [Compatibility Mode] - Microsof
Cutlining Home Insert Page Layout References Mailings Review View Add-Ins

& @ BodyText < @ o @ Show Level: All Levels - :Ij P‘ i Merge E
Show Text Formatting — (A5 Insert j Split

- v = ) _ Show - 2 - Close
|:| Show First Line Only Document|Subdocuments ﬂ Unlin d] Lock Document | gutline View
Cutline Tools Master Document Close

¢ Click on the Create button within the Master Document group under the
Outlining tab. Your screen will now look like this.

@“ H9-0|- Security Issues [Compatibility Mode] - Microsol
Qutlining Home Insert Page Layout References Mailings Review View Add-Ins
@ show Level: - [ Create| =} Merge

& @ BodyTed - P 2P B

Show Text Formatting ﬁﬂlnser‘t _]" Split

a w = . . . Close
[ show First Line Only Document |Subdocuments| ] Unlin ﬂ Lock Document | Qutline View

Cutline Tools Master Document Close

Mavigation v x ®

Search Document o - e

e |
= o | & I
© Computer logon user name (ID) and password.
= | ° . Passwords:

Computer logon us... If your computer has a password that prevents other users

from accessing it then do NOT give this password to
anybody else. Do not write the password on a card and prop
this up next to the monitor and above all do not attempt to
hide your access passwords on the underside of your desk
Disanisingyourco (this is the first place most criminals would look if trying to
Complete vs. incre... break into your system). Make sure you do not forget your
passwords; in many cases, data cannot be recovered once
the password is lost.

Password policies
Off-site backups
‘Why do you need t...

o . User IDs and passwords:
A User ID is normally used to logon to a computer, or
computer network. It uniquely identifies you to the
network. In addition you use a password that is only known
to you. The password guarantees that no one can access

tha natuwnrl and imnarcanate von flin thanrel Onea wan

¢ Repeat this process for the other headers within the document.

TIP: Remember that each header has a plus symbol in front of it.

L+

e Your document will now look like this.
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@| H -3+ Security Issues [Compatibility Mode] - Microsoft’
Qutlining Home Insert Page Layout References Mailings Review View Add-Ins
- . - 3 —
W @ BodyTed g B Show Level: ﬁ | ﬁ &) Create -] Merge B
Show Text Formatting = ﬁﬂlnser‘t j Split
'y g = § . Show Collapse E Close
v [C] show First Line Only Document |Subdocuments| -] Unlink &l Lock Document | gutiine View
Qutline Tools Master Document Close
Mavigation v X ®
Search Document R @
= | oo [ = = A -
= oo = “ - © Organising your computer for more efficient
= backups
Computer lagon us.. o . When you think about it, you have a computer
= - containing many programs and also a large amount of data
assword policies -
- that you have created, then it is only the data that really
Off-site backups needs to be backed up. If you create a folder structure that
pibyidavaunesd contains only data then only this folder (plus any sub-
| organising your co...| folders of this folder) needs to be backed up.
Complete vs, incre... °
]
e |
B .
© Complete vs. incremental backups
o . A complete backup means that you backup all the
data on your computer. This has the advantage that the
entire hard disk can be backed up, but suffers from the
disadvantage that this process can take a long time if your
computer contains a lot of data. An incremental backup
means that once a week you can perform a complete
backup, but every night for the rest of the week, you only
backup files that have been newly created or modified since
the last backup, saving time. With the right backup
software, this process is automatic, and normally you only
have to select full or incremental.
)
4 [u]

Page: 20f 2 | Words: 777 | & |

e Click on the Save button to save your changes.

e You won't notice any difference on screen but by saving your changes you will
be saving each header section as a separate file. Don't actually do it now, but
if you were to look at the contents of the folder containing original file, you
would see the original file plus a collection of new files each of which
represents a sub document in your master document.

MName

) Complete vs
i) Off site backups

i8] Password policies
A ] Security Issues

] Computer logon user name

] Organising your computer for more efficient backups

4] Why do you need to backup your computer

=

Date modified

14/10/2009 5:25 PM
14/10/2009 5:25 PM
14/10/2009 5:25 PM
14/10/2009 5:25 PM
14/10/2009 5:25 PM
14/10/2009 5:25 PM
14/10/2009 5:25 PM

Type

Microsoft Office ..
Microsoft Office ..
Microsoft Office ..
Microsoft Office ..
Microsoft Office ..
Microsoft Office ..
Microsoft Office ..
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e Close the document.

Inserting sub-documents into a master document.

e Open a document called My Computer Book. This is a blank document.

e Click on the View tab and within the Document Views group click on the
Outline button.

(W] i = My Ci
Home Insert Page Layout References Mailings Review View i
—— -
J -J:J Q = Ruler ) J One Page
= [ Gridiines \ @Two Pages
Print |Full Screen Web |Qutline | Draft o Zoom 100% -
Layout | Reading Layout Navigation Pane = Page Width |
Document Views Show Zoom

e The Outlining tab ribbon will look like this.

w| = g |- My Computer Book
Cutlining Home Insert Page Layout References Mailings Review View
9 Show Level: | Level 9 - !
@ | Levell -l > 2 - Show Level: Leve ﬂ .
Show Text Formatting — -
- v = . n Show Close
[0 Show First Line Only Document Outline View
Outline Tools Master Document Close

e Click on the Show Document button within the Master Document group
under the Outlining tab. The ribbon will now look like this.

@. = 0= My Computer Book [Compatibility Mode] - Micrc
Outlining Home Insert Page Layout References Mailings Review View Add-Ins
@— I |
@ | Levell ] Show Level: | Level 9 - g ‘- Create
Show Text Formatting -
A v F = . . Show Close
[ show First Line Only Document Outline View
Outline Tools Master Document Close

e Press the Enter key three times to insert some empty lines at the top of the
document.

e Click on the Insert button, within the Master Document group.

@I = (LN My Computer Book [Compatibility Mode] - Micrc
Cutlining Home Insert Page Layout References Mailings Review View Add-Ins
@- =
@ | Levell Y] Show Level:  Level9 - ﬂ ‘- Create
Show Text Formatting — ‘ -
a ¥ G = . . Show Close
[ show First Line Only Document Outline View
Qutline Tools Master Document Close

e The Insert Subdocument dialog box is displayed.
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@ Insert Subdocument IEI
W o
Ou |@ » Libraries » Documents » - |¥,| | Search Documents pe |
Organize + MNew folder =~ 0 @

F

(W] Microsoft Word  — Documents library

: Arrange by:  Folder ~
Includes: 2 locations
R MName : Date modified Type

By Libraries . Adobe 22/01/201011:24 ... File folder

@ Docurnents . Bluetooth Exchange Folder 22/01/2010 2:41 PM File folder

J’ Music . Downloads 19/02/2010 213 PM  File folder

[ Pictures | KEEP 26/04/201011:35 ... File folder

B Videos . microsoft 15/08/200912:58 ... File folder

. My Call Graphs 1/02/2010 8:37 PM File folder

& Homegroup My Data Sources 24/03/2010 901 AM  File folder

Chelbote Motebosoks 17/03/201011:04 ... File folder

/M Computer | . Word 2010 Expert Course 26/04/2010 2:02 PM  File folder
& Local Disk (C) = <] i | b

File name: - [AII Word Documents ']

Tools = [ Open Iv] ’ Cancel ]

e Change to the Word 2010 Expert Course folder.

e Select the sub-document that you wish to insert into the master document. In
this case select a document called Chapter 01.

@ Insert Subdocument IEI
—
Uv| . % Documents » Word 2010 Expert Course » - |¥,| | Search Word 2010 Expert Course 0 |
Organize + MNew folder =~ 0 @

(W] Microsoft Word = Documents library

) Arrange by:  Folder ~
Word 2010 Expert Course
0 Favorites MName : Date modified Type i
= Lalculations LS/USAUUY 119 P MICrosoTt Word L—
4 Libraries @ Captions 01 18/07/2009 419 PM  Microsoft Word T
@ Docurments ] Captions 02 18/07/2009 418 PM  Microsoft Word C
J’ Music @ CCT Template 18/07/2008 4:22 PM Microsoft Word T
[ Pictures [EI._j Cell alignment 18/07,/2009 4:18 PM Microsoft Word C
B2 Videos B Cell prargine— 18/07/2009 4:18 PM  Microsoft Word C
|@._] Chapter 01 18/07/2009 418 PM  Microsoft Word C
@ Homegroup — A ChEpErOZ———— 18/07/2009 418 PM  Microsoft Word

18 Computer
&, Local Disk (C)

@) Chapter 03
@] Chapter 04

18/07/2009 4:18 PM
18,/07/2009 417 PM

- 4| m

File name:  Chapter 01

Microsoft Word C

Word C -
F

Microsoft

- [AII Word Documents - ]

Tools = [ Open Iv] ’ Cancel ]

TIP: You may have to navigate to the Word 2010 Expert Course folder which
is located under the Documents folder.
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Click on the Open button (within the dialog box) and the selected document
will be inserted into the master document. Your screen will look like this.

wWid9-0= My Computer Bock [Compatibility Mode] - Microsoft Wi
Qutlining Home Insert Page Layout References Mailings Review View Add-Ins
@ ) - lerge
& & |levert oo T Shaw Level: o) Create ] Merge g
Show Text Formatting [ERnsert 5 spiit
Ao v § = . Close
[ Show First Line Only Document |subdocuments| ] Uniink £l Lock Document | outiine View
Outline Tools Master Document Close
Navigation x| @
Search Document L - [-]
= |00 | 5 - [+]
SEE .
8 .
© Computer viruses
[
@ Viruses are small programs that hide themselves on your disks (both diskettes and
Computer viruses your hard disk). Unless you use virus detection software, the first time that you
f | know that you have a virus is when it activates. Different viruses are activated in
different ways. BEWARE: Viruses can destroy all your data.
e
L]
[
o
A

Page:3o0f3 | Words:53 | 6 |

Repeat this process and add the documents for Chapter 02, Chapter 03,

Chapter 04 and Chapter 05.
Your screen will now look like this.

= AN N My Computer Book [Compatibility Mode] - Micraso
Qutlining Home Insert Page Layout References Mailings Review View Add-Ins
95 Show Level: - Creat lerge
@ W Levell MR 2 o Leve ? & reste J a E
Show Text Formatting [ERnsert 3 spiit
AaA v o= Collapse Close
[ show First Line Only Document|Subdocuments| 1) Unink &l Lock Document | outline View
Outline Tools Master Document Close
Mavigation v %
Search Document »p -
= |66 | E -
e
°
© The limitations of anti virus software
Computer viruses °
Computer virus infecti... ® Antivirus software can only detect viruses (or types of viruses) that the software
Protecting against co... knows about. As such it is vital that you keep your anti virus software up to date so
What to do if you disc... that it can detect new viruses that are constantly appearing.
The limitations of anti .. ©
[ ]
°
e
-}
4 [u]

Page:110f11 | Wordsi616 | 8 |
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e Click on the Close Outline View button within the Close group under the
Outlining tab.

w9~ |= My Computer Book [Compatibility Mode] - Microsoft
Cutlining Home Insert Page Layout References Mailings Review View Add-Ins
@ Show Level: - Creat
w@ @ Levell < g | @ chowleve ﬁ ﬂ 4 Create
Show Text Formatting — G Insert =4 —
aw v = . . Show Collapse Close
[ show First Line Only Document|Subdocuments ﬂ Lock Document]  gutline View
Cutline Tools Master Document Close

e Display the first page within the document and scroll down through the
document. As you can see the document looks just like any other Word
document.

NOTE: The first and last pages within the document may be empty.

e Save your changes and close the document.

Unlinking or removing a sub-document from a master document.
e The terminology is confusing, but if you remove a sub-document you actually
convert the removed sub-document into part of the master document.

e Re-open the master document, called My Computer Book that you created
in the last session.

e Click on the View tab and within the Document Views group click on the
Outline button.

(W] i = My Ci
Home Insert Page Layout References Mailings Review View i
J _J:J Q = Ruler D) 5 |[El) one Page
= [ Gridiines \ @Two Pages
Print |Full Screen Web |Qutline | Draft o Zoom 100% -
layout| Reading Layout Mavigation Pane =] Page Width |
Document Views Show Zoom
e The Outlining toolbar will be displayed.
WiEH9-G= My Con
Cutlining Home Insert Page Layout References Mailings Review View
@ show Level: -
4 & BogyTet -| 3 | O ﬂ ﬂ
Show Text Formatting — -
A v f = . . Show Collapse Close
[ Show First Line Only Document fubdocuments|| Qutline View
Cutline Tools Master Document Close

e Click on Show Document button within the Master Document group.

@' H9-0|+ My Computer Book - Microsoft Word
Qutlining Home Insert Page Layout References Mailings Review View Add-Ins
D Show Level: - Creat
W@ <@ BodyText - @ gy o Showleve ﬂ ﬂ ) Create
Show Text Formatting = B insert 4 =
A w g = Show Collapse Close
[ show First Line Only Document |Subdocuments &l Lock Document | Qutline View
Cutline Tools Master Document Close
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¢ If necessary, click on the Expand Subdocuments button within the Master
Document group.

e Select a sub-document within the master document that you wish to remove.

@“ H9-0|~ My Computer Book - Microsoft Word
Cutlining Home Insert Page Layout References Mailings Review View Add-Ins
@ Show Level: -

W @ Levelt - % B

Show Text Formatting

= Close
STV [0 Show First Line Only Gutline View
Cutline Tools Master Document Close
Mavigation v X L]
Search Document R~ e
®
= (88| E P L
[ .
= © Computer viruses
[ Computer viruses 1 °
e © Viruses are small programs that hide themselves on your disks (both diskettes and
- - your hard disk). Unless you use virus detection software, the first time that you
fictectinganainsticos know that you have a virus is when it activates. Different viruses are activated in
What to do if you disc... different ways. BEWARE: Viruses can destroy all your data.
The limitations of anti ... [ ]

[ - f . .
© Computer virus infection issues
[ ]
® Viruses hide on a disk and when you access the disk (either a diskette or another
hard disk over a network) the virus program will start and infect your computer.
The worst thing about a computer virus is that it can spread from one computer to
another, either via the use of infected disks, or over a computer network. The

Intnrmnt alloasre vimn #a accnee Filae frmmn all marnre hnoasardd and wao chanld maaae

<[]

Page:3 of 11 | Words: 53/616 | &8 |

e Click on the Unlink button within the Outlining ribbon.

@“ Hw-u|= My Computer Book - Microsoft Word
Cutlining Home Insert Page Layout References Mailings Review View Add-Ins
@5 Show Level; - Merge
@ Levell N 3 Merg X
Show Text Formatting el =3 Split
A v F = o | ; B Close
[ show First Line Only Document|subdocuments| 4] Unlink | Af] Lock Document | gutline View
Clutline Tools MasteT DroTummernt Close

¢ You will see the following. The selected sub-document has been converted
into part of the master document, and is no longer a sub-document.
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@' = 9- |= My Computer Book - Microsoft Word
Outlining Home Insert Page Layout References Mailings Review View Add-Ins
@= chow Level: .
& | Levelt e 3 Show Level: ﬂ ﬂ 4] Create
Show Text Formatting = = -
A v § = L Show Collapse Close
[C] show First Line Only Document|Subdocuments 2] Lock Document | outline View
Cutline Tools Master Document Close
MNavigation v X L}
Search Document P~ e
L ]
=88 B - v [ ]
© Computer viruses
=
L ]
Computer viruses @ Viruses are small programs that hide themselves on your disks (both diskettes and
Computer virus infecti... your hard disk). Unless you use virus detection software, the first time that you
Protecting against €o... know that you have a virus is when it activates. Different viruses are activated in
What to da if you disc... different ways. BEWARE: Viruses can destroy all your data.
L ]
The limitations of anti ...
L ]
[ ]
L ]

"o Computer virus infection issues

L ]

@ Viruses hide on a disk and when you access the disk (either a diskette or another
hard disk over a network) the virus program will start and infect your computer.
The worst thing about a computer virus is that it can spread from one computer to
another, either via the use of infected disks, or over a computer network. The
Internet allows you to access files from all over the world and you should never
rannert tn the Internet nnless von have a vinis-rharkineg nrnoram installad nn vanr

4

Page:3 of 11 | Words: 53/616 | & |

e Close the document and save your changes.

NOTE: Had you wanted to delete the sub-document from the master
document, then once you had selected the sub-document, you would press

the Del key.

Using text outline options.

e Re-open the master document, called My Computer Book that you created
in a previous session.

e If necessary, click on a View tab and within the Document Views group click
on the Outline button. Your document will now look like this.
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@\ H )-8 |+ My Cemputer Book - Microseft Word
Outlining Home Insert Page Layout References Mailings Review View Add-Ins
@- . -
4 @ | BodyTex o oy @ Show Level: All Levels E
Show Text Formatting Split
- Show Expand Close
a v 4 [ show First Line Only Document Subdop:uments ) unlink :,-ﬂ Lock Document | Qutline Wiew
Qutline Tools Master Document Close
Mavigation * X L)
Search Document o @
L]
A i °
© Computer viruses
| = ®
Computer viruses ® Viruses are small programs that hide themselves on your disks (both diskettes and
your hard disk). Unless you use virus detection software, the first time that you
know that you have a virus is when it activates. Different viruses are activated in
different ways. BEWARE: Viruses can destroy all your data.
]
L]
®
L]
B
-1 ® C:\Users\Dave\Documents\Word 2010 Expert Course\Chapter 02,docx
L]
B
-1 ® C:\Users\Dave\Documents\Word 2010 Expert Course\Chapter 03,docx
L]
B
& @ c:\Users\Dave\Documents\Word 2010 Expert Course\Chaoter 04.docx
A fm

Page:10f3 | Words: 73 | B |

If your document looks like the illustration above, click on the Expand
Subdocuments button.

@| H9-0|= My Computer Book - Microsoft Word
Qutlining Home Insert Page Layout References Mailings Review View Add-Ins
& & |BodyText SN @ show Level: - a |5 Create ] Merge E
Show Text Formatting Jj]ln:-eﬂ _]" Split
a ¥ g = [ Show First Line Only Documen SUbixopcaunr:ents &) Unlink ‘E;ﬂLockDocument Outﬁ::esifiew
Cutline Tools Master Document Close

Your document should now look like this, displaying the expanded
documents.
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@“ H9-0|= My Computer Book - Microsoft Word
Qutlining Home Insert Page Layout References Mailings Review View Add-Ins
@ show Level: - Create Merge
& & BodyTed v B | O 4 3 X
Show Text Formatting ,:fdlnsert _]" Split
a v g = . Close
[T show First Line Only Document |Subdocuments| 1] Unlink ] Lock Document | gutline View
Cutline Tools Master Document Close
MNavigation v X
Search Document 2o~
= |ma|E 2 &

®

®

®

®

© Computer viruses

= o
Computer viruses ® Viruses are small programs that hide themselves on your disks (both diskettes and
Computer virus infecti... your hard disk). Unless you use virus detection software, the first time that you
know that you have a virus is when it activates. Different viruses are activated in

different ways. BEWARE: Viruses can destroy all your data.

Protecting against co...
What to do if you disc...

The limitations of anti ...

=] - - . .
© Computer virus infection issues
®
® Viruses hide on a disk and when you access the disk (either a diskette or another
hard disk over a network) the virus program will start and infect your computer.
The worst thing about a computer virus is that it can spread from one computer to
another, either via the use of infected disks, or over a computer network. The

Internet allows you to access files from all over the world and you should never
ronnert tn the Internet inlecs won have a virns-rherkine nrnoram installed nnowvoore

4 [u]

Page:10f11 | Words:616 | & |

e If you look at the Outlining ribbon you will see that there are a number of
buttons that allow you to control the structure within the document:

Promote to Heading 1: This button is used to promote a header
to the Header 1 level.

Wid9-ol
Cutlining Home Insert Page Layout Referen

@:,' Show Level: -
Show Text Formatting
[ show First Line Only

<A A Body Text T

aw W G =

Outline Tools

Promote: This button is normally used to promote a header
to a higher header level.

wWid9-0I=
Cutlining Home Insert Page Layout Referel

@J Show Level: -
Show Text Formatting
[ show First Line Only

Outline Tools

“+d A PBody Text M

& w g =

Demote: This button is normally used to demote a header
to a lower header level.
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Wid9-0i-
Cutlining Home Insert Page Layout Referel

@J Show Level: -
Show Text Formatting
[ Show First Line Only

Outline Tools

@ @ Body Text | |

a“ w g =

Move up: This button is normally used to move selected paragraphs up the
document.
Wid9-0ls

Cutlining Home Insert Page Layout Referel

@ Show Level: -
@ @ BodyText - o

Show Text Formatting
D' V= [ Show First Line Only

Outline Tools

Move down. This button is normally used to move selected paragraphs down
the document
Wi d9-0i=

Cutlining Home Insert Page Layout Referet

2= Show Level: -
4 @ BodyText - B P | o OWEE

Show Text Formatting

[ Show First Line Only

Outline Tools

Expand: This button is normally used to expand the header display so that
more header levels are seen.
Wid9-0ls

Cutlining Home Insert Page Layout Referei

@- :

= Sh Level: -
& & BogyTet - o o OVEE

Show Text Formatting

[ show First Line Only

Qutline Taols

a w4 =

Collapse: This button is normally used to collapse the header display so that
less header levels are seen.

Wi d9-0is
Cutlining Home Insert Page Layout Referer

- . -
4 @ BodyText ] Show Level:
Show Text Formatting

[ Show First Line Only

Cutline Toals

& w g =

To see the Demote button in action, scroll through the document until you can
see the More Information header.

Click at the start of this header line.
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computer. Itis vital to keep your virus monitaring sottware up to di
virus programs, such as Norton Anti Virus allow you to update the §
the program can check for recently discovered viruses.

[MDrE Information:
McAfee Anti-virus software|http://www.mcafee.com

Norton Anti-virus software http://www.symantec.com/avcenter
AVG anti-virus software http://www.grisoft.com/

¢ a8 &

e If you look at the Level box, you will see that currently this is formatted using
Body Text level.

|E| = o - & |+ My Computer Book - Microsoft Word
Outlining Home Insert Page Layout References Mailings Review View Developer
@- ) - " Y Merge
s @ BodyText e e B Show Level: gj ?j @ create [ Merge B
Show Text Formatting Ol nsert =4 split
o v G o= . X Show Collapse i Close
[T show First Line Only Document |Subdocuments| 8] Unlink ] Lock Document | gutiine View
Cutline Tools Master Document Close

e Click on the Demote button and you will see that this header changes from a
Body Text to a Level 2 level.

|EH H9-0 &+ My Computer Book - Microsoft Word
Cutlining Home Insert Page Layout References Mailings Review View Developer
w a _? Y @ Show Level: - ﬁ ﬁ 4] Create =] Merge E
Show Text Formatting = G insert = split
SIS [ show First Line Gnly Doscrllom":nt SUdeO‘;lchpr;eents &) Unlink 2] Lock Document Outﬁ:qo:iriew
Outline Tools Master Document Close

the program can check for recently discovered viruses.
L ]

© More Information:
® McAfee Anti-virus software http://www.mcafee.com
® Norton Anti-virus software http://www.symantec.com/avcenter
® AVG anti-virus software http://www.grisoft.com/
®

e Click on the Demote button again and the header changes to a Level 3 level.

e Scroll back up to the start of the document. Click within the header containing
the text Computer Viruses.
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@“ H92-0 & |+ My Computer Book - Microsoft Word
Qutlining Home Insert Page Layout References Mailings Review View Developer
@- .
% Show Level: Create erge
@ Levell R I 4 ’ |
Show Text Formatting (G nsert =4 spit
o w G o= . . Show Collapse Close
[T show First Line Only Document |Subdocuments| = Uniink gil Lock Document | gutline View
COutline Tools Master Document Close
L]

q Computer viruses |
[]

@ Viruses are small programs that hide themselves on your disks (both diskettes and
your hard disk). Unless you use virus detection software, the first time that you
know that you have a virus is when it activates. Different viruses are activated in
different ways. BEWARE: Viruses can destroy all your data.

e Click on the Collapse button and your screen will now look like this.

@“ H9-4 & |= My Computer Book - Microsoft Word
Outlining Home Insert Page Layout References Mailings Review View Developer
&= .
@ | Levelt < 3 op 5 Showlevel j j |3 cCreate erge B
Show Text Formatting _f-’Insert _] t
o v G o= X X Show Collapse Close
[ show First Line Only Document|Subdocuments| 1 U ﬁ Lock Document | gutline View
Cutline Tools Master Document Close
@
|0 Computer viruses |
& . . L
(4] Computer virus infection issues
L ]

® Viruses hide on a disk and when you access the disk (either a diskette or another

e To see more detail again, click on the Expand button after clicking on the
header that you have just collapsed.

e You may also wish to experiment with using the Move up and Move down
buttons to move items up or down within the document.

e Save your changes and close the document.
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Tracking and Comments.

Tracking changes.

e Open a document called Tracking 01.

e To turn tracking on click on the Review tab and within the Tracking group
click on the top part of the Track Changes button.

Tracking 01 [Compatibility Mode] - Micros

Jces Mailings Review View Add-Ins

= A% Final: Show Markup -
F
_J | | | —_-,A)’

H Show Markup ~

ge Mew Track - =
Comment Changes = E Reviewing Pane ~

Comments Tracking
e We can now make some changes to the document.

e Double click on the word small to select it and replace the word with the word
tiny. You will see the following displayed on the screen.

Computer viruses

| + \iruses are smal-tiny programs that hide themselve
diskettes and your hard disk). Unless you use virus {
time that you know that you have a virus is when it 4
activated in different ways. BEWARE: Viruses can d

]

e Double click on the word BEWARE and replace it with lower case letters, as
illustrated.

Computer viruses

| « \Viruses are sealHiny programs that hide themselves on y
diskettes and your hard disk). Unless you use virus detect
time that you know that you have a virus is when it activat

| activated in different ways. BEWAREbeware: Viruses car

e Delete the full stop (period) at the end of the first paragraph and add the
following text.

‘and can damage your computer'.
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Computer viruses

| + \iruses are smalHtiny programs that hide themselves on your disks (both
diskettes and your hard disk). Unless you use virus detection software, the first
time that you know that you have a virus is when it activates. Different viruses are
activated in different ways. BEWAREbeware Viruses can destroy all your data

and can damage your computer-

e Turn the tracking off by clicking on the Review tab and within the Tracking
group click on the top part of the Track Changes button.

e Save your changes and close the document.

Accepting or rejecting changes.

e Open a document called Tracking 02. This document contains tracked
changes.

Computer viruses

| + \iruses are smal-tiny programs that hide themselves on your disks (both
diskettes and your hard disk). Unless you use virus detection software, the first
time that you know that you have a virus is when it activates. Different viruses are
activated in different ways. BEWAREBeware: Viruses can destroy all your data
and can damage your computer .-

e Click on the Review tab and you will see the Tracking and Changes groups
displayed within the ribbon.

Tracking 02 [Compatibility Mode] - Microsoft Word

15 Review View Add-Ins

] ] ] _;2), '_'_I Final: Show Markup - %/31}; s“l\? 3 Previous
— — — = g show Markup = = = &% Next

Track Accept Reject Co
Changes ~ E Reviewing Pane - - -
Comments Tracking Changes Co

e Click on the Next button within the Changes group to display the first revision
change within the document.

Tracking 02 [Compatibility Mode] - Microsoft Word
Review Wiew Add-Ins

_-;1), —_'_l Final: Show Markup - -{}Prewjus

- — — =] show Markup ~
Track Accept REJE i

Changes ~ E Reviewing Pane -
ymments Tracking Changes

e Click on this button a few more times and you will be taken from one revision
to the next.
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e Click on the Previous button a few times select the word tiny.

Computer viruses

| + \iruses are smaf-iny pjograms that hide themselves on your disks (both
diskettes and yols=hasdddisk). Unless you use virus detection software, the first
time that you know that you have a virus is when it activates. Different viruses are
activated in different ways. BEWAREBeware: Viruses can destroy all your data
and can damage yvour computer -

e Click on the Accept button within the Changes group.

Tracking 02 [Compatibility Mode] - Microsoft Word
Review View Add-Ins

= 2% Final: Show Markup s s, 1'1} Previous
= | .
1t ta 5 oz

= show Markup ~ 9} Next
Track ATrept | Reject ¢
Changes = E Reviewing Pane ~ - o
mments Tracking Changes «

e You will now see the following.

Computer viruses

| « \iruses ard smalt-tiny programs that hide them
diskettes a disk). Unless you use
time that you know that you have a virus is whg

activated in different ways. BEWAREBeware:
and can damage your computer -

e Use the Next button to move through the document and select the word
beware, which is displayed in lowercase. This time reject the change by
clicking on the Reject button.

Computer viruses

| » Viruses are smal-tiny programs that hide themselves
diskettes and your hard disk)_Unless vouy yse virus d
time that you know that yol have a virus is when{it ag
activated in different ways]| BEWAREBeware: Vfuse
and can damage your conpoer=

T —

e Use the Next button to display other changes and either accept or reject them
as you see fit.

e Within the Tracking group click on the down arrow as illustrated and select
Final.
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Tracking 02 [Compatibility Mode] - Microsoft Word

Review View Add-Ins

= 4% Final: Show Markup [] 73 by ) Previous
I 3 T
d [ d [ d :}X’ e A A %k Next

nal: Show Markup
Track

Final Accept Reject
Changes - L — ~ 7
-omments Original: Show Markup Changes
= 3 [ 3
= Criginal 2

e This will display a final version of your document in which you have either
accepted or rejected changes that were proposed to the original document.

e Save your changes and close the document.

Inserting comments.

e Open a document called Comments 01.

e Select the text or object that you wish to attach your comment to. In this case,
select the picture.

Aﬂ"’é =
A

e Click on the New Comment button contained within the Comments group
under the Review tab.

@' = LN Comments 01 [Compatibility Mode] - Microsoft Word
Home Insert Page Layout References Mailings Review View
ABC a’?" * 5
4 3| % X | dcd T4
Spelling & Word | Translate Language Mew
Grammar Count = < Comment
Proofing Language Comments

e The screen will change as illustrated

COMMENTS:

You can hide comments within a document. This can be useful when reviewing a
document that has been produced by someone else.

(e [D1]: ]|
5
i

You can view comments within a document, print them and delete them.
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e Type your comment into the Comment box, in a special area that is now
displayed. In this case enter the text:

Is this picture really necessary?

| Comment [D1]: is this picture really
;| mecessary?

e When you have entered your comment(s), click outside of the special window
to retain your comment.

COMMENTS:

‘You can hide comments within a document. This can be useful when reviewing a
document that has been produced by someone else.

ﬁ? [ Comment [D1]: Is this picture reaily
Y ;| necessary?
{ :

You can view comments within a document, print them and delete them.

e Save your changes and close the document.

Displaying and editing comments.

e Open a document called Comments 02.

COMMENTS:

You can hide comments within a document. This can be useful when reviewing a
document that has been produced by someone else.

| Comment [CC1]: /s this picture
;| really necessary?

You can view comments within a document, print them and delete them |
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e Click within the comment to edit the text. If required, this comment may now
be edited. Experiment!

e Save your changes and close the document.

Deleting comments.

e Open a document called Comments 03.

e Right click on the comment, as displayed within the document, and from the
pop-up menu displayed, select the Delete Comment command.

aial - 10 - A" A7 EEEE

B|l7 UESE®-A-y
Comment [CC11T: Is this picture
re I

Paste Options:

=

Delete Comment

£

Font...
Paragraph...
Bullets
Humbering

Styles

w2

Hyperlink...
Look Up

Sy¥nonyms

B

Translate

e Save your changes and close the document.

Showing or hiding comments.

e Open a document called Comments 04.
e As you can see this document contains a number of comments.

[computer viruses
« \Viruses are small programs that hide themselves on your disks (both diskettes
and your hard disk). Unless you use virus detection software, the first time that
you know that you have a virus is when it activates. Different viruses are
activated in different ways. BEWARE: Viruses can destroy all yuur[ﬂa’ta}

.- { Comment [CC1J: I this tma? ]

{Cammellt [CC2}: Do wa nead this ]

| picturs’

Computer virus infection issues
+ \Viruses hide on a disk and when you access the disk (either a diskette or another
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e Click on the Show Markup button within the Tracking group under the
Review tab.

Comments 04 [Compatibility Mode] - Micro:

ngs Review View Add-Ins

_J E H ;;}, -'L Einal: Show Markyp -

= show Markup =

Delete Previous Mext Track
- Changes ~ .|_E| Reviewing Pane =
Comments Tracking

e Click on the Tick next to Comments to remove the tick.

Comments 04 [Compatibility Mode] - Microsc
Review View Add-Ins

_J 4 ] [~ ] e + 4 Final Show Markup |k
= = L

=] Show Markup ©

ste Previous Mext Track A

imments V| Ink I
I_E 111213 1)y | Insertions and Deletions .:
v | Formatting
v | Markup Area Highlight
== Balloons 3
Beviewers k
v | Highlight Updates
[ ———

e The comments are no longer displayed. To re-display the comments, click on
the Show Markup button within the Tracking group under the Review tab.

e Click on Comments to restore the tick.
e Close the document.
e Close the Word program.
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Comparing and Combining Documents

Comparing documents.

e Start the Microsoft Word program.

e Click on the Review tab and within the Compare group, click on the
Compare button.

Documentl - Microsoft Word

ngs View Add-Ins
= E . L "

b 4% | Final: Show Markup - Ly o 9% Previous j

L@ L i

rRr RN g

=] show Markup * P Mext —
Track . Accept Reject Compare
Changes * ._EI Reviewing Pane - - - -
Comments Tracking Changes Compare

e From the drop down list displayed click on Compare.

L ve 3 Previous = AI-
z 72 1| & = N
- = B3 Newt o=t il
Accept Reject Compare Restrict | Linked

Editing MNotes

Compare...
S —.}lﬂ e
i =1 Compare two versions of a

document (legal blackling].

& Combine...
ﬂ@d Combine revisions from multiple
authars into a single document.

Changes

B 19 | I0 | +1L°

e This will display the Compare Documents dialog box.

Compare Documents @
Criginal document Revised document

: | & £l &
Labe| changes with Label changes with

More == Cancel

e Click on the Browse icon within the Original Document section of the dialog
box. This will display the Open dialog box. By default, the contents of the
Documents folder are displayed with in this dialog box. You should see a
folder called Word 2010 Expert Course which contains your sample files.
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@ Open

Organize «

@ Microsoft Word
¢ Favorites

. Libraries

@ Docurments
J’ Music

[ Pictures

B2 Videos

*d Homegroup

18 Computer
&, Local Disk (C)

—
i H\_) |@ » Libraries » Documents »

Mew folder

- | +y | | Search Documents pe |
=~ 0 @
I Documents ||b|’ary Arrange by:  Folder ~
Includes: 2 locations
MName : Date modified Type
.. Adobe 22/01/201011:24 ... File folder
3 .. Bluetooth Exchange Folder 22/01/2010 3:41 PM File folder
.. Downloads 19/02/2010 213 PM  File folder
| KEEP 26/04/201011:35 ... File folder
. microsoft 15/08/200912:58 ... File folder
. My Call Graphs 1/02/2010 8:37 PM File folder
W My Data Sources 24/03/2010 9:01 AM  File folder
L. OneMote Motebooks 17/03/2010 11:04 ... File folder
| . Word 2010 Expert Course 26/04/2010 4:07 PM  File folder
A8 ! P | b
File name: - [AII Word Documents ']
Tools = [ Open Iv] ’ Cancel ]

Double click on the Word 2010 Expert Course folder. You will see a list of
your sample files displayed. Scroll down and select the file called Compare

01.
open =
—
{ ‘,u | . %« My Documents » Word 2010 Expert Course » - |¢,| | Search Word 2010 Expert Course O |
Organize « New folder =« [l @
‘ Mame Date maodified Type a0
et [
S & Combine 02 18/07/2008 415 PM  Microsoft Word C
) [E._] Comments 01 18/07/2009 416 PM  Microsoft Word C B
Librari L
. & Comments 02 18/07/2009 416 PM  Microsoft Word C
@ Documents I - . .
J? [EI._] Comments (3 18/07,2009 4:16 PM Microsoft Word C
Musi
HEe ) Comments 04 18/07/2009 416 PM  Microsoft Word T
Pict £
= e |E] Compare 01 18/07/2009 415 PM  Microsoft Word
B Videos e prpee 18/07/2009 4:15PM  Microsoft Word C
3 ®) Compare and Merge 01 18/07/2008 415 PM  Microsoft Word C
H
Sl ] Compare and Merge 02 18/07/2009 4:15PM  Microsoft Word C
®) Complete vs 26/04/2010 1:57 PM - Microsoft Word C

18 Computer
&, Local Disk (C3)
s RECOVERY (D:)

[EI._] Complex formatting

@] Computer logon user name

18/07,/2009 415 PM
26/04/2010 1:57 PM

4]

m

File pame: Compare (1

Microsoft Word C
Microsoft Word C -

k

- [AII Word Documents

7]

Tools - [ Open Iv] ’

Cancel ]

Click on the Open button. The Compare Documents dialog box will now

look like this.
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Compare Docurnents

Original document
Compare 01

Label changes with

-] &

[ 7 el
=] =

Revised document

Label changes with

—
—

Cancel

e Click on the Browse icon within the Revised Document section of the dialog
box. This will display the Open dialog box.

e You will see a list of your sample files displayed. Scroll down and select the

e Click on the Open button. The Compare Documents dialog box will now
look like this.
Compare Documents @
Original document Revised document
Compare 01 IZI ﬁ Compare 02 IEI Lj
Label changes with Label changes with | cheltenham
o [ ]
e Click on the OK button to compare the documents. Your screen will now look

file called Compare 02.

like this.

™ | U= Con Riesul  Word = &
BRI rore ot mcciwew  meeces  wamoss | Aeww | view  ads
2 ABC v )
vV @M % % mann ]
Spelling & Resessch Thechurus Woed | Trsnsiste Langusge  Boew Track Compare
Grammar Count - . Comment € -
Navagation: & & % || Compared Document ® || Original Document [Compaee 01 - Cheltenham)
o ames Deletions=1 Moves 0 Formatting 0
M MEMO: MEMO:
3@
I | To allin the Sales & Customer Support departments: To allin the Sales & Customer Support
departments:
Defsted Chehenham | | ., the fallowing attend a meeting next Wednesdav, at 2 pm
two | in the mes ting room muml her pwisone™ Can the following attend a meeting next
[Taserted Chellenbam | Wednesday, at 2 pm
All sales representatives, in the meeting room number two?
[Gnserted All suppert staff.

All post sales staff.

| Al past sales staff.

|| Prease let me

(none)

| Rowan Smith

es |

knnow if you are unable to attend,

All sales representatives
All customers £

Dleas
Revised Documnent (Compare 02 - Cheltenham)
MEMO:

o artend

| To allin the Sales & Customer Support
departments:
|

{nane) Can the following attend a meeting next

Wednesday, at 2 pm
in the meeting room number one?

All sales representatives

All customers support staff. :
All post sales staff. a
Werdiz 50 | B MHNE2 & 100% - +)

e You can review your changes one at a time. To do this click on the Next
button contained within the Changes group under the Review tab.
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Compare Result 2 - Microsoft Word

ngs Review Wiew Add-Ins

] ] ] __2), 2% Final: Show Markup - Q{b-,} (f* s & pravin,
- — — = ] show Markup = = == '} Next

Track Accept Rejed |
Changes = ._E] Reviewing Pane|~ - .

Comments Tracking Changes

e The first change within the document will be highlighted as illustrated.

Compared Document
MEMO:

| To all in the Sales & Customer Support departments:

Can the following attend j meeting nekt Wednesday, at 2 pm
| |1,¥l the meeting room number tseone?

| All sales representatives.
All customers support staff.

| All post sales staff.

Please let me kmow if vou are unable to attend.

Rowan Smith

e Click on the Next button a few more times, to move forward through the
document and review other changes.

e Click on the Previous button a few times, to move back through the
document.

e At your discretion, use the Accept or Reject buttons, to accept or reject
changes made within the document versions.

e Click on the Close button to close the document. A dialog box will be
displayed asking if you want to save your changes.

Microsoft Word @
8 Y o you want to save changes you made ompare
I b t to save ch de to C
Result 277
[ Save ] | Don't Save | | Cancel |

e Click on the Save button and save the file as My Compared Document.

Combining revisions from multiple authors.

e If necessary press Ctrl+N to display a new blank document.

e Click on the Review tab and within the Compare group click on the Compare
button.
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Documentl - Microsoft Word

ngs View Add-Ins

. =S -,_" Final: Show Markup - .- *3'_,} Previous| =
e I I Y. ]

=] Show Markup ~ P} Next
Track

Accept Reject
Changes ~ [B] Reviewing Pane - .

-

Comments Tracking Changes

e From the drop down list displayed click on Combine.

g @} Previous | Ll By (I
i’ f\ .3} Mext : _|I‘_.l|t E!-E)j
Accept Reject |{Compare| E Restrict | Linked

Editing Motes

Compare... E
_.;,lg x
=) Compare two versions of a

document {legal blackline).

J;:J Combine...
—l&=| Combine revisions from multiple
authors into a single document.

Changes

e This will display the Combine Documents dialog box.

I

Compare

Compare

Combine Documents

Original document Revised document

Label unmarked changes with:

Label unmarked changes with:

Cancel

Click on the Browse icon within the Original Document section of the dialog

box.

Combine Documents

Criginal document Revised document

halunmzrkad changes with:
Browse for Original

Label unmarked changes with:

Cancel

This will display the Open dialog box. By default, the contents of the
Documents folder are displayed with in this dialog box. You should see a
folder called Word 2010 Expert Course which contains your sample files.
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@ Open
@©v| @ » Libraries » Documents » - |¥,| | Search Documents L |

Organize + MNew folder =~ 0 @

F

Documents library

: Arrange by:  Folder ~
Includes: 2 locations

- Favorites oL

= Libraries Marme Date modified Type
j Documents .. Adobe 22/01/201011:24 ... File folder
Music .. Bluetooth Exchange Folder 22/01/2010 3:41 PM  File folder
=] Pictures 3 | Downloads 19/02/2010 213 PM  File folder
E Videos |/ KEEP 26/04/201011:35 ...  File folder
. microsoft 15/08/2009 12:58 ...  File folder

‘@ Homegroup . My Call Graphs
My Data Sources
. OneMote Motebooks

| . Word 2010 Expert Course

1/02/2010 8:37 PM
24/03/2010 9:01 AM  File folder
17/03/201011:04 ...  File folder
26/04/2010 4:36 PM  File folder

File folder

L=l Computer
&, Local Disk (C)
— RECOVERY (D:)

T L | 3

File name: - [AII Word Documents ']

Tools = [ Open Iv] ’ Cancel ]

e Double click on the Word 2010 Expert Course folder. You will see a list of
your sample files displayed. Scroll down and select the file called Combine
01.

(] Open

@u.| . %« Documents » Word 2010 Expert Course »

- | +y | | Search Word 2010 Expert Course 2 |
Organize «

New folder = ~ 0 @

Documents library
Word 2010 Expert Course

@ Microsoft Word [ Arrange by:  Folder

-~

MName Date modified Type
2/11/2009 5:50 PM

W Favorites

Microsoft Word C

& Homegroup

@ Comments 03
) Comments 04
@ Compare 01
@] Compare 02

18/07/2009 4:16 PM
18/07/2009 4:16 PM
18/07/2009 4:15 PM
18/07/2009 4:15 PM

_ s _|| |®] Combine 01 18/07/2009 4:15 PM  Microsoft Word C[_|
E Documents | ] i 18/07/2009 415PM  Microsoft Word
J Music ] Comments 01 18/07/20094:16 PM  Microsoft Word [
E’ :rf:t”'e‘ ) Comments 02 18/07/2009 416 PM  Microsoft Word T

Ideos

Microsoft Word C

Microsoft Word C

Microsoft Word C

Microsoft Word C

‘i
1% Computer ) Cnmnare and Merae 01 18/07/7009 415 PM Micrasoft Word [T

&, local Disk(C) = < m | .

File pame: Combine 01 - [AIIWord Decuments v]

Tools - [ Open Iv] ’ Cancel ]

e Click on the Open button. The Compare Documents dialog box will now
look like this.
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Original document
Combine 01

Combine Documents

Labgl unmarked changes with:

Revised document

-] (&

Cheltenham

2 =

-] &

Label unmarked changes with:

—
+—

Cancel

e Click on the Browse icon within the Revised Document section of the dialog

box.

Combine Documents

Criginal document
Combine 01

-] &

Label unmarked changes with: | cheltenham

Revised document

Label unmarked changes with:

—
-

o=
A =

Cancel

e This will display the Open dialog box. You will see a list of your sample files
displayed. Scroll down and select the file called Combine 02.

1% Computer
&, Local Disk (C3)
s RECOVERY (D:)

@) Comments 04
@] Compare 01

—a

@ Cpen @
QQ | ; « My Documents » Word 2010 Expert Course » 7 |‘?| | Search Word 2010 Expert Course 0 l
Organize v Mew folder =« i .@.

“  MName : Date modified Type i
- Favorites Eﬂ Ceolumns 04 9/10/2009 1:15 PM Microsoft Word C

@ Columns 05 9/10/2009 1:15 PM Microsoft Word L[|

4 Libraries ] Columns 06 9/10/2009 1:15 PM Microsoft Word L
3 Documents ¥ Columns 07 2/11/2009 5:45 PM  Microsoft Word C
J’. Music @ Columns 08 2/11/2009 5:50 PM Microsoft Word C
] Pictures 2 i 18/07/2009 4:15 PM  Microsoft Word C
B8 videos ] Combine 02 18/07/2008 4:15 PM  Microsoft Word C
18/07/2009 416 PM Microsoft Word C
% Hemegroup @) Comments 02 18/07/2009 416 PM  Microsoft Word C
] Comments 03 18/07/2009 416 PM Microsoft Word C

18/07/2009 4:16 PM
18/07/2009 415 PM

Microsoft Word C

Microsoft Word C

- 4|

File npame: Combine 02

m

k

- [AII Word Documents

’]

Tools = [ Open

] |

Cancel ]

e Click on the Open button. The Compare Documents dialog box will now look

like this.
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Combine Docurmnents @

Original document Revised document
Combine 01 l*| & | |combine 02 BE;
Label unmarked changes with: | cheltenham Label unmarked changes with: | ~heltenham

—

—

(o ) [ o=

e Click on the OK button to combine the documents into a new document. Your
screen will now look like this.

ol o= Combing Result§ - Micresolt Woed o @
R v mset magewsowr  Retence  Malings | Reoew | vew  Adddes s @

,3; -Ii L_J ABC oy ﬁ‘ R I __‘}. 25 Finat Show Markup v ‘é_a 7 :j::,;)ui 1

1 show Maris - =

% sage  New e Ateept Raes cmpare
Gumniis Comamend Changes - | 2] Reviewing Pase) = - - -
| " Comme | I Changet Compare |
Hmagatien ¥ X | Summary: 3 revisions & * X | Combined Document X || Original Document (Combine 01 - Cheltenham) ®
srument £ = | Insertions: 2 Debetions: 1 Moves: 0 Formatting: X ) )
a——— MEMO: MEMO: -
3@
I doc s = ] | Toallin the Sales & Customer Support departments: To all in the Sales & Customer Support
This document does not [~ ] departments:
— Can the follewing attend a mesting next Wednesday, at 2 pm
———— one it the meeting room number onetwo? Can the fellowing attend 3 meeting next
! Fo—— [Deietea Wednesday, at 2 pm
Heading Stien, - © twa AL sales representatives in the mesting rocm number twa?
[inserted All suppent staff.
"All post sales siaif | All past sales saff All gales representatives -
. - - All custemers suppont staff. =
I 1| Please les me know if vou are unable to attend o
hana) Plesce Lot ma krsoe if vom arm unshle 1o amend
| . | Rowan Smith Revised Document (Combine 02 - Cheltenham) X
fnane) =
E : 1 MEMO: :
[ Foo h | To allin the Sales & Customer Support
tnanc) departments:
| | . . .
e Can the following attend 3 meeting next
Wednesday, a1 2 pm
in the mesting room number one?
All males representatives 3
All customers support staff =
All pest sales staff. o
Woeds: 50 | o5 0 D33 = 10% () k o

—— T T T = T

e You can review your changes one at a time. To do this click on the Next
button contained within the Changes group under the Review tab.

Combine Result & - Microsoft Weord

1gs Review View Add-Ins
5 I = ! = ! sh fl_‘] Final: Show Markup - @ @ % Previous
= 2 show Markup - 3 Next
Delete Previous Mext Track — Accept Reject !
Changes ~ ,E Reviewing Pane|~ - -

Comments Tracking Changes i

e The first change within the document will be highlighted as illustrated.
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Combined Document x Qriginal Document (Combine 01 - Cheltenham) x
&
MEMO: MEMO: -
To all in the Sales & Customer Support departments: To all in the Sales & Customer Support
departments:
Can the following attend a meeting next|Wednesday, at 2 pm 3
|ig the meeting room number pnetwa? Can the following attend a meeting next
Wednesday, at 2 pm
All sales representatives: in the meeting room number two?
All customers support staff.
|A]_1 post sales staff. All sales representatives. A
All customers support staff. £
Please let me kmow if vou are unable to attend. i
|_Plaase ler me know if von arsunahlatn artend %
Rowan Smith Revised Document (Combine 02 - Cheltenham) x
MEMO: &
-
To all in the Sales & Customer Support
departments:
Can the following attend a meeting next
Wednesday, at 2 pm
in the meeting room number one?

Click on the Next button a few more times, to move forward through the
document and review other changes.

Click on the Previous button a few times, to move back through the
document.

At your discretion, use the Accept or Reject buttons, to accept or reject
changes made within the document versions.

TIP: You can accept all the changes within a document, by clicking on the
down arrow under the Accept button and clicking on the Accept All
Changes in Document option.

Combine Result & - Microseft Word

Ins

. :
w1y Final Show Markup - .- *?,} Previous =
N 2| A

S show Markup ~ Ficcept| Reject P Next CoEare
5 E Reviewing Pane|~ - - -
Tracking ¥4 Accept and Move to Next B
cument « Accept Change k

Accept All Changes in Document

Click on the Close button to close the document. A dialog box will be
displayed asking if you want to save your changes.

-

Microsoft Word @

l % Do you want to save changes you made to "Combine
el
Result 5°7

[ Save ] [Dug‘tSa‘ue ] [ Cancel ]

Click on the Save button and save the file as My Combined Document.
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Tables of Contents & Indexes.

Creating a table of contents.

e Open a Word document called Table of contents 01. This document has
been formatted using header styles for the headings within the document.

e Click on the front page at the location that you wish to insert the table of
contents.

e Click on the References tab and within the Table of Contents group click on
the Table of Contents button.

(w]| i U=
Home Insert Page Layout Mailings
Add Text ~ [ Insert Endnate ﬁ Ji
: f Update Table AB, Next Footnate ~ =/ [z
Table of Insert Insert "
Contents = Footnote Citation = 3
Table of Contents Footnotes Citations &

e From the drop-down menu displayed you can select a table format, in this
case select Automatic Table 2.

|
Home Insert Page Layout References Mailings

= S Add Text - [y Insert Endnaote g i )

= 2 Update Table AE Next Footnote ~ == Bs
Table of Insert Insert .

Contents = Footnote Citation = JJJB

Built-In hs &

Automatic Table 1

Conlents

Heading 2

lJAutomatic Table 2

Tahle { Automatic Table 2

Heading
Headi

Automatic table contents (labeled
‘Table of Contents”) that includes
all text formatted with the Heading
1-3 styles

Manual Table

Table of Contents

Type chapier title (level 1).
Type chapier title (level 2)

Type chapter titke (level 3)
Type chapter tithe (level 10

Mare Table of Contents from Office.com

Insert Table of Contents...

=3

% Remove Table of Contents
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e The table of contents will be inserted into the page as illustrated.

CONTENTS

Table of Contents
Computer viruses
Computer virus infection issues
Protecting against computer virus infection
What to do if vou discover a virus on your computer
The limitations of anti virus software

[PV

e Save your changes and close the document.

Updating a table of contents.

e Open a Word document called Table of contents 02. This document contains
a table of contents.

CONTENTS

Computer viruses
Computer virus infection issues
Protecting against computer virus infection
What to do if you discover a virus on your computer
The limitations of anti virus software

L b b b b

e Scroll through the document and select the part of the text illustrated,
containing a heading style.
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What to do if you discover a virus on your computer

« |fyoudiscover a virus on your computer don't panic. If your virus checker alerts
youto a virus, then the chances are that it has caught the virus before the virus
could infect your computer and cause damage. For instance you may insert a
disk info your computer and the virus checker should automatically scan the disk.
If the disk contains a virus, a message will be displayed telling you that the disk is
infected, and it should automatically remove the virus. The other common method
ofinfection is via emails.

« |fyouwork within a larger company, you should have a company IT support
group that will come and rid your computer of viruses. Be sure that you are
familiar with your company's policy regarding viruses.

The limitations of anti virus software

* Antfivirus snftware can onlv detect vinuses (or tvnes of vinises) that the snftware

e Press the Del key to delete the selected section.

e Scroll back to view the table of contents and you will see that the table of
contents has not been automatically updated to take account of your editing.

e Click to the left of the first item within the table of contents, which will select
the entire table of contents.

e Once selected, press F9 to update the table of contents, which will now no
longer list the deleted item.

e Save your changes and close the document.

Creating and updating a table of figures.

e Open a document called Table of Figures.

e Click within the first page at the location that you wish to insert the table of
figures.

e Click on the References tab and within the Captions group click on the
Insert Table of Figures button.

Table of Figures [Compatibility Mode]

yout References Mailings Review View Add-Ins
i Insert Endnote 3 Manage Sources 5| | Insert Table of Figures 3
LE Mext Footnote - — L.,é Style: APA - —
Insert o Insert Mar
Citation = ﬁJBlbllography' Caption '] Cross-reference Ent
itnotes Citations & Bibliography Captions
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e The Table of Figures dialog box will be displayed.

Table of Figures

Print Preview

Figure 1-Text ... 1|~
Figure 2:Text. ... 3 |
Figure 3: Text. ... 5
Figure d-Text ... 7
Figure 5: Text. ... 10

Show page numbers
Right align page numbers

Tab leader: |....... IEI
General
Formats: From template |Z|
Caption label: |Figure IEI

Indude label and number

Web Preview

Figure 1: Text
Figure 2: Text
Figure 3: Text
Figure 4: Text
Figure 5: Text

Use hyperlinks instead of page numbers

[Qpﬁuns... ][ Modify... ]

|

oK ]’ Cancel ]

e Click on the OK button and you will see a list of all figures contained within the
document, along with the corresponding page numbers.

[ Table of figures

Figure 1

Figure 2

Figure 3

e If you make any changes to the figures within the document, you can select
the table of figures and then press the F9 update keyboard shortcut to update
the table. To see this select Figure 2 within the document and delete it by

pressing the Del key.
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[Figure 2

e Select the Table of Figures at the start of the document and press the F9
key. The table will be updated to take account of the deleted figure.

[ Table of figures

e Save your changes and close the document.

Marking an index entry.

e Open a document called Index 01.

e Select the text you wish to use as an index entry, in this case select the word
McAfee on page 1:

e Information:

H=B~0ti-virus software http:dhwneny moafee com

PrTt-wirus software httpofensny symantec.comiavcenter
AYE anti-virus software hitp dhwena grisoft.com/

e Click on the References tab and within the Index group click on the Mark
Entry button.
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Index 01 [Compatibility Mode] - Microsoft Word

'‘out References Mailings Review View Add-Ins
‘jyInsert Endnote wl] ) Manage Sources ﬂ 28] Insert Table of Figures ﬂ* =] Insert Index
g Mext Footnote - — L;._T:a‘ Style: APA -
Insert o Insert Mark
Citation = ﬂJBmllographyv Caption L] Cross-reference Entry

tnotes Citations & Bibliography Captions Index
The Mark Index Entry dialog box will be displayed.

rf".-'1arhcIr1|::|v.=:}{ Entry @

Index

Main entry: ||"u"|cﬁu.fee |

Subentry: | |

Options

Cross-reference: |SEE |

@ Current page
Page range
Bookmark:

Page number format

Bold

Italic
This dialog box stays open so that you can mark multiple
index entries.

[ Mark: ] | Mark All | | Cancel |

To mark the index entry, click on the Mark button.
Click on the Close button to close the dialog box.

Use the procedure outlined above to mark the word hacker as an Index entry.

« Make sure that the password iz long enough, containg a random mibture of
numbers and letters, and that the passwards are changed on a regular basis.

* There are many examples, where people have used passwaords that relate to
something personal, such as a pFoer s et npme, the dog's or cat's name, etc.
For a determined, serious compuier [gEmgs), these are easy to guess. If you have
a system, where lots of different plesswords ard required to access the system,
then security often breaks down and computer users will sometimes keep a list of
these passwords in their disk. This defeats the whole object. If you forget your
network access password, the netwiork administrator should be able to assign
vou with a new one.

Use the procedure outlined above to mark the word emails as an Index entry
(as illustrated below).
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What to do if you discover a virus on your computer

o |f you discover a virus on your computer dan't panic. If your virus checker alerts
wou to a wirus, then the chances are that it has caught the wirus before the wirus
could infect your computer and cause damage. For instance you may insert a
disk into your computer and the virus checker should autormatically scan the disk.
If the disk contains a virus, 2 message will be displayed telling you that the disk is
infected, and i matically remove the wirus. The other common method
of infection is \ja EHagElE

o If you wiork wit ompany, you should have a caompary |T suppart
group that will come and rid your computer of viruses. Be sure that yvou are
familiar with your company's policy regarding viruses.

Click on the Home tab and within the Paragraph group click on the
Show/Hide button.

(wl| = O |5 Index 01 [Compatibi
ﬂlnsen Page Layout References Mailings Review View Add-Ins
== Cut P =T = i— | s o=
H o Arial T - A A Aa- | B [BE|E - [ EE BT
=3 Copy e
Paste B 7 U - abe x, x° w-A-IIEEE=E== | B e

= F Format Fainter

Clipboard Font Paragraph

You can scroll through the document and see the index codes displayed, as in
the example illustrated.

Morednformation:+

Morton-Anti-virus-software-h

Re-click on the Show/Hide button to hide the index codes.
Save your changes and close the document.

Marking an index sub-entry.

Open a document called Index 02.

As well as inserting index entries into a Word document, you can select items
and mark them as index subentries. These entries are subordinate to the
normal index entries, and usually appear indented when displayed within the
main index.

Select the text AVG within your document.
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Computer virus infection issues

Wiruses hide on a disk and when you access the disk (either a diskette or another
hard disk over a netwaork) the wvirus program will start and infect your computer.
The wiarst thing about a computer virus is that it can spread from one caomputer to
another, either via the use of infected disks, or over a computer netwark. The

Page 221

s0 that the program can check for recently discovered viruses.

More Information:

McAfee Anti-virus software hitp dhwensr mcafee.com

Morton Anti-virus software httpifensns symantec comiavcenter
EANER-Nti-virus software http:fhenaney grisoft.comf

Internet allows you to access files from all over the world and you should never
connect to the Internet unless you have a virus-checking program installed an
your computer. It is vital to keep your virus monitoring software up to date. Mary
anti-virus programs, such as Morton Anti Virus allow yaou to update the program

Use the keyboard shortcut Alt+Shift+X to display the Mark Index Entry
dialog box. The text that you select will be displayed within the Main entry

text box.

rI"n.-'1arthr'|u::|e:c Entry @

Index

Main entry: |Nu"G |

Subentry: | |

Options

Cross—reference: |SEE |

@ Current page
Page range
Bookmark:

Page number format

Bold

Italic
This dialog box stays open so that you can mark multiple
index entries,

[ Mark ] | Mark all | | Cancel |

Press Ctrl+C to copy the selected Main entry text to the Clipboard.

Click within the Subentry text box.

Press Ctrl+V to paste the text from the Main entry text box, to the Sub-entry

text box.

Modify the information within the Main entry text box to describe the fact that
the sub-entry is subordinate to the main entry. l.e. in this case AVG is a

supplier.
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Mark Index Entry -7 | [

Index

Main entry: |f-‘mti Virus F'rc:ducts| |
Subentry: |AVG |

Options

Cross—reference: |SEE |

@ Current page

Page range

Page number format

Bold

Ttalic
This dialog box stays open so that you can mark multiple
index entries.

[ Mark ] | Mark all | | Cancel |

Click on the Mark button.
Click on the Close button to close the dialog box.
Save your changes and close the document.

Compiling and updating an index.

Open a document called Index 03.
This document contains marked index entries.

Click on the last page within your document, at the location where you wish to
insert your index.

Click on the References tab and within the Index group click on the Insert
Index button.

Word_2010_Expert_Manual [Compatibility Mode] - Microsoft Word

you References Mailings Review View Add-Ins
1y Insert Endnote [3) Manage Sources ﬂ £] Insert Table of Figures j =] Insert Index
. T bl —H
B Mext Footnote = =/ @ style: AP -
Insert o Insert Mark
Citation = “J Bibliography ~ Caption 1‘E1Cross-reference Entry ¢
stnotes Citations & Bibliography Captions Index

The Index dialog box will be displayed.
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Index o s

| Table of Contents | Table of Figures | Table of Autharities

Print Preview

Aristotle, 2 ~  Type: @ Indented (O Rupdn
Asteroid belt. See Jupiter L coumns: |2 :
Atmosphere
Earth
exosphere, 4

ionosphere, 3

Language: |Enaglish (Australia) IEI

[] right align page numbers
Tab leader: |.......

Formats: Fram template |E|

Mark Entry. .. ] [AgtoMark.... ] [ Modify. .. ]

[ oK J’ Cancel ]

e Click on the OK button. You will now see the index displayed on the page.

()

INDEX

AVG anti-virus, 1 McAfee, 1
computer hacker, 2 Norton Anti Virus, 1
emails, 2 password, 1
hacker, 2 Viruses. 1

Internet, 1

e Click on the Home tab and within the Paragraph group click on the
Show/Hide button.

W "d9-u= Index 03 [Compatibilit
Home nsert Page Layout References Mailings Review View Add-Ins
= Arial 2 A N A | B E-E-EEE T,
=3 Copy
Paste o 2 Br. A =E=E== 4=
- - Format Painter B 7 U -akex x — E=== ¢ I
Clipboard Fl Font

Fl Paragraph P
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e You can scroll through the document and see the index codes displayed, as in
the example illustrated.

Morednformation:+

Morton-Anti-virus-software-h

e If you make changes to the index marks within the document you can select
the Index and update it by pressing the F9 key. Delete one of the index
marks within the document and update the index to take account of this
deletion.

e Re-click on the Show/Hide button to hide the index codes.
e Save your changes and close the document.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert Page 225

Linking & Embedding

What is object linking?

e Linking objects, as the name implies allows you to link one object to another.
There are many uses for this. For instance you can link one document to
another, or you could link an Excel spreadsheet to a document. The
advantage is that if you make changes to the original object, then this is
updated within the copy contained within the document that the object is
linked to.

e This means that if one person is developing an Excel spreadsheet which is
linked into a document that is being edited by a second person, then as
changes are made to the original spreadsheet, these can be automatically
updated within the document being edited by the second person.

e A document can have multiple objects linked to it. For instance a project
coordinator may have a document to which many different members of a team
have linked their work. The project coordinator can then see how the overall
content of a large document is progressing at any time.

e This may all sound confusing and very hard to actually do. As we will see, in
fact it is very easy to do.

Linking data from a document as an icon.

e Open a document called Linking documents.

e Click within the document at the position that you wish the linked icon to be
displayed.

e Click on the Insert tab and within the Text group click on the Object button.

mpatibility Mode] - Microsoft Word

j Q Q u J ‘Ai 2% Signature Line - Tc Q

Sj Date & Time
ence | Header Footer Page Text Quick WordArt » ; Equation Symbol
- *  Mumber~ | Box+ Partsv v '§ Object - - -

Header & Footer Text Symbols

e This will display the Object dialog box. Click on the Create from File tab and
then click on the Display as icon check box.
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Otyect e
Create Mew|| Create from Eile
File name:
[ Link to file
| /Dspay asicen |
Result

Inserts an icon that represents the contents of

@_’B the file into your document. —

Change Icon...

[ ok

J |

Cancel ]

Click on the Browse button. This will display the Browse dialog box. If
necessary navigate to the Word 2010 Expert Course folder. Select a file

called Memo.

L=l Computer
&, Local Disk (C3)
— RECOVERY (D:)

@ o
] off1

@ Browse IEI
—
OU | ; « My Documents » Word 2010 Expert Course » - | +3 | | Search Word 2010 Expert Course 0 |
Organize + MNew folder = [l @
it MName : Date modified Type |Z|
X Favorites | ] Linking applications 5/11/2009 220 PM  Microsoft Word C
o @ Linking documents 18/07/2009 4:42 PM Microsoft Word C
u Libraries ] Macro 01 18/07/2009 4:41 PM  Microsoft Word C
2 Documents ; d Editing 18/07/2009 4:41 PM  Microsoft Word [
J Music | | Memeo 18/07/2009 4:41 PM  Microsoft Word C
= Pictures T | ™ Merging cells 18/07/2009 41 PM  Microsoft Word L
B Videos ® Modifying form fields 18/07/2009 4:43 PM  Microsoft Word 0—
@] pMulti level sorting 18/07/2009 443 PM Microsoft Word C
& Homegroup & My Computer Book 26/04/2010 336 PM  Microsoft Word
] My Security Document 18/07/2009 4:42 PM Microsoft Word C

18/07/2009 4:41 PM
26,04/2010 1:57 PM

‘| m

File pame: Memo

Microsoft Word C
Microsoft Word EE|
2

~ | AllFiles

’]

Tools - [ Insert Iv] ’

Cancel ]

Click on the Insert button.
Click on the Link to file check box.
The Object dialog box will now like this.
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Object N
Create Mew | Create from Eile

File name:

\Users\Dave\Documents\Word 2010 Expert Course\Memo. docx Browse. ..

| Display as icon

Result

Inserts an icon that represents the contents of @
_’ the file into your document. Changes to the

source file will be reflected in your document. Memo. docx

| Change Icon... |

[ OK l | Cancel |

e Click on the OK button and you will see the linked file icon displayed within
your document.

Link the 'Memo document' and display it beneath this line as an icon.

=
I,

Memo.docx

e Save your changes.

e Double click on the icon and the linked document will be displayed within
Word.

e Close all open documents.

Updating a linked document.

e Open the document that is linked to a second document, in this case open a
document called Memo.

e Press Ctrl+A to select all the text within the document.

e Click on the Home tab and then click on the Font Color button and apply a
Blue colour to the text.

e Click on the Bold button and apply a Bold formatting to the text.
e Click on the Font Size control and apply a larger font size to the text.
e Click on the Font button and apply a different font type to the text.
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e Save your changes and close the document.

e Re-open a document called Linking documents. If you see the following
dialog box displayed, click on the Yes button.

Microsoft Office Word [+=5]

! This document contains links that may refer to other files. Do you want to update this document with the data from the linked files?

Show Help ==

Yes | [ Mo ]

e Double click on the linked document icon and you will see the memo
displayed, along with all the changes that you made.

e Close all open documents, saving any changes if prompted.

Breaking the link to a document.

e Re-open the document called Linking documents.
e If you see the following dialog box, click on the Yes button.

Microsoft Word @

! This document contains links that may refer to other files. Do you want to update this document with the data from the linked files?

Show Help ==

e Right click on the linked document icon and from the pop-up menu displayed,
select the Linked Documents Object command. From the sub-menu
displayed select the Links command.

2177 em

1k 4k
4
4

] 4273 m

=]

Memo.qg % cut

53 Copy
[Z% Paste Options:

=

5 update Link

‘ Linked Document Chject | Edit Link

Hyperlink... Open Link

Insert Caption... Convert...

| == Links...

Borders and Shading...

Format Object...

& D (o @
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e This will display the Links dialog box.

Links s
Source file Item Type Update
Update Mow
Open Source
Change Source...
Break Link
Source information for selected link
Source file: C:\Wsers'\David Murray\Documents\Word 2010 Expert Course'Memo. docx
Item in file:
Link type:  Microsoft Word Document
Update method for selected link
@ Automatic update
Manual update
Locked
Options for selected link
Save picture in decument
Preserve formatting after update
[ OK. ] | Cancel |

e Click on the Break Link command. You will see a warning dialog box.

Microsoft Word @

-

Are you sure you want to break the selected links?

= Cw) Coed

e Click on the Yes button and the link will be broken.

e Try double clicking on the icon and you will see that Word now treats the icon
as a picture, not an active link to another document.

e Close the document and save your changes.

Linking and displaying the linked object as an icon.
e Open Excel and open a workbook called Regional Sales.

NOTE: Remember that your sample files are stored in a folder called
Word 2010 Expert Course (under the Documents folder).

e Select the data in the cell range C5:F10. To do this click on cell C5. Press
the Shift key and keep it pressed. Click on the cell F10. Release the Shift
key. The selected data will be highlighted as illustrated.
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A B c D E E G
1 {
2 4
3 {
4 {
5 Sales Region | Sales 2009 | Sales 2008 | Sales 2007
6 | Morth 12,654 23,216 23.128
7| South 21,654 29,854 17,345
8 | East 32,333 21.264 23,765
9 | West 12,765 12,097 22,538
10 TOTALS 79,406 | 86,431 | 86,776
11

e Press Ctrl+C to copy the selected data to the Clipboard.

e Open a Word document called Linking applications.

e Click within the Word document at the location you wish to insert the linked
data.

e Click on the Home tab. Within the Clipboard group, click on the down arrow
under the Paste button.

(wl| = =
Home Insert Page
J } Times Mew
Paste )
- fFormatPainter A
Clipboard

e From the drop down list displayed, select the Paste Special command.

W90l
Home Insert Page Layout Re
j ) Times New Rom ~ 12 -

| Paste | = :
i Format Painter L abe X, :

Font

| Paste Options:

=

Paste Special... e

BT LIeta FTH 2

Paste Special (Alt=Cirl=V) |

e This will display the Paste Special dialog box
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Paste Special @

Source: Microsoft Excel Worksheet
Sheet1!R5C3:R10CE

As:

() Paste: Microsoft Excel Worksheet Object E\Q!?EI.?.!'.E?..!EF.’.'?.?
@ Paste link: || Formatted Text {RTF)

Unformatted Text |1_7| j

IHL

Picture (Windows Metafile)

»

Bitmap
) Mcrosoft Bxcel
Word Hyperlink Worksheet
Unformatted Unicode Text
- Change Icon...

Result
Inserts the contents of the Clipboard as HTML Format.

@*@ Paste Link creates a shortcut to the source fille, Changes to the source file will be reflected
in your document.

OK l ’ Cancel

e Click on the Paste link button.
e Click on the Display as icon check box.
e Click on the OK button and the data will be displayed as illustrated.

Microsoft Excel
Worksheet

e You can also link graphical objects. Switch back to the Excel workbook. Click
once on the chart to select it. The selected chart will look like this.

Regional Sales

35,000
30,000
25,000
20,000 4
15,000 A
10,000

2,000 -

mSales 2009
mSales 2008
O%5ales 2007

MNaorth South East West

e Press Ctrl+C to copy the chart into the Clipboard.

e Switch back to your Word document called Linking applications. Click within
the Word document at the location you wish to insert the linked chart.
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e Click on the Home tab. Within the Clipboard group, click on the down arrow
under the Paste button.

(w]| |+

Home Insert Page

i

J Fa Lut Times Mew
3 Cop

Paste
- jFormatPainter L

Clipboard Fl

e From the drop down list displayed, select the Paste Special command.

Wi ois
Home Insert Page Layout Re

P
| av S | fFormat Painter

Lt Times Mew Rom ~ 12 -
B3 Cop

B 7 U ~ahe x, !

| Paste Options: Font

=

Paste Special... P

CET [TEfant DRefe

Paste Special (Alt=Cirl=V) |

e This will display the Paste Special dialog box

Paste Special @

Source: Microsoft Excel Chart
C:\Jsers\Dave\Documents\Word 2010 Expert Course'Region. ..

As:
() Paste: | Microsoft Excel Chart Obje | ]
3 -1 | | Picture [Windows Metafile]
@ :
2 Paste link itmap IE
Microsoft Office Graphic Object It

Microgoft Exce Chart

N Change Icon...

Result
Inserts the contents of the Clipboard as & picture.

@*B Paste Link creates a shortcut to the source file. Changes to the source file will be reflected
in your document.

oK l l Cancel

e Within the As section of the dialog box, select Microsoft Excel Chart Object.
e Click on the Paste Link button.

e Click on the Display as icon check box.

e Click on the OK button to insert the chart as an icon, as illustrated.
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Microsoft Excel Chart

e Try double clicking on the data or chart icon and you will find that in either
case the original data, is displayed within Excel. Remember that when you
link data or objects you are displaying a linked copy of the original. If you
want to change the data, then you need to make those changes in the original
application.

e Save your changes and close the document.
e Close the Excel program and save your changes.

Linking and displaying the actual linked data.

e Open Excel and open an Excel workbook called Sales by Region.

NOTE: Remember that your sample files are stored in a folder called
Word 2010 Expert Course (under the Documents folder).

e Select the sales data, as illustrated.

A B c _ D | E F
1
2
3
4
5| Sales Region 2009 2008 2007
6 | North 12,654 23,216 23,128
7| South 21,654 29,854 17,345
8 | East 32,333 21,264 23,765
o= West 12,765 12,097 22,538
0 TOTALS 81415 88439 88,783
1

o, [

e Copy the selected data to the Clipboard, by pressing the Ctrl+C keyboard
shortcut.

e Open a document called Application linking.

e Click within the document at the location that you wish to paste the linked
data.

e Click on the Home tab. Within the Clipboard group, click on the down arrow
under the Paste button.

@90l
Home Insert Page
J Times Mew
Paste B 7 1

+~ | Format Painter

Clipboard
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e From the drop down list displayed, select the Paste Special command.

(w]| v~
Home Insert Page Layout Re
J : Times Mew Rom ~ 12 -

| paste

| = . .
B ¥ Format Painter R

| Paste Options: Font

=

Paste Special... P

LT LIetanlt Pacts

Paste Special (Alt=Ctrl=V) |

e This will display the Paste Special dialog box

Paste Special @

Source: Microsoft Excel Worksheet
Sheet1!R5C3:R10CE

As:
() Paste: Microsoft Excel Worksheet Obie [7] Display as icon

@ Paste link: | THermetedFextRFF
® PESEANE | formatted Text

Picture (Windows Metafile)
Bitmap

Word Hyperlink

HTML Format
Unformatted Unicode Text

Result
-

Inserts the contents of the Clipboard as a picture.

Paste Link creates a shortcut to the source fille, Changes to the source file will be reflected
in your document.

e Within the As section of the dialog box select Microsoft Excel Worksheet
Object.

e Click on the Paste link button.
e Click on the OK button to paste the data into the document. This data is now

linked to the original data. Any changes made to the original data within Excel
will be shown in the version of the data displayed within the Word document.

e Switch back to the Excel workbook. Select the entire chart, by clicking once
on the chart border. The selected chart will look like this.
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20000

10000 -
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e Copy the selected chart to the Clipboard, by pressing the Ctrl+C keyboard
shortcut.

¢ Click within the Word document at the location that you wish to paste the
linked chart.

e Click on the Home tab. Within the Clipboard group, click on the down arrow
under the Paste button.

W9~ ol=
Home Insert Page
_=] o Times Mew
Faste o
+ | Format Painter B 71
Clipboard Fl

¢ From the drop down list displayed, select the Paste Special command.

Wid9-d-

Home Insert Page Layout Re

o Times Mew Rom * 12 -
P_ : 55 Copy

aste - :

B ¥ Format Painter R

| Paste Options: Font

5 - x

d

Paste Special... R

LT LIetanlt Pacts

Paste Special (Alt=Ctrl=V) |

e This will display the Paste Special dialog box
e Within the As section of the dialog box, select Microsoft Excel Chart Object.
e Select the Paste link button.
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Paste Special @

Source: Microsoft Excel Chart
C:\Wsers'\Dave\Documents\Word 2010 Expert Course\Sales b...

Paste:

lq Paste [in l P!EU_II'E [(Windows Metafile]
Bitmap

Microsoft Office Graphic Object

Display as icon

Result
[a-{d)

Inserts the contents of the Clipboard as a picture.

Paste Link creates a shortcut to the source file. Changes to the source file will be reflected
in your decument.

Click on the OK button to paste the chart into the document. The chart within
the Word document is now linked with the original chart contained within the
Excel workbook. Any changes made to the chart within Excel will be
displayed within the chart within the Word document.

Save your changes and close the document.

Close the Excel program.

Open Excel and open an Excel workbook called Sales by Region.

Re-open the document called Application linking. Look at the data within
the document. The sales value for the North region in 2009 is 12654.

Switch back to the workbook within Excel. Click on cell D6.

' )
b - A 12654

A [ B | ¢ [Bb | E | F |
1]
2
3
4 |
| 5 | Sales Region 2009 2008 2007
B | North I 12 654 .l 23216 23148
| 7| South 21654 29,854 17,344
| g | East 32333 21,264 23765
| 9 | West 12,765 12,097 22538
| 10| TOTALS 81415 | 88,439 88,783

Change the value in cell D6 to 40,000.
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' -
D& - £ 40000

A | B | ¢ [ B | E [ F |
1
2
3
4
| 5 | Sales Region 2009 2008 2007
B | North I 40,000 _l 23216 23,128
| 7 South 21,654 29,854 17 345
=N East 32,333 21,264 23,7658
EN West 12,765 12,097 22538
10 TOTALS 108,761 88,439 88,783

1

e Switch back to your Word document and look at the data. The data should
have automatically updated.

NOTE: If the data did not automatically update, then either you did not link it
correctly to the data within Excel, or you may have to select the data and then
press the F9 Update key.

e The chart should also have updated automatically.

e Even though you linked the data and chart within Word to the original data
and chart within Excel, you can if you wish break the link. If you break the
link, then changes made to the original data within Excel will no longer be
automatically updated within the Word document.

e To break the link for the data within the Word document, right click over the
data and from the pop-up menu displayed, select the Linked Worksheet
Object command.

e From the sub-menu displayed select the Links command.

e

Sales Region 2009 2008 2007

North $ Cut 3.128
South n 7,345
3 Copy 2
East | Lopy 3,765
West [ Paste Options: 2 538
TOTALS 2y 2 B Ea & ,783
= Update Link
Linked Worksheet Object Edit Link
Hyperlink... Open Link
Insert Caption... Conyert...

== Links...

Borders and Shading...

& O [E @

Format Object...

e This will display the Links dialog box. Select the first link, and then click on
the Break Link button.
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Links

Source file Item Type Update
Sheet1!RSC3R... Worksheet

Update Mow

Open Source

Change Source...

Break Link

Jill

Source information for selected link

Source file: C:\Users'\Dave\DocumentsiyWord 2010 Expert Course\Sales by Region.xlsx
Itemin file: Sheetl!R5C3:R10CE
Link type:  Microsoft Excel Worksheet

Update method for selected link
@ Automatic update
() Manual update
[ Lodked
Options for selected link
Save picture in document
Preserve formatting after update

[ OK J ’ Cancel

e You will see a warning dialog box displayed.

Microsoft Word @

Are you sure you want to break the selected links?

[Yes][ Mo ][ﬂelp]

¢ When you click on the Yes button the link will be broken and you will now only
have the one link left.

Links 2 |l

Source file Ttem Type Update

Sales b, Worksheet Update Mow

QOpen Source

Change Source...

Source information for selected link

Source file: C:\Users\Dave\Documents\Waord 2010 Expert Course\Sales by Region. xlsx
Itemin file: Sheetl![Sales by Region.xlsx]Sheetl Chart 1
Link type:  Microsoft Excel Worksheet

Update method for selected link
@ Automatic update
() Manual update
[ Locked

Options for selected link

Save picture in document

Preserve formatting after update

[ OK ] [ Close

e Use the same technique to also break this second link.
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The table of data and the chart within the Word document are now no longer
linked to the original data within the Excel worksheet, and changes to the
Excel data will no longer be updated within the Word document.

Save your changes and close the document.
Close the Excel program without saving your changes.

What is object embedding?

If you embed an object within a Word document then basically you embed a
copy of the original object. A common example is to create a chart within an
Excel workbook and then copy the chart to the Clipboard. If you then paste
the chart into your Word document, then normally it will be pasted as an
embedded object. If you want to edit the chart, within the Word document,
you would normally double click on the chart, as displayed within the Word
document. This should then automatically start the Excel program which
allows you to edit the object, which in this case would be the chart.

This may sound very complicated, but it is easier to actually use object
embedding, than to explain it, and in practice is very easy to use.

Embedding data into a document as an object.

Open a document called Embedding data.

We will embed data from an Excel workbook into this Word document.

Click within the document at the position that you want to embed the data.
Click on the Insert tab and within the Text group click on the Object button.

J .(4:'[ 2% Signature Line ~ ']'c Q
= S? Date & Time

Jick WordArt i Equation Symbol
s - kg Object ~ - -

Text Symbaols

This will display the Object dialog box. Select the Create from File tab within
the dialog box.
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Object (5| esal)
Create Ne: !

File name:

e Erowse...

[ Link to file
[ isplay as icon
Result
Inserts the contents of the file into your

L
EE document so that you can edit it later using the
application which created the source file.

[ OK l’ Cancel ]

e Click on the Browse button. Locate an Excel file called Sales contained
within the Word 2010 Expert Course folder.

e Click on the Insert button.
e Make sure that the Link to file check box is not ticked.
e Make sure that the Display as icon check box is not ticked.

Object 7|
| Create Mew | Create from File |

File name:

rt MewmanDocumentsWord 2007 Advanced Course\Sales. xsx

[ Link to file
[ Display &=z icon

Result

~. Inserts the contents of the file into your
EE document so that you can edit it later using the
application which created the source file,

[ Ok ][ Cancel ]

e Click on the OK button and you will see the data from the Excel workbook is
displayed within the document.
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Sales Region 2009 2008 2007
North 12 654 23,216 23,128
South 21 654 29 854 17,345
East 32,333 21,264 23,765 "
West 12 765 12.097 22,538

TOTALS 81413 88,439 88,783

e Save your changes and close the document.

Editing embedded data.

e Re-open a document called Embedding data.

e Click once on the embedded Excel data. If you look carefully at the bottom-
left of the screen you will see the following information displayed.

Double-click to Edit Microsoft Excel Worksheet

© e o ¥

e Double click on the embedded data. After a short delay you will see the

@

U=

| W, Emnbedding data [Compatibibty Mode] - Micrasoft Werd e |
Pt Window
L]
Home | Insed Page L F Data e-vios Wirw = @
B _’5‘:?'-. i A A ™ m| ® EwnoTea General . ii“ B g - ::‘ . }/ A
: ;( . BJsU- E- A EE T FEHE EHvegenc $-% %M Condiionsl Format  Cell | Insert Delete Format ‘i Sorts: Find &
D18 £
Embed the data from the Excel workbook called Sales below thisline
c 1] E F
5 Sales Rugion 2009 2008 007~
& North 1264 23216 13
7 Souith 21654 20864 17345
5 [Eost I NS D6
9 Wast 12765 12097 22518
10 TOTALS 81416 88439 88783 ~
R :"I;m\rl Sheatd 4 »
Page:ledl | Werdz12 | o5 . 1| @ 100% (- +
lfe O D™ el o

e If you look carefully at the Word ribbon, you will see that the normal Word
ribbon has been replaced by the Excel ribbon. This allows you to use the
power of Excel, within the Word document.
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Senc B B A I

&] Fill -
erge & Center | $ + % 3 | %3 % | Conditional t  Cell | Insert Delete Format

tio| Forma
Formatting - as Table = Styles - & Clear =
Styles Celis Editing

Sort & Find &
Filter = Select -

e Change a few of the sales values. Apply some basic formatting to the data,
such as changing the font colour or text alignment. Use the necessary ribbon
button to apply this formatting.

e Click outside the embedded data and you will see the data has changed
within the Word document.

e Save your changes and close the Word document.

e Start the Excel program. Open the Sales workbook within Excel. You will
see that the changes that you applied to the copy of the data within the Word
document have not been applied to the original Excel data.

e This illustrates the difference between linking and embedding.

When you link objects the original object is edited and the change is reflected
within the Word document that the object linked to.

When you embed data, you embed an unlinked copy of the data.

e Close the Excel program.

Save your changes and close the document.

Deleting embedded data.

e Re-open a document called Embedding data.

e Click once on the embedded data to select it.

e Press the Delete key to delete the embedded data.
e Close the document without saving your changes.
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Hyperlinks

Inserting hyperlinks.

e Open a document called Hyperlinks O1.

e Click on the File tab and within the menu displayed click on the Options
button.

@

- |
H Save

E}lb Save As

[ Open

[ Close
lnfo
Recent
Mew
Print
Share

Help

9 Exit

e This will display the Word Options dialog box. Click on the Proofing button
displayed down the left side of the dialog box and then click on the
Autocorrect Options button.

Word Options @
General Apcl . i
z‘a Change how Word corrects and formats your text.
Display )
Proofing AutoCorrect options
Save Change how Word corrects and formats text as you type: | AutoCorrect Options...
Language
When correcting spelling in Microsoft Office programs
Advanced
Ignore words in UPPERCASE
Customize Ribbon Ignore waords that contain numbers

Quick Access Toolbar Ignore Internet and file addresses
Flag repeated words
Add-Ins Enforce accented uppercase in French

Suggest from main dictionary only

LCustom Dictionaries...

Trust Center

e This will display the AutoCorrect dialog box. Click on the AutoFormat tab
and make sure that within the Replace section of the dialog box, the Internet
and network paths with hyperlinks check box is ticked.
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AutoCorrect @
| AutoCorrect | Math AutoCorrect | AutoFormat As You Type
AutoFormat | Actions

Apply
| Built4n Heading styles  |¥| Automatic bulleted lists
| List styles | Other paragraph styles
Replace

| "straight guotes™ with “smart quotes”

| Ordinals (1st) with superscript

W | Fractions (1/2) with fraction character (v2)
| Hyphens () with dash (—)

W | *Bold* and _italic_ with real formatting

| Internet and network paths with hyperlinks

Preserve
| Styles
Always AutoFormat

| Plain text e-mail documents

[ K ]| Cancel |

e Click on the OK button and close any open dialog boxes.
e Within the document type in the following text:

Check out the web site at: http://www.microsoft.com

e As soon as you press the Spacebar or press Enter after typing in this line of
text, the web address will automatically format to display a hyperlink. The
hyperlink will be underlined and displayed with a blue font.

Check out the web site is at: http://www.microsoft.com

e Move the mouse pointer over the hyperlink and you will see the following,
indicating that the address is now formatted as a hyperlink.

ikt f e, microsoft, comy
CTRL + click to follow link

Check out the webh site 15 at: lltt]]:.-".-".'-".'-".'-'.micrusuft.mm

e If you are connected to the Internet, try clicking on this hyperlink (with the Ctrl
key pressed) and you should see that your web browser program opens
automatically displaying the home page of the Microsoft web site. Close the
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Web browser program and return to the Word document.

e Sometimes you may want to display a web site address or email address
within a document that is not automatically formatted as a hyperlink. You
could remove the option from the AutoCorrect dialog box, or a better way is to
type the address and as soon as the automatic formatting takes place, press
the Backspace button. Try this now. Insert a few empty lines within your
document and type in the following:

Check out the web site at: http://www.ibm.com

e As soon as you press the Spacebar or the Enter key the address will
automatically format, as illustrated.

Check out the web site is at: http://'www.ibm.com

e Press the Backspace key to remove the automatic formatting.
e Save your changes and close the document.

Editing a hyperlink.
e Open a document called Hyperlinks 02.

¢ Right click over the Microsoft hyperlink and you will see a pop-up menu
displayed. Select the Edit Hyperlink command.

Check out the web site at: http://www "

[ Paste Options:
=

Edit Hyperlink...

Select Hyperlink
COpen Hyperlink
Copy Hyperlink
Bemove Hyperlink
Font...

Paragraph...

Bullets | »

HNumbering | 4

[T (i

Styles

e This will display the Edit Hyperlink dialog box.
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Edit Hyperlink

Link to:

Existing File ar
Web Page

Flace in This
Document

Create New
Document

E-mail Address

Text to display: |http: /fwww. microsoft. com

Look in;

J Word 2010 Expert Course

5| (]
R @

Current
Folder

Browsed
Pages

Recent
Files

(] Aplication linking
] AutoCorrect 01
] AutoCorrect 02
] AutoFormat
b Bookmarks 01
] Bookmarks 02
i) Building Blocks
] Calculations

] Ccaptions 01

, Master Documents

- Bookmark. ..
[ 4
Target Frame...

Address:

http:/fwww. microsoft. com/

=] [asmoveins

[ ok || cancel |

Click within the Text to display section on the dialog box and enter the

following:

Dell Web Site

Click within the Address section on the dialog box and enter the following:

http://www.dell.com

The dialog box will now look like this.

Edit Hyperlink

Link to:

Text to display: |Dell Web Site]

Web Page

Place in This
Document

Create New
Document

Existing File or

E-mail Address

Look in:

. Word 2010 Expert Course

(|
gl®

Current
Falder

Browsed
Pages

Recent
Files

. Master Documents

] Aplication linking
) AutoCorrect 01
] AutoCorrect 02
] AutoFormat
1 Bookmarks 01
] Bookmarks 02
] Building Blocks
] Calculations

bl Captions 01

o Bookmark. ..
B Target Frame...

Address:

http: /v . dell.com

=] [ ammoveies |

[ o« || cancel |

Click on the OK button and you will see the following.

Checlk out the web site 15 at: Dell Weh Site
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e While pressing the Ctrl key, click on the hyperlink to display the Dell web site
within your web browser. Close the web browser and return to the Word
document.

e Save your changes and close the document.

Removing a hyperlink.

e Open a document called Hyperlinks 03.

e Right click over the Microsoft hyperlink displayed within the page and from
the pop-up menu displayed select the Remove Hyperlink command.

Check out the web site at: http://w =+ =fo=oee £ noua

(% Paste Options:
=|

Edit Hyperlink...
Select Hyperlink
Open Hyperlink

Copy Hyperlink

Bemove Hyperlink

Font...
Paragraph...
Bullets | »

Mumbering | »

[T (=

Styles

e The address is no longer formatted as a hyperlink.
e Save your changes and close the document.
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Macros

Macro to change page set-up.

Open a document called Macro 01.

Click on the View tab and within the Macros group click on the DOWN
ARROW in the lower part of the Macros button.

Macro 01 [Compatibility Mode] - Microsoft Word

figw View Add-Ins

JOne Page ___:I j ] Wiew Side by Side — _—_|
lJ_J]Tw-:n Pages — =4

_ - Mew  Arrange Split Switch Macros
=l Page Width | window  All Windows

am Window Macras

From the drop-down menu displayed click on Record Macro.

1 - Microsoft Word

fiew Side by 5id [—
View Side by Side
=] !
=a
Switch Macros
Windaows * =
indow =3 View Macros

fl Record Macro...

The Record Macro dialog box is displayed.

Record Macro @

Macro name:
Cheltenhami 1

Assign macro to

éik Button ‘@‘ Keyboard
m

Store macra in:
All Documents (Mormal. dotm) |E|

Description:

[ OK ]l Cancel |

In the Macro name text box type a name for the macro, in this case enter the
word CheltenhamOL1.

In the Description text box, type a description of the macro. This will help to
explain what the function of the macro is. In this case enter the text Change
to Landscape and Increase Margins.
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Macro name:
Cheltenham0 1

Assign macro to

é?ﬂ Button Keyboard
[me]

Store macro in:
All Documents (Mormal. dotm)

Description:

Change to Landscape and Increase Margins

Record Macro [5]

e From the Assign macro to section, click on the Keyboard button and the

Customize Keyboard dialog box will be displayed, as illustrated.

Specify a command

Categories: Commands:

Customize Keyboard @

Specify keyboard sequence

Current keys: Press new shortcut key:
- Ctrl+T

Currently assigned to: HangingIndent

Save changes in: | Mormal E

Description

¢ In this case we have entered a keyboard shortcut of Ctrl+T.

NOTE: You need to actually press the Ctrl+T keys. You will not be able to

type this into the dialog box.

e You will note that the dialog box is warning you that currently this key
combination is assigned to another action. If we wish to ignore this warning
we can click on the Assign button and the macro that we are about to record

will then be assigned to the keyboard shortcut.
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BE VERY CAREFUL of using keyboard shortcuts for macros that are
commonly used as standard Word keyboard shortcuts, i.e. NEVER use
Ctrl+C (Copy), Ctrl+X (Cut) or Ctrl+V (Paste) keys.

e Click on the Assign button.

e To start recording the macro, select Close. The mouse cursor will change to
a small recording icon.

TIP: If you look in the status bar at the bottom of the screen you will see a
control is now displayed which will allow you to stop recording once you have
finished recording your macro.

1

Page:1 of 2 | Words: 1,650 | 5
[ T | — |

¢ Now we need to perform the tasks that you want recorded by the macro.

e Click on the Page Layout tab and within the Page Setup group click on the
Orientation button. From the drop-down list displayed select Landscape.

(W LNES

Home Insert References
B colors - J By lj J K
== Fonts - (=) H

Themes Margins [Orientation| Size Columns

- [©]Effects - - - > ~ b
Themes g

. j Portrait
Navigation b

Search Document o

Landscape
= | oo
£ | oo J I

e Click on the Page Layout tab and within the Page Setup group click on the
Margins button. From the drop-down list displayed select Wide.
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(W LR

Home Insert Page Layout References Mailings
—_— 1=l
Colors = By3 b=, Breaks ~
sl e 5 H 3
Fonts = b #F Line Numbers =
Margins

Themes Qrientation  5ize  Columns

= Effects = = . - bE Hyphenation ~
Themes Last Custom Setting
Mavigati Top: 254 cm  Bottom: 2.54 em
avigation Left:  317em  Right 317 em
search Document

Mormal

= | oo J Top: 2.54 cm Eottom: 2.54 cm

| ) || = Left:  2.54em  Right 2.54 cm
This document dog Marrow

contain headings. Top: 1.27 cm Eottom: 1.27 cm

Left: 1.27cm Right: 1.27 cm

To create navigatic
create headings in

document by apply Moderate
Heading Styles. Top: 254 cm  Bottom: 2.54 cm

Left: 191 cm Right: 191 cm

Wide
Top: 254 cm  Bottom: 2.54 em
Left: 508 cm  Right 508 cm

Mirrored
Top: 254 cm  Bottom: 2.54 cm
Inside: 318 cm  Qutside:2.54 cm

Custom Margins...

Click on the Stop button displayed within the Status Bar at the bottom of the
screen.

Page:1of2 | Words:1650 | <d|| @ '|
T

[ E W — il

The macro has now been recorded and stored. Click on the Undo button
twice to reverse the changes you made whist recording the macro. To run the
macro, press the keyboard shortcut that you assigned to the macro, in this
case Ctrl+T. The page set-up will now change to landscape orientation and
the margins will increase.

NOTE: Another way to run a macro is to click on the View tab and within the
Macros group click on top part of the Macros button.

Macro 01 [Compatibility Mode] - Microsoft Word

Review View lhdd-Ins

]j [El) one Page _I__EI % j 11 View Side by Side % =

u |J__J]Tw0F‘ages — 4; Synchronous Scrolling =d

) ) Mew  Arrange  Split L ~ Switch Macras
=] Page Width | window  All #14 Reset Window Position ' windows + -

Zoom Window Macras

The Macros dialog box is displayed. Select the macro that you want to run
and then click on the Run button.
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Macros @
Macro name:
RBun
F
Macros in: | All active templates and documents El
Description:

e Save your changes and close the document.

Macro to insert a table with a repeating heading row.

e Create a new document.

e Click on the View tab and within the Macros group click on the DOWN
ARROW in the lower part of the Macros button.

Macro 01 [Compatibility Mode] - Microsoft Word

fiew View Add-Ins
2] One Page _.—_'=| ‘j |13 view Side by Side 3
@Two Pages — =2

ew rrange P WITCH acros
) N A Split Switch W
=) Page Width | window Al Windows Z

om Window Macros

e From the drop-down menu displayed click on Record Macro.

1 - Microsoft Word

Jiew Side by Side .:|

I __J 1
Switch Macros
Windows ~ -
indow =3 View Macros |

’ ,ﬂ Record Macro...

e The Record Macro dialog box is displayed.
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[ Record Macro @

Macro name:
Cheltenham02

Assign macro to

g?'\ Button Keyboard
[ee]

Store macro in:
All Documents (Mormal, dotm) Izl

Description:

e Inthe Macro name text box type a name for the macro, (in this case enter the
word Cheltenham02).

e Inthe Description text box, type a description of the macro. This will help to
explain what the function of the macro is. In this case enter the text Insert
table with repeating row header.

Record Macro @

Macro name:
Cheltenhami2

Assign macro to

g?'\ Button Keyboard
m

Store macro in:
All Documents (Mormal, dotm) |Z|

Description:

Insert table with repeating row header

e From the Assign macro to section, click on the Keyboard button and the
Customize Keyboard dialog box will be displayed, as illustrated.
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Customize Keyboard @

Spedfy a command

Categories: Commands:

Macros PRI Mormal MewMaoros.Magol -

Specify keyboard sequence

Current keys: Press new shortcut key:
o ]

Currently assigned to: EditRedoOrRepeat

Save changes in: | Mormal E

Description

e In this case we have entered a keyboard shortcut of Ctrl+Y.

NOTE: You need to actually press the Ctrl+Y keys. You will not be able to
type this into the dialog box.

e You will note that the dialog box is warning you that currently this key
combination is assigned to another action. If we wish to ignore this warning
we can click on the Assign button and the macro that we are about to record
will then be assigned to the keyboard shortcut.

BE VERY CAREFUL of using keyboard shortcuts for macros that are
commonly used as standard Word keyboard shortcuts, i.e. NEVER use
Ctrl+C (Copy), Ctrl+X (Cut) or Ctrl+V (Paste) keys.

e Click on the Assign button.

e To start recording the macro, select Close. The mouse cursor will change to
a small recording icon and a stop recording icon will be displayed within the
Status Bar at the bottom of the screen.

("

Page:1 of 2 | Words: 1,650 |
[ T | ——r |

e Now we need to perform the tasks that you want recorded by the macro.
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¢ Click on the Insert tab and within the Tables group click on the Table button.

I A NE Word_2010_Expert_Manual [Comp

m_Home Insert Page Layout References |
B EHE D2

Cover Elank Page Table Picture Clip Shapes Smartért

Page~ Page Break - Art =
Pages Tables INustrations

e From the drop-down menu displayed select a 4 X 2 table.
Wid9- 0l
nHome Insert Page Layout References
B EERD =

Cover Elank Page Table Picture Clip Shapes SmartA

Page~ Page Break i Art ~
Pages 4x2 Table lion
Mavigation E]I:H:”:“:”:l
, I O
search Document DDDDDDDDDD
= || B I I
I

This document does r DDDDDDDDDD
contain headings. | [ [ |11 1]
To create navigation 1 DDDDDDDDDD

create headings in yo |_=]

: Insert Table...
dacument by applyin
Heading 5Styles. Iﬁ Draw Table
¥
—
|_E| Excel Spreadsheet
[ Quick Tables 3

e You will see a table displayed within your document.

e Click on the Layout tab and within the Data group click on the Repeat
Header Rows button.

5 Design Layout
= s ] s =EHE=E A= [ ] A - A
o< Width: 408 em | ;E Distribute Rows I:].' — | E S

Header Rows [to Text
Cell Size T Alignment Data

al ight = || B2 pictri e Text Cell Sort Repeat Convert Farmula
||| Height: 048 cm [ | gy Distribute Columns P
IJ L ;-—] .ﬁ l_T_-J Direction Margins
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e Click on the Stop icon displayed in the Status Bar at the bottom of the screen
to finish recording the macro.

Page:1 of 2 | Words: 1,650 | <] | @ |
= — I | — |

e The macro has now been recorded and stored.
e Close the document without saving any changes.

e Create a new document.

e To run the macro, press the keyboard shortcut that you assigned to the
macro, in this case Ctrl+Y.

e Once you have run the macro and the table has been inserted into the
document, click on the Layout tab and within the Data group you should see
that the Repeat Header Rows option is active.

Dresign Layout
T width: 408 em 3 HE Distribute Rows HEE A5 (L] %l ‘;j BE= ft
/] Roriats =1 22 Dictri St Text Cell Sort Repeat Convert Formula
|| Height: 048 em Distribute Columns e P
'J Z s =l i‘ =l Direction Margins Header Rows [to Text

Cell Size Alignment Data

e Close the document without saving your changes.

Macro to insert fields into a header or footer.

e Create a new document.

e Click on the View tab and within the Macros group click on the DOWN
ARROW in the lower part of the Macros button.

Macro 01 [Compatibility Mode] - Microsoft Word

figw View Add-Ins
J Cne Page _,__:I j 1] View Side by Side ;!
IQTW-J Pages — =4

_ - Mew  Arrange Split Switch Macros
=l Page Width | window  All Windows

am Window Macras

e From the drop-down menu displayed click on Record Macro.
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1 - Microsoft Word

Jiew Side by Side ﬁj j

Switch | |Macros|
Windows ~

indow iew Macros | S

'
i3

=
L=

ecord Macro...

e The Record Macro dialog box is displayed.

Macros @

Macro name:
Cheltenhamo3)|

Macrol -
Macro2

Organizer...

Macros in: | All active templates and documents |Z|

Description:

Close

e Inthe Macro name text box type a name for the macro, (in this case enter the
word Cheltenham03).

e Inthe Description text box, type a description of the macro. This will help to
explain what the function of the macro is. In this case enter the text Inserting
fields into a document header or footer.

e From the Assign macro to section, click on the Keyboard button and the
Customize Keyboard dialog box will be displayed, as illustrated.
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Customize Keyboard [~ 7| (=]
Specify a command

Categories: Commands:

Macros PRI ormal NewMacros.Macro3 P

Specify keyboard sequence
Current keys: Press new shortcut key:
« | |ctrl+g

Currently assigned to:  Marmal NewMacros.Macro2

Save changes in: | Mormal E|

Description

In this case we have entered a keyboard shortcut of Ctrl+Q,

NOTE: You need to actually press the Ctrl+Q keys. You will not be able to
type this into the dialog box.

You will note that the dialog box is warning you that currently this key
combination is assigned to another action. If we wish to ignore this warning
we can click on the Assign button and the macro that we are about to record
will then be assigned to the keyboard shortcut.

BE VERY CAREFUL of using keyboard shortcuts for macros that are
commonly used as standard Word keyboard shortcuts, i.e. NEVER use
Ctrl+C (Copy), Ctrl+X (Cut) or Ctrl+V (Paste) keys.

Click on the Assign button.

To start recording the macro, select Close. The mouse cursor will change to
a small recording icon. Now we need to perform the tasks that you want
recorded by the macro.

Click on the Insert tab.

Within the Header And Footer group in the Microsoft Word ribbon, click on
the Page Number button.
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Wd9-vls

Home Insert Page Layout
=
2 2 3 |= B

Header Footerl Page Date  Quick Pictu
= = Mumber = | & Time Parts =
Header & Footer Insert

e From the drop-down list displayed click on Top of Page. From the sub-menu
displayed, select the Plain Number 1 header style.

@“ H -3 |- Documentl - Microsoft Word Header & Footy
Haome Insert Page Layout References Mailings Review View Add-Ins Design
= = 3 = Ellal E 5, Previous [C] Different First Page
= = T — i
= = — He T, Next [C]] Different Odd & Even Page:
Header Footer Date Quick Picture Clip Goto Goto
- - & Time Parts~ At | Header Footer o Linkto Previous Show Dacument Text
_ Header &P @ 1op of Page * | Simple |
Navigaticn |_§j Bottom of Page » | Plain Number 1
Search Docums [ ~Page Margins » =
- 1
z 2 [#]  Current Position 3
= | go | =
[# Format Page Numbers...
This dacum & BRemove Page Mumbers Plain Number 2
contain headings.
To create navigation tabs, 3 |
create headings in your
document by applying
Heading Styles.
Plain Number 3
1
Page X
Accent Bar 1
1| Page
-
More Page Numbers from Office.com 3
".
==
1

e This will display the page number within your header.

| Header |

e Click on the Insert tab.

e Within the Header And Footer group in the Microsoft Word ribbon, click on
the Footer button. From the sub-menu displayed, select the Blank footer
style.
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=3

L
=

Header |[Footer| Page

-

i MNumber -

] 2 4

Text  Quick Wordart

Box~ Parts~

L4

A = [ signature Line -
—— [5} Date & Time

Drop ]
Cap - '@ Object ~

1

Equz

a

He

Type 1ma]

[Trype Ruest]

Blank {Three Columns)

[Mygm Barak]

[Mygme bat]

Alphabet

[Ty eax]

Page 1

Annual

¢ Within the Insert group click on the Quick Parts button.

I

ler Footer

-

==

Page Date |Quick | Picture
Mumber = | & Time |Parts =

Header & Footer

Insert

El(sl
Eb]

Clip

Art

E‘ L .5"="|4Previ|
= = [ Next

Goto Goto o .
Header Footer 22 Link 1

Mavigation

e From the drop-down list displayed click on the Field command.

% El(sl E‘ L (5, Previou
: +
EE] - ) ENext
v | Quick | Picture  Clip Goto Goto EIE
1e | Parts = Art Header Footer . Linkto
4 """ AutoText L
! n:% Document Property 3

« = Field...

EBuilding Blocks Qrganizer...

@& Save Selection to Quick Part Gallery...
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e This will display the Field dialog box. Within the Field hames section scroll
down until you can see the Author field.

Field
Please choose a field
Categories:
(Al

Field names:

[=]

= (Formula)
AddressBlock

Field properties

Mew name;

Format:

Uppercase

_ =

7 |l

Field options

Lowercase
First capital

[m Title case

AutoMumLgl
AutoMumOut
AutoText
AutoTextlist
BarCode
Bibliography
BidiOutine
Citation
Comments
Compare
CreateDate
Database -

Advance

m

No field options available for this field

| Preserve formatting during updates

Description:
The name of the document's author from the document properties

Field Codes [ o

]| Cancel |

e Click on the OK button and you will see the author's name displayed within
the footer. This name is taken from the user name that is stored within
Microsoft Word.

e Click on the Stop icon displayed in the Status Bar at the bottom of the screen
to finish recording the macro.

Page:1 of 2 | Words: 1,650 | %
—a—— T 1

kel

— Il

e Close the document without saving any changes.

e Create a new document.

e To run the macro, press the keyboard shortcut that you assigned to the
macro, in this case Ctrl+Q.

e Once you run the macro you should see a header displaying the page number
field.

e Close the document without saving your changes.

Assigning a macro to a button on a toolbar.
e Create a new document.

e Click on the View tab and within the Macros group click on the DOWN
ARROW in the lower part of the Macros button.
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Macro 01 [Compatibility Mode] - Microsoft Word

figw View Add-Ins
_J]Clne Fage _,__:I j 1] View Side by Side % 3
[23 Two Pages — —

. Mew  Arrange Split i Switch Macros
= Page Width | window Al Wwindows -

am Windaow Macras

e From the drop-down menu displayed click on Record Macro.

] - Microsoft Word

View Side by Side % 3
==
Switch |Macros|
Windows = 2
indow =3 Vview Macros |
’ ﬂ Becord Macro...

e The Record Macro dialog box is displayed.

Record Macro @
Macro name:
SimpleMacro

Assign macro to

g?'\ Button Keyboard
m

Store macro in:
All Documents (Mormal, dotm) |Z|

Description:

e Inthe Macro name text box type a name for the macro, (in this case enter the
word SimpleMacro).

e Inthe Description text box, type a description of the macro. This will help to
explain what the function of the macro is. In this case enter the text A simple
macro to enter some text into a document.
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Record Macro @

Macro name:
SimpleMacro

Assign macro to

g?'\ Button Keyboard
[ee]

Store macro in:
All Documents (Mormal, dotm) Izl

Description:

& simple macro to enter some text into a document]

o [ o |

e From the Assign macro to section, click on the Button icon and the Word
Options window with open with the Quick Access Toolbar tab displayed, as

illustrated.
Word Options @
Genera| @ Customize the Quick Access Toolbar,
Display
Choose commands from: (i Customize Quick Access Toolbar (i
Procfing Macros Far all documents [default) IZ‘
Save
Language i <Separator> H Save
9 undo »
Advanced 5 Redo

Customize Ribbon

Quick Access Toolbar

Add-Ins

Trust Center

. Customizations: i
|:| Show Quick Access Toolbar below the
Ribbon Import/Export ¥ |
[ OK ][ Cancel

¢ In the left column you will see your new macro listed, click on the macro to
select it, as illustrated.
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Word Options IEI
General . .
@! Customize the Quick Access Toolbar.
Display
Choose commands from: (i Customize Quick Access Toolbar: (i
Praafing Macros For all documents [default) El
Save
Language l pacak H save
%) Maormal.NewMacros.SimpleMacro ¥} Undo 3
Advanced 3 Redo
Customize Ribbon
Quick Access Toolbar
Add-Ins

e Click on the Add button at the centre of the Word Options window.

e Your macro has now been copied into the right column, as illustrated.

Word Options @

General i . .

| Customize the Quick Access Toolbar.
Display

Choose commands from: (i Customize Quick Access Toolbar (i
Praofing Macros EI Faor all documents [default) EI
Save
Language ) <5eparator= = save

_#. Mormal.MewMacros.SimpleMacro ¥} Undo ]
Advanced L5 Bedn

,535. MNormal.MewMacros.SimpleMacro |

Customize Ribbon
Quick Access Toolbar
Add-Ins

Click on the OK button to close the Word Options window.

The mouse cursor will change to a small recording icon. Now we need to
perform the tasks that you want recorded by the macro. In this case, enter
the following text: This is a macro which has been assigned to a toolbar

button

Click on the Stop icon displayed in the Status Bar at the bottom of the screen
to finish recording the macro.

Page:10f2 | Words:1650 | <d| | @ |

T N sl

The macro is now represented by a new button located at the end of the
Quick Access Toolbar, displayed at the top-left of the Word program window.
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w -
“_ Home Insert Page Layout Ref
0] @ (e

[ Gridii

Print |Full Screen Web  Outline  Draft )
Layout | Reading Layout Navig
Document Views St

Click on the button to run the macro.

Close the document without saving your changes.
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Fields.

Inserting fields into a Word document.

e Open a document called Field Codes 01.

e We will insert a field to automatically display the document author. This
information is taken from the 'User Information' stored within Microsoft Word.
Click at the location that you wish to insert the field.

e Click on Insert tab and within the Text group click on the Quick Parts button.

npatibility Mode] - Microsoft Word

ﬂ j Q Q ﬂ = ‘Q:l AZE 2% Signature Line =

gl Date & Time

erence | Header Footer  Page Text | Quick WordArt Drop .
- *  MWumber~ | Box~ | Parts~ - Cap~ '#d Object -
Header & Footer Text

e From the drop down list displayed click on Document Property. From the
sub list displayed click on Author.

J = ‘{l Azg 2% Signature Line - n Q

j?) Date & Time

Quick |WordArt Drop i Equation Symbol
~ | Parts ~ - cap~ "d Object - - -
\@"' AutoText . Symbols
'| B Document Property ‘ o Abstract
= Eield.. Authar
Q Building Blocks Organizer... Category
Comments
Company

Company Address
Company E-mail
Company Fax
Caompany Phone
Keywaords
Manager

Publish Date
Status

Subject

Title

e The author’'s name, as stored within your copy of Microsoft Word, will be
inserted into the document.

e Next we will insert a field to display the file name and disk storage location.
e Click at the location that you wish to insert the field.

e Click on the Insert tab and within the Text group click on the Quick Parts
button. From the drop down list displayed click on Field.
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4 Azé &% Signature Line = ﬂ

_ (53 Date & Time
Text | Quick WorvdArt (E:Jarg;l ’gObject . Equ31
5 AutoText b .
~ 2! B Document Property poL i
’ =1 Field.. I

@ Building Blocks Organizer...

e This will display the Field dialog box.

[ Field o |

Please choose a field Field properties

Cateqories: Click the button below to set advanced field options

(Al B3 ’

Field names:

-
AddressBlock o
Adwvance

Ask

Author
AutoMNum
AutoMumLal
AutoMNumOut
AutoText
AutoTextlist
BarCode
Bibliography
BidiCutline
Citation
Comments
Compare
CreateDate
Database 2

Formula...

L..m

Preserve formatting during updates

Description:
Calculate the result of an expression

o) o

e From the list of Field names select FileName.
e To add the path, click on the Add path to filename check box.
e The dialog box will look like this.
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"

Field 7 |l

Please choose a field Field properties Field options

Categories: Format:

{al) [x] | [EEE
Uppercase

Lowercase

Database - First capital

Date Title case

DocProperty

Docvariable

EditTime | _

Eq 1
|E
FileSize

Fill-in
GoToButton
GreetinglLine
Hyperlink

If
IndudePicture
IndudeText
Index

Info
Keywords i

Field names:

Preserve formatting during updates

Description:
The document's name and location

[ OK ][ Cancel l

e Click on the OK button and the field will be inserted into the document.

e Next we will insert a field to display the file size. Click at the location that you
wish to insert the field.

e Click on the Insert tab and within the Text group click on the Quick Parts
button. From the drop down list displayed click on Field. This will display the
Field dialog box.

e From the list of Field Names select FileSize. The dialog box will look like
this.

[ Field -7 |l

Please choose a field Field properties Field options

Categories: Format:

(Al E

Field names:

CreateDate - r
Database i iy iy ..

Date I, 1L, 111, ...
DocProperty 1st, 2nd, 3rd ...
Docvariable . One, Two, Three ... [
EditTime | First Second, Third ...

[ Filesize in megabytes

*

O
m Ok
[ A

m

Eq hex ...

EtErETE = Dollar Text 5
Fill4n Mumeric format:
LOTOLOTTT

GreetinglLine

Hyperlink

If

IndudePicture

IndudeText

Index

Info 52

0.00)

Preserve formatting during updates

Description:
The size on disk of the active document

o) (o
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You can specify the file size in kilobytes or megabytes. In this case click on
the Filesize in kilobytes check box.

Click on the OK button and the field will be inserted into the document.
Save your changes and close the document.

Inserting fill-in fields.

Open a document called Field Codes 02.

Click on the File tab and from the menu displayed click on the Options
button.

(w]| s o
.ﬂ' Home

H Save

[E.g Save As
._.; Open

[ Close

Recent
MNew
Print
Share

Help

[d Exit

This will display the Word Options dialog box. Select the Customize
Ribbon button from the left side of the dialog box. Make sure that the
Developer check box is ticked.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert Page 270

Word Options @
ceners! @ Customize the Ribbon and keyboard shortcuts.
Display
Choose commands from: (i Customize the Ribbon: (i
Proofing Popular Commands EI Main Tabs El
Save
-_Q Accept and Move to Mext - Main Tabs
Language = Align Left ] = [¥] Home
Advanced ’,fj‘ Breaks » Clipboard
= Bullets » Font
Center Paragraph
<+ Change List Level » Styles
Quick Access Toolbar '3 Copy ) Editing
Adddns & cut i Insert
Define New Mumber Format... [/] Page Layout
Trust Center E‘_] Delete | References
,ﬁ Draw Table Mailings
[l Draw Vertical Text Box Review
=1 E-mail = [T i
34 Find... [ [] Developer
==
Font I~ A=
A Font. Blog Post E
A Font Color 3 Insert (Blog Post)
Font Size I /| Outlining
f Farmat Painter [¥] Background Removal
A" Grow Font
&\, Hyperlink...
AE' Insert Footnote
xi Line and Paragraph Spacing »
F Macros
1 MNew
=d Mew Comment
“_’_] Mext Mew Tab ] [ New Group ] [ Rename... ]
iZ  Numherina [ T
Customizations: i
Keyboard shortcuts: i
[ OK J [ Cancel ]

e Click on the OK button to close the dialog box. You will now see a new tab
called Developer has been added to the Ribbon, which when clicked on will
display the following.

@| H 9-0 63:‘.1 |= Word_2010_Expert_Manual [Compatibility Mode] - Micresoft Word

m Home Insert Page Layout References Mailings Review View Developer Add-Ins

== B Record Macro = Aa fa [ b Design Mode IE:J Schema - C% Iiﬂ aﬁ
==l ==2 1@ Pause Reco ding @ =0 T B Ed operties 3 Transformation B - |_s§}
Visual Macros § Add-Ins  COM _ = . Structure ., Restrict | Document Document
Basic £ Macro Securi Addins | B [ GB-  Blcroup & Expansion Packs rs - Editing | Template  Panel
Code Add-Ins Controls XML Protect Templates

e Your document contains the following text, laid out in a table.
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Please enteryour First Name:

Please enteryour Second Name:

Have you ordered before? Yes
No

Please select the quantity of items
thatyou wish to order:

e Click on the top cell within the second column. We want to insert a text field

here.

e Click on the Developer tab and within the Controls group click on PlainText
button.
TN e AL Field Codes 02 [Compatibility Mode] - Microsoft Word

fMailings Review View Developer Add

%Design Mode E 4% Schema

Home Insert Page Layout Referendes

=| Record Macro g —=
Tk

=73 & s 0p i g
Wisual Macros . Add-Ins  COM - — Structure .
Basic A1 Macro Security Add-Ins j v (3%~ | M 4= Expansion Packs
Code Add-Ins Controls XML

e Your form will now look like this.

Please enteryour First Name: |:|Click here to enter text.

Please enteryour Second Name:

Have you ordered before? Yes
No

Please select the quantity of items
that you wish to order.

e Repeat this process to insert another text field into the next cell down, within
the second column. Your document will now look like this.
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Please enter your First Name: Click here to enter text.

Flease enteryour Second Name: [ Click here to enter text. |

Have you ordered before? Yes
No

Please select the quantity of items
thatyou wish to order:

e Click on the next cell down within the second column. Here we need to insert
a different type of form field.

e Click on the Developer tab and within the Controls group click on the
Legacy Tools button.

W90 &= Field Codes 02 [Compatibility Mode] - M

Home Insert Page Layout References Mailings Review

= P record Macro — Aa Aa |:=| %Design Mode

= ==l

E —EQ__ Pause Recording SQr = 21_—:| 2" Properties

Wisual Macros . Add-Ins  COM : .

Basic £ Macro Security addins | B [ (8| |t Group
Code Add-Ins ontrols

e From the drop-down menu displayed click on the Check Box Form Field
button.

W d9-0 &+ Field Codes 02 [Compatibility Made] - Mi

Home Insert Page Layout References Mailings Review

| Record Macro M = Aa Aa | Design Mode
|:_:1 S = I_—I % g

— M—Eg 1@ Pause Recording raa Coil:.f ﬁﬂl_—j 3 Properties
isual Macros _ Ins (= o
Basic /A Macro Security add-ns | B [ [G87] [ Group
Code Add-Ins Legacy Forms L

Mavigation v X abj 4 _Eéfﬂﬁ @2

. hD ; 0 ActiveX Controls

earch Documen -

MEAeES
- - o & w3
=56 E . Hamg PR

e Your form will now look like this.
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Please enter your First Name: Click here to enter text
Please enteryour Second Name: Click here to enter text
Have you ordered before? Yes ]

No

Please select the quantity of items
that you wish to order:

e Press the Enter key and repeat this process so that this cell now contains two
check boxes.

Please enteryour First Name: Click here to enter text

Please enteryour Second Name: Click here to enter text

Have you ordered before? Yes ]
No ]

Please select the quantity of items
thatyou wish to order:

e Click on the bottom cell in the second column. Here we want to insert a drop
down list field. Click on the Drop Down List button within the Controls

group.

@' H9-0 & |5 Field Codes 02 [Compatibility Mode] - Mic
Home Insert Page Layout References Mailings Review
ﬁ .:J_z Ed Record Macro 30%3} : 55! Aa Aa | %Design Mode

Wisual Macros . Add-Ins  COM —
Basic A1y Macro security Add-ns ﬂ’ A 3

Code Add-Ins Controls

e Your form will now look like this.
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Please enteryour First Name:

Click here to enter text

Please enter your Second Name:

Click here to enter text

Have you ordered before? Yes
No

|
0

Please select the quantity of items [:|Choose an item. |~ |
that you wish to order:

e Up until now we could click on a button to insert a form field and no more work
was necessary. Drop down form fields take a little more work to set-up and
customise.

e Click on the Drop down form field (displayed within the bottom cell of the
second column) to select it and then click on the Properties button within the
Controls group.

TIN™ B AN N Field Codes 02 [Compatibility Mode] - Mic
Home Insert Page Layout References Mailings Review

— 3 Record Macro - N P | Aa = b Design Mode
= s o JE==
. = g S5 5 Properties
Wisual Macros ) Add-Ins  COM
Basic L2y Macra Security Add-Ins <13 L]

Code Add-Ins Controls

e This will display the Content Control Properties dialog box.

Content Control Properties @

General

Title: |

Tag:

[7] use a style to format contents
yefault Paragraph Font

Styla:

g |

Locking
[] Content control cannot be deleted
[7] Contents cannot be edited

Drop-Down List Properties

Display Mame Value Add...

Choose an item.

CK ] [ Cancel
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e In this case we are going to enter amounts into a field that will allow the user
of the completed form to select the quantity of items that they want to order.

e Click on the Add button and the Add Choice dialog box is displayed. Enter
the following:

1-10
e The screen will now look like this.

Add Choice -7 |z

Display Mame: | 1_1q

Value: 1-10

[ oK ][ Cancel ]

e Click on the OK button and your screen will now look like this.

Content Control Properties @

General
Tite: ||
Taag:
[] Use a style to format contents

Style: |Default Para F

apn

[I=}

g |

Locking
[ content control cannot be deleted
[[] Contents cannot be edited

Drop-Down List Properties

Display Name Value Add...

Choose an item,
1-10 1-10

[ oK ] [ Cancel ]

e Repeat this process and add the following values.
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Content Control Properties @

General
Title:

Taag:
[] Use a style to format contents

-aph Font

Style: | Default Para

||':|

g |

Locking
[ content control cannot be deleted
[[] Contents cannot be edited

Drop-Down List Properties

Display Name Value

Choose an item,

1-10 1-10
11-20 11-20
21-30 21-30

[ oK ] [ Cancel ]

Click on the OK button to close the dialog box.

So far nothing much looks different. Remember that you normally create
forms for other people to use, so the next step is to 'protect’ the form. To do
this click on the Restrict Editing button (displayed within the Protect group
under the Developer tab).

crosoft Word | |

View Developer Add-Ins Dresign Layout
E &5 Schema By IE 5
: Q2 |IZa| T L
Structure . Restrict| | Document Document
4= Expansion Packs Editing || Template  Panel
XML Protect Templates

The Restrict Formatting and Editing side pane is displayed to the right of
your document.
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= EBY R

)

Restrict Formatting an

[y &1

[ Limit formatting to
styles

Settings...
2. Editing restriction

the document:

later)

1. Formatting restrictions

[C] allow only this type of editing in

Mo changes (Read only)

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off

d Editing v X

a selection of

e Within the Editing Restrictions section, make sure that the Allow only this

type of editing in the document check box is ticked.

e Within the Editing Restrictions section, click on the down arrow and select

Filling in forms.

Restrict Formattin

| &1

styles
Settings...

1. Formatting restrictions
[ Limit formatting to a selection of

2. Editing restrictions

}5-”!3'.!\' only this type of editing in
the document:

g and Editing v X

Ma changes (Read only) E

Tracked changes
Comments
Filling in forms

Mo changes (Read o o
choose users who arg Filling in forms|

- R TR
TeeTy et e

Groups:

[]|Everyane

el More users...

e The next step is to click on the button titled, Yes, Start Enforcing Protection.
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EEJ Restrict Formatting and Editing v X
& | 1. Formatting restrictions

[ Limit formatting to & selection of
styles

Settings...
2. Editing restrictions

Allow anly this type of editing in
the document:

Filling in forms El

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

’ Yes, Start Enforcing Protection

e The Start Enforcing Protection dialog box is displayed. You can add an
optional password to this to give greater protection to your form. In this case
enter the password CCT (all in upper case). Re-enter the password in the
second field within the dialog box. Click on the OK button to close the dialog
box.

[ Start Enforcing Protection @

Protection method
@ Password

(The document is not encrypted. Malicious users can edit the
file and remove the password.)

Enter new password (optional):
Reenter password to confirm:

User authentication

(Authenticated owners can remove document protection, The
document is encrypted and Restricted Access is enabled.)
¥

[ Ok ][ Cancel ]

e Your document is now ready to use.

e Enter your first name into the first field.

e Enter your second name into the second field.

e Click on one of the tick boxes, in this case select the No tick box.

e Click on the Quantity drop down and select a value from the drop down list
displayed. In this case select 11-20.
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Please enteryour First Name: Rowan

Please enteryour Second Name: Murray

Have you ordered before? Yes
No

X0

Please select the quantity of items |[Choose an item |+

that you wish to order: Choose an ftem.
1-10

11-20
21-30

11-20

e You have now created and protected your first form.
e Save your changes and close the document.

Deleting fields.

e Open a document called Field Codes 03.

e If you want to remove a field, it would be easier to first be able to see the field
codes within a document.

e Press Ctrl+A to select the entire document.

e Press Shift+F9. This toggles fields between displaying the effect of the field
and displaying the actual field code. Your screen will now look like this.

Deleting Word Fields:

Please enter vour name: { FILLIN '* MERGEFORMAT }
Document author: { AUTHOR '* MERGEFOEMAT }
File name and storage location: { FILENAME 'p '* MERGEFORMAT}

File size in kilobytes: { FILESIZE 'k \* MERGEFORMAT }

e Select each field code and then press the Del key to delete each field in turn.
e Press Shift+F9 again to turn off the field code display.
e Save your changes and close the document.

Changing the number formatting used by a field.

e Open a document called Field number formatting.
e This document contains the File Size field. First select the field.
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The size of this file on the hard disk is: 24576 Bytes

NOTE: The actual number displayed in the document, which represents the
document file size, may vary from one computer to another. This is due to the
way that different operating systems use slightly different ways to store files
on a disk. The actual value of the number is not important for this exercise,
as the point of the exercise is to apply different formatting to the number.

e Right click on the field (i.e. the numbers displayed within the document) and
from the pop-up menu displayed, select the Edit Field command.

2)‘:72 Dok =

(% Paste Options:
=

Update Field
Edit Field...

L

Toggle Field Codes

A Font..

=% Paragraph...

= EBullets | »
i=  Numbering | »
Ay Styles 3

e This will display the Field dialog box.

Fiel R
Please choose a field Field properties Field options
Categories: Format: [ Filesize in kilobytes
al) (] | [
- 1,23 .. [ Filesize in megabytes
Field names: a,b,c, ..
BarCode - :-5'.,__Bl,"(:r 1
Bibliography iy iy iy ... =
BidiOutine I I IO, ...
Citation 1st, 2nd, 3rd ...
Comments - One, Twa, Three ...
Compare = First Second, Third ...
CreateDate hex ...
Database Dollar Text -
Date
DocProperty Mumeric format:
Docvariable
EditTime
Eq 0 P
FileMame E'DE'_.D
Fill4n #,#70.00
GoToButton S#,##0,00;(5#,##£0.00)
M. - 0%
GreetingLine
& 0.00% i Preserve formatting during updates
Description:
The size on disk of the active document
Field Codes [ OK ] [ Cancel
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e As you can see there are many different formats that you can apply. In this

case select the Filesize in kilobytes option. Click on the OK button and the
format will now look like this.

The size of this file on the hard disk is: 25 Bytes

e In this case you need to edit the text and change Bytes to KBytes.

The size of this file on the hard disk is: 25 KBytes

e Save your changes and close the document.

Updating, locking and unlocking fields.

e Open a document called Controlling fields.
e Click at the end of the first line.

e Click on the Insert tab and within the Text group click on the Quick Parts
button. From the drop down list displayed click on Field.

ility Mede] - Microsoft Word

j Q Q u g 141 A:§ 2 Signature Line ~

jE) Date & Time

Header Footer Page Text | Quick |WordArt Drop . E
- ~  Mumber~ | Box~ |Pats~+| - Cap~ "9 Object -
Header & Footer \Q"I AutoText

El  Document Property
[=] Field...

Q Building Blocks Organizer...
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e This will display the Field dialog box.

(Field R

Please choose & field Field properties
Categories: Clidk the button below to set advanced field options

(Al -] ’

Field names:

;
AddressBlock
Advance
Ask
Authar
AutoMum
AutoMumLgl
AutoMumOut
AutoText
AutoTextlist
BarCode
Bibliography
BidiOutine
Citation
Comments
Compare
CreateDate
Database 5

Formula...

...

Preserve formatting during updates

Description:
Calculate the result of an expression

o) Com]

e From the list of Field Names select Time. In the Date formats section,
select a format that includes seconds, as illustrated.

Field (8|
Please choose a field Field properties Field options

Categories: Date formats:

(Al Izl M/dfyyyy h:mm:ss am/fpm

Field names: 5/20/2010 -

Thursday, May 20, 2010

RDF - May 20, 2010

Re 5/20/10

Revium 2010-05-20

SaveDate 20-May-10

Section 5.20.2010

SectionPages Mlav ' %0, 10 Mo field options available for this field

Seq 20 May 2010

Set May 10

SkipIf May-10

Stﬂ?REf 5/20/2010 11:08 AM

Subject 5_:211_»‘20111 11:08:11 AM

Symbol 11:08 AM

TA 11:08: 11 AM

TC = 11:03

I — | |10

Title

TOR - Al ] )

reserve formatting during updates
P formatting d date:
Description:
The current time
Field Codes [ OK l ’ Cancel

e Click on the OK button to insert the time field.

e Repeat this procedure to insert a time with the same formatting at the end of
the second line.

e Select the entire document by pressing Ctrl+A.
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e Press F9. This keyboard shortcut is the field update command. You should
see that the field changes to display the new time, accurate to the second.

e Press the F9 key a few more times.

e We will now lock the time field in the second line. To do this drag across the
time field in the second row and then press Ctrl+F11. This is the keyboard
shortcut for locking a field.

e Press Ctrl+A to select the entire document again and press the F9 update
key a few times. You should see that the upper field updates, while the lower,
locked field, no longer updates.

e We shall now unlock the lower field. Select the lower time field and then
press Ctrl+Shift+F11. This is the field unlock, keyboard shortcut.

e Press Ctrl+A to select the entire document again and press the F9 update
key a few times. You should now find that both fields are updated each time
that you press the F9 key.

e This concept of updating, locking and unlocking applies to most fields that you
will use.

e Save your changes and close the document.

Using the sum formula within a table.

e Open a document called Calculations.
e Click within the last cell in the table, at the bottom-right of the table.

Sales Person | Value of sales
Dave | 235
Lou | 642
Rob | 452
Rose | 274
TOTAL

e Click on the Insert tab and within the Text group click on the Quick Parts
button. From the drop down list displayed, click on the Field command.

sility Mode] - Microsoft Word

= — L . .
A j ‘41 A= [& signature Line
j Q J = j?)Date & Time

Header Footer Page Text | Quick |WordArt Drop E . E
v *  MNumber~ | Box< |Pams+¥| ~ cap~ "8 Object -

Header & Footer _-\-@' AutoText

1 Document Property
= Field...

@ Building Blocks Organizer...
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e This will display the Field dialog box. Click on the Formula button within the
dialog box.

Field L7 sl

Flease choose a field Field properties

Categories: Click the button below to set advanced field options

(ally
5

eld names:

Advance
Ask
Author
AutoMum
AutoMumnLgl

AutoNumOut

AutoText

AutoTextlist

BarCode

Bibliography

BidiCutline

Citation

Comments

Compare

CreateDate

Database e

m

/| Preserve formatting during updates
Description:
Calculate the result of an expression

Field Codes [ O ]| Cancel |

e This will display the Formula dialog box. By default the Sum formula will be
displayed as illustrated. Click on the OK button to insert the formula.

Formula @

Formula:
=SUM{ABOVE)|

Mumber format:

Paste function: Paste

NOTE: If you see the code formula, rather than the effect of the code formula
(i.e. the total), press Ctrl+A to select everything within the document, and

then press the Alt+F9 keys to display the effect of the code, rather than the
code itself.

Sales Person

Value of sales

Dave
Lou
Rob

Rose

TOTAL

235

642

452

274

1603

Save your changes and close the document.
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Forms.

Creating and protecting form text fields.

e Open a document called Text field forms.

e In this example, we will create a form, into which people can type their first
name, their second name and their email address.

TIP: Remember that in order to insert fill-in fields, you need to display the
Developer Tab. If you need to do this, click on the File tab and from the
menu displayed click on the Options button.

(w]| s o
.ﬂ' Home

L‘d Save

[Eg Save As
___; Open

[ Close

Recent
MNew
Print
Share

Help

[d Exit

This will display the Word Options dialog box. Select the Customize
Ribbon button from the left side of the dialog box. Make sure that the
Developer check box is ticked.
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Word Options @
General Customize the Ribbon and keyboard shortcuts.
Display
Choose commands from: (i Customize the Ribbon: (i
Proofing Popular Commands EI Main Tabs El
Save
-{} Accept and Move to Mext - Main Tabs
tanguage = Align Left B = [¥] Home
Advanced W= Breaks » Clipboard
i= Bullets » Font
Customize Ribbon = Center Paragraph
<= Change List Level ¥ Styles
Quick Access Toolbar 23 Copy L Editing
% cut i [ [V] Insert
AddIns Define New Mumber Farmat... Page Layout
Trust Center ©3 Delete [7] References
lﬁ Draw Table # [¥] Mailings
[] Draw Vertical Text Box Review
i=d E-mail R o [ view
ﬂ‘a Find... | DDeveloper
Font I- T o AT
A Font. [¥] Blog Post E]
A Font Color 1 [7]Insert (Blog Post)
Font Size - |¥] Qutlining
# Format Painter [¥] Background Remaval
A" Grow Font
2-) Hyperlink...
AE' Insert Footnote
Ig Line and Paragraph Spacing »
b Macros
[J MNew
—d Mew Comment
‘2] Mext Mew Tab ] [ New Group ] [ Rename... ]
£=  Numherinn r T -
Customizations: i
Keyboard shortcuts: -

Click on the OK button to close the dialog box. You will now see a new tab
called Developer has been added to the Ribbon, which when clicked on will
display the following.

(™ R R N Word_2010_Expert_Manual [Compatibility Mode] - Microsoft Word
Home Insert Page Layout References Mailings Review View Developer Add-Ins
SRecord Macro & = \a Aa =i Design Mode  [fe5 Schema f 2
= & (=] | Wi @l
= 1] ng = '{9‘? J B &Y Properties 3 Transformation T ; i
Visual Macros | Adddns COM . . Structure g, Blo Restrict | Document Document
Basic A\ Marro Security Add-Ins T @ - I crouw 4= Bxpansion Packs | suthors - Editing | Template  Panel
Code Add-Ins Controls XML Protect Templates

e Click at the end of the line that contains the text First Name.

e Click on the Text button contained within the Controls group under the
Developer tab.

Wid9- 0 &= Text field forms [C

Home Insert Page Layout References Mailings Review View Developer
- == 3 record Macro =l Aa 4] %DESIQH Maode j % Schema
=l ==3 |19 Pause Recording il =g g Erp EY| mat
\Q;:acl Macros /I Macro Security fddns Agdo_rﬂs .ﬁ ] Eyg 18] Group tructure 3 Expansion
Code Add-Ins Contrals XML

e Click at the end of the line that contains the text Second Name.

e Click on the Text button contained within the Controls group under the
Developer tab.

e Click at the end of the line that contains the text Email Address.
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e Click on the Text button contained within the Controls group under the
Developer tab

e You should see a screen similar to that illustrated.

First Name: Click here to enter text.

Second Name: Click here to enter text.

Email: Click here to enter text.

e If we saved the file at this point and distributed it to other people, they could
still modify or delete the text that we have entered, so we now need to protect
the document. To do this click on the Restrict Editing button contained
within the Protect group under the Developer tab.

Text field forms [Compatibility Mode] - Microsoft Word

N View Developer Add-Ins
ode E £5 Schema By (] 5
, : & Ej O
Structure . . Restrict| [Document Document
¢=| Expansion Packs Editing ||| Template  Panel
XML Protect Templates

e The Restrict Formatting and Editing side pane will be displayed to the right
of your document. Click on the Allow only this type of editing in the
document check box. Click on the drop-down arrow to the right, within the
section and select Filling in forms.

Restrict Formatting and Editing v X

| &1

1. Formatting restrictions
[T Limit formatting to a selection of
styles
Settings...
2. Editing restrictions
Allow only this type of editing in
the document:

Mo changes (Read only) E]

Tracked changes
Comments

Filing in forms
Mo changes (Read onht
choose users who arg Filling in forms

freely edit them,
Groups:

‘DlEver\;one | =

e Click on the Yes, Start Enforcing Protection button.
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1| Restrict Formatting and Editing + X
< | 1. Formatting restrictions

Limit formatting to a selection of
styles

Settings...
2. Editing restrictions

| Allow only this type of editing in
the document:

Filling in forms IEI

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

Yes, Start Enforcing Protection

e The Start Enforcing Protection dialog box will be displayed.

Start Enforcing Protection @
Protection method
@ Password

(The document is not encrypted. Malicious users can edit the
file and remove the password.)

Enter new password (optional):
Reenter password to confirm:

User authentication

(Authenticated owners can remove document protection. The
document is encrypted and Restricted Access is enabled.)

[ Ok ] | Cancel |

e Click on the OK button to protect the document.

e Now try deleting the text within your document, you should find that you
cannot modify the text displayed. The only place where you can enter
information is in the shaded text entry boxes.

e Experiment with entering sample data into the fields.
e Save your changes and close the document.

e Open a document called Check box forms.

e Click at the location where you wish to insert the text field. In this case click at
the end of the question line.

e Click on the Legacy Tools button located within the Controls group under
the Developer tab.
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@'H g Urﬁsﬁ|7 Check box
Home Insert Page Layout References Mailings Review View Develo

= = [ Record Macro i =] AaAa[=] b Desig
ﬁ —Ea__zh._.:i?i:":*:: @'} _5§ 5 ER 2" Prop

n-.l':1:3de E Egé?cr

visual Macros | Adddns COM : . Structure _,
Easic A8 Macro Security Adddns Iﬁ I [3@' % Group <
Code Add-Ins Controls XML
Navigation v X Legacy Tools
Search Document 2 - Insert an ActiveX control or form
control.
RN >

¢ From the drop down list displayed click on the Check Box Form Field button.

Wik U&=

Home Insert Page Layout References Mailings Review il

— EH Record Macro — Aa Aa [I] 6 Design Made
=z 1l 2 Record <

E_ _ = -sav L )
Visual M o " | Addd coﬂﬁl\f S EHER | & popetes |
Isua acros -ins = = " =
Basic /I Macro Security add-Ins lﬁq b= 5?@- & Group

Code Add-Ins Legacy Forms

Navigation - X £5/35 &

. WD : o ActiveX Controls
2arc| ocumen -

MEAGEE
= |28 | B . Bamg 2%

e The check box field will be inserted into your document.

Do you want to pay extra for express delivery? []

¢ Click on the Restrict Editing button contained within the Protect group under
the Developer tab.

Text field forms [Compatibility Mede] - Microsoft Word

N Wiew Developer Add-Ins

nde E &zﬁchema -

Structure ;> . Restrict| |Document Document
4= Expansion Packs Editing | | Template  Panel
ML Protect Templates

e The Restrict Formatting and Editing side pane is displayed.
e Click on the Allow only this type of editing in the document check box.
e Click on the down arrow within this section and select Filling in forms.
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7| Restrict Formatting and Editing v X
| 1. Formatting restrictions

[ Limit formatting to a selection of
styles

Settings...
2. Editing restrictions

Allow anly this type of editing in
the document:

Mo changes (Read only) E
Tracked changes
Comments
Filing in forms
No changes (Read o
choose users who ars
freely edit them,
Groups:

[]|Everyone | =

Filling in forms

e Click on the Yes, Start Enforcing Protection button.

iz

Restrict Formatting and Editing v x

1. Formatting restrictions

[ Limit formatting to a selection of
styles

Settings...
2. Editing restrictions

Allow anly this type of editing in
the document:

Filling in forms El

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
latar

‘Yes, Start Enforcing Protection

e The Start Enforcing Protection dialog box will be displayed.

I

Start Enforcing Protection
Protection method
@ Password

(The document is not encrypted. Malicious users can edit the
file and remove the password.)

Enter new password (optional):

Reenter password to confirm:
User authentication

(Authenticated owners can remove document protection, The
document is encrypted and Restricted Access is enabled.)

[ Ok, J[ Cancel ]

e Click on the OK button to protect the document.

e You have now created a form containing a check box and you have protected
the form.
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e Save your changes and close the document.

Inserting and protecting form drop-down menus.

e Open a document called Drop down menu forms.

e Click at the location where you wish to insert the text field. In this case click at
the end of the question line.

e Click on the Drop Down List button located within the Controls group under
the Developer tab.

w| = L Check
Home Insert Page Layout References Mailings Review View Drev
p e =] 3 Record Macro ,‘g_:.g i—| AaAa (= & Design Mode E %
=a = A T=EIE
Wisual Macros i Add-Ins  COM - — Structure .,
Basic /B, Macra Security addins | B M GR- IE =
Code Add-Ins Controls
Mavigation v X Drop-Down List Content Control
Search Document 2o Insert a drop-down list content
cantral.

= | 00 |

e The drop down list field will be inserted into your document.

What Operating System are you using?:|Choose an item_ |~

e We now need to customise the form to make it useful. Click on the drop down
list field and then click on the Properties button within the Controls group
under the Developer tab.

W9~ 0&|=
Home Insert Page Layout References Mailings Review

v eyl 3 Record Macro . I P Aa lg Design Mode

- =g 2 % Properties
Wisual Macros Add-Ins  COM —

Basic /1 Macro Security Add-Ins

Code Add-Ins Controls

e This will display the Content Control Properties dialog box.
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Content Control Properties
General
Title: ||
Tag:
[7] Use a style to format contents
Style: |Default Paragraph Font

Locking
[] content control cannot be deleted
[T Contents cannot be edited

Drop-Down List Properties

Display Name Value
Choose an item,

Add...

[ o

] ’ Cancel

)

Click on the Add button. This will display the Add Choice dialog box. Type
in the text Windows XP.

Add Choice =
Display Name: | \windows XP
Value: Windows XP

[ 0K ] [ Cancel

Click on the OK button and the dialog box now look like this.

Content Control Properties ==
General

Title:

Tag:

[ use a style to format contents

Style: | Default Paragraph Font
5 |

Locking

[7] content control cannot be deleted

[ contents cannot be edited
Drop-Down List Properties

Display Mame Value Add..

Choose an item.

Windows XP Windows XP

[ Ok l [ Cancel ]

Click on the Add button and type in the phrase Windows Vista. Click on the

OK button.
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Click on the Add button and type in the phrase Windows 7. Click on the OK
button.

The dialog box will now look like this.

Content Control Properties @

General
Title:

Tag:
[7] use a style to format contents

Locking
[7] content control cannot be deleted
[ contents cannot be edited

Drop-Down List Properties

Display Mame Value

Choose an item,

Windows XP Windows XP
Windows Vista Windows Vista
Windows 7 Windows 7

[ oK ][ Cancel l

Click on the OK button to close the Content Control Properties dialog box.

Click on the Restrict Editing button contained within the Protect group under
the Developer tab.

Text field forms [Compatibility Mode] - Microsoft Word

N Wiew Developer Add-Ins

ode E % Schema : E E i'?x

Structure . Restrict| |Document Document
4= Expansion Packs Editing | | Template  Panel
ML Protect Templates

The Restrict Formatting and Editing side pane is displayed.
Click on the Allow only this type of editing in the document check box.
Click on the down arrow within this section and select Filling in forms.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert Page 294

{1 | Restrict Formatting and Editing v X
1. Formatting restrictions
Limit formatting to a selection of
styles
Settings...
2. Editing restrictions

Allow anly this type of editing in
the document:

Mo changes (Read only)
Tracked changes

TS
ooyl
choose users who arg Filling in forms

freely edit them.
Groups:

[C]{Everyone

I -

-

e Click on the Yes, Start Enforcing Protection button.

[%j| Restrict Formatting and Editing * X

1. Formatting restrictions

Limit formatting to a selection of
styles

Settings...

2. Editing restrictions

Allow anly this type of editing in
the document:

|Fi||ing in forms El

3. start enforcement

Are you ready to apply these
settings? (You can turn them off
latac)

| es, Start Enforcing Protection

The Start Enforcing Protection dialog box is displayed. Click on the OK
button.

Start Enforcing Protection

Protection method
@ Password
(The document is not encrypted. Malicious users can edit the
file and remove the password.)
Enter new password (optional): | |

Reenter password to confirm: | |

User authentication
(Authenticated owners can remove document protection, The
document is encrypted and Restricted Access is enabled.)

| ok || cancel |
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e Your page will now look like this; the drop down list is now active.

What Operating System are you using? |Choose an item.

Choose an item.

Windows Vista

e Save your changes and close the document.

Modifying form fields and displaying help.
e Open a document called Modifying form fields. This document contains
three fields and the form is protected.

e First you need to un-protect the form. To do this click on the Restrict Editing
button contained within the Protect group under the Developer tab.

Text field forms [Compatibility Mode] - Microsoft Word

w View Developer Add-Ins

ode | 5 Schema By (] =
] Q2 ||=8 ':'._g] LA
Structure . Restrict| | [Document Document
4= Expansion Packs Editing | | Template  Panel
XML Protect Templates

e The Restrict Formatting and Editing side pane will be displayed. Click on
the Stop Protection button displayed at the bottom of the side pane.

Restrict Fermatting and Editing ¥ X

| s

Your permissions

This document is protected from
unintentional editing.

You may only fill in forms in this
region,

2

=] Stop Protection
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e Click on the Restrict Editing button contained within the Protect group under
the Developer tab to hide the Restrict Formatting and Editing side pane

e Click on the first text field and then click on the Properties button within the
Controls group under the Developer tab.

(w]| i & |+

Home Insert Page Layout References Mailings Review

ﬂ Record Macra 4 == Aa = & Design Mode
|:| o

- — T 3 E: Properties
Wisual Macros Add-Ins  COM -

Basic /B Macro Security Adddns : L
Code Add-Ins Controls

e This will display the Text Form Field Options dialog box.

Text Form Field Options @
Text form field
Type: Default text:
Regular text IEI
Maximum length: Text format:

Uniimited : E3

Run macro on
Entry: Exit:

Field settings
Bookmark:
Textl

Fillin enabled
[ calculate on exit

Add Help Text... [ QK ] [ Cancel ]

¢ Inthe Default text section of the dialog box, add default text such as:

Please type your name here:
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Text Form Field Options -7 | ==l
Text form field
Type: Default text:
Regular text E Flease type your name here:

Maximum lenath: Text format:

Unlimited 2 [~]
Run macro on

Eniry: Exit:

=] =]

Field settings
Bookmark:
Textl

| Fillin enabled

Calculate on exit

Add Help Text... [ oK l | Cancel |

e Click on the OK button to close the dialog box.

e Click on the second text field and then click on the Properties button within
the Controls group under the Developer tab. This will display the Check
Box Form Field Options dialog box.

Check Box Form Field Options 7|3

Chedk box size

Exactly: |10pt
Default value

@) Mot checked
Chedked

Run macro on
Eniry: Exit:

Field settings
Bookmark: |Checkl
| Check box enabled
Calculate on exit

Add Help Text... [ QK l | Cancel |

e Click on the Add Help Text button. This will display the Add Help Text dialog
box. Make sure that the Status Bar tab is selected.

e Click on the Type your own button.
e Type in the following text:

Please click here to confirm your selection:

e The dialog box will look like this.
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Form Field Help Text [~ B[]
Status Bar | Help Key (F1)
) Mone
) AutoTextentry: |C IZI

(@ Type your own:

Please dick here to confirm your selection:

e Click on the OK button to close the Form Field Help Text dialog box.
e Click on the OK button to close the main dialog box.

e Click on the third text field and then click on the Properties button within the
Controls group under the Developer tab. This will display the Drop-Down
Form Field Options dialog box.

Drop-Down Form Field Options @

Drop-down item: Items in drop-down list:

| ,

Run macro on

Enfry: Exit:

Field settings
Bookmark: |Dropdown1

Drop-down enabled
[ caleulate on exit

o) (o]

e Click on the Add Help Text button. This will display the Add Help Text dialog
box. Make sure that the Help Key (F1) tab is selected.

e Click on the Type your own button.
e Type the following text into the dialog box:

Please select the item you require from the drop down list.
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e The dialog box will look like this.

"Form Field Help Text EA=
Status Bar | Help Key (F1)
() Mone
) AutoTextentry:  |C IZI

@ Type your own:

Flease select the item you require from the drop down list.|

[ Ok, ][ Cancel ]

e Click on the OK button to close the Form Field Help Text dialog box.
e Click on the OK button to close the main dialog box.

e Click on the Restrict Editing button contained within the Protect group under
the Developer tab.

Text field forms [Compatibility Mode] - Microsoft Word

N View Developer Add-Ins

ode E % Schema By Iﬁg o
, 2 |[=a | T 9
Structure g, i Restrict| [Document Document
4= Expansion Packs Editing | | Template  Panel
XML Protect Templates

e The Restrict Formatting and Editing side pane is displayed.
e Click on the Allow only this type of editing in the document check box.
e Click on the down arrow within this section and select Filling in forms.
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ET; Restrict Formatting and Editing v X
l_ 1. Formatting restrictions

[ Limit formatting to & selection of
styles

Settings...
2. Editing restrictions
Allow anly this type of editing in

the docyument:

Mo changes (Read only) E]
|Tra|:ked changes |

L
yam_
By Ayl

choose users who ard Filling in forms
freely edit them.

Groups:
. [C]{Everyone | =

e Click on the Yes, Start Enforcing Protection button. The Start Enforcing
Protection dialog box is displayed, click on the OK button.

e With the form now protected, click on the second form field within the
document. You will see your instructions displayed in the bottom-left section
of the Status Bar.

Please click here to confirm your selection:

e Click on the third form field within the document. Press the F1 help key and
you will see a dialog box displaying help about how to use this form field.

Help IE

Help

Please select the item you require from the drop down list.

e Click on the OK button to close the Help dialog box.
e Save your changes and close the document.

Protecting a form.

e Open a document called Form Protection 01.

e Try clicking on any of the form fields and pressing the Del key. As you will
see you can delete the form fields, as the form is not currently protected.
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e Click on the Undo button to reverse the deletion.

(]| O &+
Home Insert Page Lay«

=  Cut

- Arial
_—!] Copy

Paste -
- fFormatF‘ainter R

Clipboard P}

¢ Click on the Restrict Editing button contained within the Protect group under
the Developer tab.

Text field forms [Compatibility Mode] - Microsoft Word

g e

Developer Add-Ins

n Wiew
ode E ,% Schema -
QLA

3] Transformation

Structure . Block Document Document
4= Expansion Packs | pyjihors Template  Panel
XML Protect Templates

e The Restrict Formatting and Editing side pane is displayed.
e Click on the Allow only this type of editing in the document check box.
e Click on the down arrow within this section and select Filling in forms.

{1 | Restrict Formatting and Editing v X

1. Formatting restrictions
[ Limit formatting to a selection of
styles
Settings...

2. Editing restrictions B
Allow only this type of editing in
the document:

Mo changes (Read only) E
Tracked changes |

L Ll A B
Filling in forms
I chanmee (D ead o

freely edit them.
Groups:

[]|Everyone | =

e Click on the Yes, Start Enforcing Protection button. The Start Enforcing
Protection dialog box is displayed. Click on the OK button.
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[ Start Enforcing Protection @

Protection method

@ Password

(The document is not encrypted. Malicious users can edit the
file and remove the password.)

Enter new password (optional):
Reenter password to confirm:
User authentication

(Authenticated owners can remove document protection, The
document is encrypted and Restricted Access is enabled.)

[ oK l | Cancel |

e Now try selecting and deleting a form field. As you will see you can no longer
delete the form fields, as the form is now protected.

NOTE: To unprotect the form simply click on the Stop Protection button
displayed at the bottom of the Restrict Formatting and Editing side pane.

oo ow 4

Stop Protection

e Save your changes and close the document.

Password protecting a form.

e Open a document called Form Protection 02. This is a document containing
protected ‘form’ fields.

e Unprotect your document. To do this, click on the Developer tab and within
the Protect group click on the Restrict Editing button.

Text field forms [Compatibility Mede] - Microsoft Word

N Wiew Developer Add-Ins

nde E & Schema __\]E_I E ‘_Jié

Structure . . Restrict| |Document Document
4= Expansion Packs Editing | | Template  Panel

XML Protect Templates

e The Restrict Formatting and Editing side pane will be displayed to the right
of your document. Click on the Stop Protection button displayed at the
bottom of the side pane. The form is no longer protected.
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EE Restrict Formatting and Editing v x
Your permissions
This document is protected from
unintentional editing.

‘You may only fillin forms in this
region.

E Stop Protection

e Asyou have just seen, even though the form was protected, if you know a
little about how to use Microsoft Word you can easily unprotect it. You will
now add a password to protect the form from changes by a user.

[ )

Within the Restrict Formatting and Editing side pane click on the Yes, Start
Enforcing Protection button.

Restrict Formatting and Editing v x
1. Formatting restrictions

[] Limit formatting to a selection of
styles

Settings...
2. Editing restrictions

Allow only this type of editing in
the document:

|Fi||ir1g in forms |E|

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

| ves, Start Enforcing Protection |

e This will display the Start Enforcing Protection dialog box.
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[ Start Enforcing Protection @

Protection method

@ Password
{The document is not encrypted. Malidous users can edit the
file and remove the password.)

Enter new password (optional):
Reenter password to confirm:

User authentication

(Authenticated owners can remove document protection, The
document is encrypted and Restricted Access is enabled.)

[ Ok, l[ Cancel ]

e Enter a password in both sections of this dialog box. In this case use the
password CHELTENHAM (all uppercase).

e Click on the OK button to close the dialog box. The form is now protected
and this protection in turn is password protected.

e Save your changes and close the document.
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Templates

What are Word templates?

All documents that you create within Microsoft Word are based on templates
which control how the document will look, what page size is used, what page
orientation is used, what default font is used, plus many other aspects of the
documents appearance. If you do not specify a template when you create a
new document, it will automatically be based on the default template, called
Normal.

A template can also contain text and pictures. For instance you could have a
template set up containing your organisations name, contact details and logo,
so that when you created a new document based on that template, you would
not have to enter the company details each time. To see what Word
templates are available on your computer, click on the File tab and from the
drop-down list displayed click on the New button.

.ﬂ! Home 1
[ save
[ES} Save As
___; Open

[ Close

g

Recent

Mew

Print

This will display a list of templates that you can use.
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@“ H92-0 rﬁgﬂu |= Check box forms [Compatibility Mode] - Microsoft Word
Home Insert Page Layout References Mailings Review View Developer Add-Ins

ﬂ Save
Save As

[ Open fat Home

Bl B NERA A RE -

Recent Blank Recent Sample My templates  MNew from

document templates templates existing

Available Templates

Info

Search Office.com for templates

Print \ . - =N =D =D
| | — — = =
E [ 3 *= == —
Share Lt L IE==<) = =y
Hel Budgets Business Calendars Faxes Forms Gift Invoices Minutes Planners
P cards certificates
2] Options ,
B Ext ] 4 y
Plans More
categories

e The upper section displays templates that are already installed on your
computer. Click on the Sample Templates option.

WE 90 &l c
Home Insert Page Layout References Mailings Review View

H Save i

Available Templates

Save As

E Open @ Home

[ Close \ ) | | \

T 1
e ‘W B
Recent Blog post Recent Sample Mly template
document templates| templates

Office.com Templates Se

Print EE'
o

Share

Budgets Business Calendars Faxes Forms
cards

Help

e Your screen will display a preview of the templates.
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Bpen + £} Home * Sampie templates

......

A

[Pick the date]

-

XV

TO: [TYPE THE RECIPIENT NAME]

# the recipient fax number]

e recipient phone number]

e You have seen some of the templates that are already available but
remember you can modify existing templates or create new templates from
scratch.

e Close any open dialog boxes before continuing.

Creating and using a Word template.

e Press Ctrl+N to create a new Word document. We will now make some
changes to this document and then save the document as a template.

e Press Ctrl+A to select the entire document.

e Click on the Home tab, and within the Font group use the font control to
select the Arial font.

e Click on the Font Size control to set the font size to 14 point.
e Click on the Font Color control and select a blue font colour.
e Click within the document so that the entire document is no longer selected.
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¢ Double click within the header of the document and enter your name as a
header.

e Double click within the main area of the document.
e Click on File tab and from the drop-down list displayed click on the Save As

command.

(| 9~ 0

.in Home

Lg Save

Save As

T
[ Opem

[j" Close

Recent

This will display the Save As dialog box. Click on a down arrow to the right
of the Save as type section of the dialog box. From the drop-down list

displayed select a Word Template.

@ Bookmarks 01

M Computer
= P ] Bookmarks 02

W] Save As =Sl
o
{ }U | .« My Documents » Word 2010 Expert Course » - |¢,| | Search Word 2010 Expert Course O |
Organize + Mew folder == - @
[E Documents * Name Date modified Type [
J‘i Music . U
.. Master Documents 19/04/2010 3:50 PM  File folder
[ Pictures o _ _
B vid ] Aplication linking 27/04/2010 9:31 AM  Microsoft Word C
ideos
#) AuteCorrect 01 18/07/2009 4:20 PM  Microsoft Word T
= [EI._] AutoCorrect 02 18/07,/2009 4:19 PM  Microsoft Word C
#d Homegroup _ . .
W AuteFormat 18/07/2009 419 PM  Microsoft Word C

2/11/2009 8:58 PM
18,/07,/2009 4:19 PM

& : ;
{=a Local Disk (C,_l]_ > —

File name: Docd

Microsoft Word C
Microsoft Word C

k

Save as type: [Wmd Document

Authors: Word Document
SUEETE Word Macro-Enabled Decurnent

Word 97-2003 Template
= Hide Folders PDF

XPS Document

Single File Web Page
Web Page

Web Page, Filtered

Rich Text Format

Plain Text

Word XML Document
Word 2003 XML Document
OpenDocument Text
Works 6 - 9 Document
Works 6.0 - 9.0
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e Within the File name section enter the file name as Cheltenham. The dialog

box will now look like this.

File name:  Cheltenharm|

Save as type: [Word Termnplate

Authors: David Murray Tags: Add atag

[7] Save Thumbnail

' Hide Folders Tools [ s ] [

Cancel l

e Next you need to specify where to save a template file. Within the left side of
the dialog box click on the Templates button. The dialog box will now look

like this.

(W] Save As 55
@uv| , « Roaming » Microsoft » Templates » v|4¢| Search Templates Pl
Organize « New folder 4= - IZ@I

‘ IE Microsoft Word MName Date modified Type
. Templates J Document Themes 13/05,/2010 16:30 File folder
J LiveContent 13/05,2010 15:57 File folder
4.7 Favorites 3 o SmartArt Graphics 14/05/201012:29 File folder
B Desktop
4 Downloads
=] Recent Places
4o Libraries
> 3 Documents
> rJ'- Music
» =l Pictures = | L E
File name: Cheltenham -
Save as type: IWord Template -
Authors: David Murray Tags: Add a tag
[ Save Thumbnail
~ ' Hide Folders Tools = [ Save ] [ Cancel

e Click on the Save button to save your template file.
e Close the document.

e To use the template, click on the File tab and from the menu displayed click

on the New command.
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W9~ 0l

.ﬂ. Home 1
lg Save

Save As

[ Open

[ Close

Recent

New

Print

e Within the left section of the window click on My templates.

W90 &5

Home Insert

Page Layout

References Mailings

Review View

Documentl - Microsoft Word

H Save
Save As
=5 Open
i'_j Close

Available Templates

ft Home

Recent Blank Blog post
document
New Office.com Templates
Print sy y
=
Share . —=
Budgets Business
Help cards
|z] Options
B Exit ] _—
' /
Plans More
categories

Info J . [j 7 B

Developer

Sample
templates|

e

Wy templates

>

New from
existing

€arc

Office.com for templates

o -

bl

Gift Invoices Minutes
certificates

[l
Vg

Planners

¢ You will see the template that you have just created displayed within the
dialog box. Double click on the Cheltenham template.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert Page 311

New [l
Personal Templates
W W BEze
: = Preview
Blark
Document
Preview not available.
Create New
@) Document Template
[ oK l | Cancel |

A new document will be created, based on the Cheltenham template. Type
in a few words and you should see that the text is displayed using the font
size and type that you specified within your template. You should also see
your name displayed in the document header region.

Close the document without saving your changes.

Modifying a Word template.

We shall modify the template that you created in the previous section. To do
this we first need to open the template file.

Click on the File tab and from the drop-down list displayed click on the Open
command.

.i. Home

H Save

[l save As

._..': Cpen

L Close

This will display the Open dialog box.

Within the left side of the dialog box click on Templates to display the
contents of templates folder.

Towards the bottom right of the dialog box, next to the File name section,
click on the down arrow and select All Word Templates.

Within the main area of the dialog box click on the Cheltenham template.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Word 2010 Expert Page 312

The dialog box should now look like this.

(] Open =
@U~?| .« Roaming » Microsoft » Templates » v|+,|| Search Templates PI
Organize « MNew folder =~ [ lﬁ@]

IE Microsoft Word it MName Date modified Type
. Templates , Document Themes 13/05,/2010 16:30 File folder
) LiveContent 13/05/2010 15:57 File folder
[ Favorites | SmartArt Graphics 14/05/2010 12:29 File folder
BE Desktop @_;J Cheltenham 20/05/2010 12:10 Microsoft W
& Downloads £ N Normal 20,/05,2010 10:54 Microsoft W

= Recent Places

o Libraries

3 Documents

—, Music
=] Pictures
B2 Videos
#d Homegroup [ - i
File name: Cheltenham - |AIIWordTempIates v|
Tools - [ Open |vl | Cancel |

Click on the Open button to open the template.

NOTE: You have opened the actual template file. You have not created a
new document based on the template. It is important to realise the difference
between these two concepts.

You can now make changes to the template. Press Ctrl+A to select the entire
document. Click on the Font Color drop down and select a green colour.
Click within the document to de-select the document. Change the text in the
document header so that the name of your organisation, rather than your own
name is displayed.

Double click within the main part of the document after you have altered the
header area.

Save and close the template file.

Create a new document based on the modified template and the changes you
made to the template should be reflected within the document. Type in a line
of text and it will be displayed in the new colour.

Close your new document without saving your changes.
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Mail Merging.

Editing and sorting a mail merge recipient list.

e Open the file called Recipient List 01. The list will look like this.

Title First-name Second-name Department Country

Mr. Hastert Marketing UK

Ms Mancy Pelosi Marketing Egypt

Mr. George Radanovich Marketing Ireland

Mr. Agustin Armiete Marketing South Africa
Ms Ruth Dreifuss Marketing Australia

Mr. Louis Dumas Marketing Australia

Mr. Valentino Gravani Marketing UK

Miss  Birgit Wilson Marketing UsA

M. Tom Feeney Packaging New Zealand
M. Emst Mach Packaging UK

Mr. Christopher  Cox Production Australia

M. Tom Delay Production Egypt

Ms Christa Hugo Production Ireland

Mrs.  Zora Hurston Production New Zealand
Ms Lou Murray Production UK

Mr. Roy Blunt Sales South Africa
Mr. Michael Ferguson Sales USA

M. Mark Kirk Sales Egypt

M. Robert Menendez Sales Egypt

Miss  Hilda Solis Sales New Zealand
Miss  Susan Brown Sales Australia

Mr. Enrique Granados Sales UK

Mr. Jan Heweliusz Sales South Africa
Mr. Girish Kamad Sales USA

Mrs.  Mallika Sarabhai Sales South Africa

e TO SORT YOUR LIST:
e Click within the table.
e Click on the Home tab and within the Paragraph group click on the Sort

button.
(w]| & |+ Recipient List 01 [Con
Home Insert Page Layout References Mailings Review View Developer Ay
J Times Mew Rom =~ 12~ A" o7 | Aa- | &) iz - iZ - i sl
Paste - * B AL == == 1=
= F Format Painter LA L R - = = = = | +=
Clipboard Faont Paragraph

e This will display the Sort dialog box.
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- e
Sort by
Title |Z| Type: |Text IZI @ Ascending
Using: |Paragraphs |E| () Descending
Then by
|Z| Type: |Text IZI @ Ascending
Using: Paragraphs |E| () Descending
Then by
Type: |Text i@ Ascending
Using: |Paragraphs Descending
My list has
@ Header row () Mo header row
Cptions... [ QK ] [ Cancel ]

e Use the down arrow in the Sort by section of the dialog box to select which
column you wish to sort by. In this case, sort by Country.

Sor ER~=
Sort by
Country EI Type: |Text IEI (@ Ascending
-II;:E;:ﬂame “ | |Using: |Paragraphs |E| ez
Second-name
ET— | [Tye: | Text IEI @ Ascending
Using: |Paragraphs |E| ez
Then by
Type: |Text @ Ascending
Using: |Paragraphs JEETTT
My list has
@ Header row | () Mo header row
[ 0K ] [ Cancel ]

e Use the Ascending or Descending button to control the direction of the sort.
In this case select Ascending.

e Click on the Header row button to tell Microsoft Word that the top row within
the list is a header row.

e Click on the OK button to perform the sort.
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x|

~ Title First-name Second-name Department Country
Ms Ruth Dreifuss Marketing Australia
M. Louis Dumas Marketing Australia
Mr. Christopher  Cox Production Australia
Miss  Susan Brown Sales Australia
Mr. Amerigo Vespucc Sales Canada
Ms Nancy Pelosi Marketing Egypt
Mr. Tom Delay Production Egypt
Mr. Mark Kirk Sales Egypt
Mr. Robert Menendez Sales Egypt
Mr. George Radanovich Marketing Ireland
Ms Christa Hugo Production Ireland
Mr. Tom Feeney Packaging New Zealand
Mrs.  Zora Hurston Production MNew Zealand
Miss  Hilda Solis Sales New Zealand
Mr. Agustin Arriete Marketing South Africa
Mr. Ray Blunt Sales South Africa
Mr. Jan Heweliusz Sales South Africa
Mrs. Mallika Sarabhai Sales South Africa
Mr. Hastert Marketing UK
Mr. Valentino Gravani Marketing UK
Mr. Emst Mach Packaging UK
Ms Lou Murray Production UK
Mr. Enrique Granados Sales UK
Miss  Birgit Wilson Marketing USA
Mr. Michael Ferguson Sales USA
|M|’- Girish Kamad Sales USA

e TO EDIT A FIELD WITHIN THE LIST:

e Click within the table cell containing the data you want to edit. For this
exercise, double click on the second name called Wilson.

e Type in a new name called Smith.

wna. JIar-10.Y- araunial waisa e ERCT Lo

M. Hastert Marketing UK
Mr. Valentino Gravani Marketing UK
Mr. Emnst Mach Packaging UK
Ms Lou Murray Production UK
Mr. Enrique Sales UK
Miss  Birgit Smith Marketing USA
M. Michael Sales USA
Mr. Girish Kamad Sales USA

e TO ADD A RECORD TO THE LIST:

e To add a record you first need to add a new row to the table. Click within the
rightmost cell of the last row and press the Tab key. A new row will be
displayed at the bottom of the table.

Add the following contact to the list by entering the text into the appropriate
cells.

NOTE: Type in the word Miss and then press the Tab key to jump to the next
field. Repeat this technique to insert the following line of information. Each
line is called a record. Each item within the line is called a field.

Wil Wn I‘\.."'m'llll"l"l ""-C::||E'Ct L-drdild

Miss | June Richards Marketing Australia
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e TO DELETE A RECORD FROM THE LIST:

e Select the row containing the record you want to delete. For this exercise,
select the following row, containing details for Ernst Mach.

Mr. Tom Feeney Packaging Mew Zealand
M. Ermst Mach Packaging UK

Mr. Christopher  Cox Production Australia
Mr. Tom Delav Production Egypt

e Right click on the selected row, and from the pop-up menu displayed, select
Delete Rows.

Cut
Copy
Paste

8 i %

Insert »

Delete Rows

(¥ m

Distribute Rows Evenly

Distribute Columns Evenly

O 81 & [

EBorders and Shading...

._
=
p=tg

Text Direction...
Cell Alignment »
AutoFit 3

&

Table Properties...

e Save your changes and close the document.

Sorting and editing a mail merge recipient list (within the mail

merge process).

e Open a document called Mail Merge Sorting and Editing. The document
looks like this.

o
The release date for the new marketing campaign has been brought forward to June.
If wou have any questions, please contact me.

Twette Lockwood.
Steles Directar.

e Click on the Mailings tab and within the Start Mail Merge group click on the
Start Mail Merge button. From the drop-down list displayed click on the Step
by Step Mail Merge Wizard command.
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W96kl

“ Home Insert Page Layout References Mailings Rey
T I=
= B

Envelopes Labels | |Start Mail Select Edit Highlight Address Gre
Merge ~ |Recipients = Recipient List | Merge Fields Bloc
Create & Letters Wril
Navigation [~ E-mail Messages
Search Document | =1 Envelopes..
= gg _J __.__ﬂ Labels...
E Directory

This dacument ¢ @ Mormal Word Document
contain headipc «?Cl

Step by Step Mail Merge Wizard...

To create navigation tabs ]
create headings in your |

e This will display the Mail Merge side pane. Click on the Letters option and
then click on the Next link at the bottom of the side pane.

Mail Merge v X

| v |&71

Select document type

What type of document are you
working on?

(@) Letters

_| E-mail messages

() Envelopes
) Labels

() Directory

Letters

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

| Click Next to continue.

Step 1 of 6

# Mext: Starting document

H O w 4

e This will display the next step within the mail merge process. Click on the
Use the current document option and then click on the Next link at the
bottom of the side pane.
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Mail Merge v X

| v &1

Select starting document

How do you want to set up your
letters?

(@ Use the current document

() Start from a template

() Start from existing document

=| use the current document

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

This will display the next step within the mail merge process. By default the

Use an existing list option is selected. Click on the Browse link.

[ v &1

Mail Merge * X

Select recipients

@) Use an existing list

1 Select from Oufock contacts
() Type a new list

Use an existing list

Use names and addresses from a
file or a database.

i Browse... I

&4 Editredpient list...

This will display the Select Data Source dialog box.

7
i

&) Ho

?F Metwork
D531-LOU
DAVE-PC-WINT
LOU-PC-WIN7
OWNER-AF32152
TOSHIBA-XP

@ Select Data Source

4 » All Data Sources »

Organize »

megroup

1% Computer
£, Local Disk (C)
— RECOVERY (D:)

m

Mew Source...

File name:

Search

v|¢?|

Mo iterns match your search.

- ’AII Data Sources

)

Tools - [ Open l ’ Cancel

|

Click on the Documents button.
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e Double click on the Word 2010 Expert Course folder.
@ Select Data Source
@Ov| @ » Libraries » Documents » - |¢f | | Search Documents pel |
Organize Mew folder =~ 0 @
(W] Microsoft wWord [  Documents library ] )
; Arrange by:  Folder ~
Includes: 2 locations
W Favarites Name : Date modified Type
— £ | Adobe 22/01/201011:24 ... File folder
=l Libraries
. Bluetooth Exchange Folder 22/01/2010 3:41 PM  File folder
Music . Downloads 19/02/2010 213 PM  File folder
=] Pictures . KEEP 26/04/201011:35 ... File folder
E Videos 0 | microsoft 15/08/200912:58 ...  File folder
. My Call Graphs 1/02/2010 8:37 PM File folder
«& Homegroup Wy Data Sources 24/03/2010 9:01 AM  File folder
Oneblote Motehooks 17/03,/2010 11:04 ... File folder
M Computer | . Word 2010 Expert Course 28/04/201011:46 ...  File folder
& Local Disk (C) ~ 4| m | r
File name: - ’AII Data Sources V]
Tools = [ Open |v] I Cancel l
e Double click on the Customers document.
NOTE: You may have to scroll through the list to see this file.

@ Select Data Source
@Ov| . %« Documents » Word 2010 Expert Course » - | 5 | | Search Word 2010 Expert Course 2 |
Organize ¥ New folder == + [ @

“  Documents library
; b Arrange by:  Folder =
il Libraries Word 2010 Expert Course S
@ Documents — =
o Music Mame Date modified Type o
[&] Pictures ] Cross Reference 04 18/07/2009 414 PM  Micresoft Word C
H Videos ] Cross Reference 05 ’ Microsoft Word C
£ /07/2009 4:14 PM Microsoft Word CL
‘@ Homegroup |[E,_] Customers 18/07/2009 4:14 PM  Microsoft Word C
#1 Deleting caption labels Microsoft Word C
1% Computer [E,_] Deleting cross-references Microsoft Word C
&_?' Local Disk (C:) I ] Delimited text Microsoft Word C
—u RECOVERY (D) ] Discount of the month Microsoft Word C
[E,_] Drop down menu forms Microsoft Word C
= E1 Fraheddinng dat: Microsoft Word [T
G;__Network i . I mbe nn fara o 1CTOsny r‘rrr
File name:  Customers - ’AII Data Sources v]
Tools = [ Open Iv] [ Cancel ]
¢ You will see the Mail Merge Recipients dialog box displayed.
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Mail Merge Recipients @

This iz the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dick OK.

Data Source |_ Firstname - | Title ~ | Country | Secondname w | Department o
C:\Users\Dave\Do... Dennis b Marketing
C\Users\Dave\Do.. [¥ Mancy Ms Egypt Pelosi Marketing |
C\Users\Dave\Do.. [¥ George Mr, Ireland Radanovich Marketing
Ci\Users\Dave\Do... [+ Agustin M., South Africa  Arriete Marketing
C\Users\Dave\Do.. [¥ Ruth Ms Australia Dreifuss Marketing
CAUsers\Dave\Da... [¥  Louis M, Australia Dumas Marketing
Ci\Users\Dave\Do... [¥ Valenting M., UK Gravani Marketing
C\Users\Dave\Do.. [¥  Birgit Miss USA Wilsen Marketing  _
P e— —_ — P — _l. —
Data Source Refine recipient list

C:\Users\Dave \DocumentsWe » | 4 Sort...

¥ Fiter....

3 Find duplicates. ..
(P Find redpient...

:L- Validate addresses. ..

#

e Click on the OK button, to close the dialog box.
¢ Click on the Next link, displayed at the bottom of the Mail Merge side pane.

e Click after the word 'Hi' within the document and then click on the More Items
link, displayed within the Mail Merge side pane.

Mail Merge * X

|» &1

Write your letter

If you have not already done so,
write your letter now.

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

2 address block...
2 Greeting line...

_‘| Electronic postage. ..
}@ More items...

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

e Select Title and click on the Insert button.
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[ Insert Merge Field @

Insert:

(71 Address Fields (@) Database Fields
Fields:
e ...

Firstname
Secondname
Department
Country

[Match Fields... ][ Insert ][ Cancel ]

e Click on the Close button to close the dialog box. Your document will now
look like this.

Hi «Titlen

The release date for the new marketing campaign has been brought forward to June.
If you have any questions, please contact me.

Twette Lockwaood.
Sales Director.,

e So far this is all very familiar. If you have performed mail merges before, it is
using standard techniques that you will have used many times before.

e Now for something a little different. Let's say you wish to sort the fields within
our recipient list in a particular ascending or descending order. To do this is

very easy. First, click on the Next link at the bottom of the Mail Merge side
pane.

Stepdof 6

@ Mext: Preview your letters

B

o 4@ Previous: Select recipients
¥
[ElEE = = 100% (=) Y] (7
12:03 PM I

oM)W
[F= 28/04/2010 |

e Click on the Edit recipient list link displayed within the Mail Merge side
pane.
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EE Mail Merge v X
Y

Preview your letters

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

Recipient: 1

23 Find a recipient...

Make changes

You can also change your
recipient list:

@ Edit recipient list. .. ]

Exclude this recipient

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

o This will display the Mail Merge Recipient list.

Mail Merge Recipients

This is the list of redpients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recpients from the merage. When your listis ready, dick QK.

Data Source |7 Firstname « | Title « | Country « | Secondname « | Department o
C:\Users‘\[)ave\[)o... Dennis 5 | Marketing
ChUsers\Dave\Deo.. [¥  Mancy Ms Egypt Pelosi Marketing |
Ch\Users\Dave\Do... [¥ George Mr. Ireland Radanovich Marketing
CAUsers\Dave\Do... [¥ Agustin Mr. South Africa  Arriete Marketing
Ch\Users\Dave\Do... [¥  Ruth Ms Australia Dreifuss Marketing
C\Users\Dave\Do... [¥  Louis Mr. Australia Durnas Marketing
Ch\Users\Dave\Do... [¥  Valenting Mr. UK Gravani Marketing
Ch\Users\Dave\Do... [¥  Birgit Miss USA Wilson Marketing  _
i r— — — P _l. —
Data Source Refine recpient list

C:Wsers'\Dave\DocumentsiWeo - %l Sort...

7 Filter...

g'_l Find duplicates. ..

21 Find redpient. ..

|22, Validate addresses...

L

e To sort a column, simply click on one of the column headers. For instance to
sort by country, click on the word 'Country' at the top of the Country column.
As you can see the records are now listed by country in ascending order.
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Mail Merge Recipients

R =

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the

chedkboxes to add or remove redpients from the merge. Whep-yeurlisticready OK.
Data Source |7 Firstname: - | Title w | Country w | 3econdname w | Department o
C:\Users\Dave\Do... Ruth | Australia | Dreifuss | Marketing
Cih\Users\Dave\Do.. [¥  Louis Mr. Australia Durnas Marketing
Cih\Users\Dave\Do... [¥  Christopher M., Australia Cox Production
ChUsers\Dave\Do... |7 Susan Miss HAustralia Brown Sales
Cih\Users\Dave\Do... [¥  Amerigo M., Canada Vespucci Sales
ChUsers\Dave\Do.. [¥ Mancy Ms Egypt Pelosi Marketing
Ch\Users\Dave\Do... [¥  Tom M, Egypt Delay Production
C \Users\Dave\Do... ¥ Mark M., Egypt Kirk Sales il
” | = o - = i | F
Data Source Refine recipient list
C:\Users\Dave'\Documents\We » ‘E,], Sort...
V3 Filter....
f4 Find duplicates. ..
i é) Find redpient...

.__} Validate addresses...

Re-click on the Country heading and the sort order will be reversed, as

illustrated.

Mail Merge Recipients

R =

This is the list of redpients that will be used in your merge. Use the options below to add to or change your list. Use the

checkboxes to add or remove recipients from the merge. When

Data Source

n your list iz ready, dick OK.

v -
L v |Malketing k.
Ch\Users\Dave\Do... [¥  Michael M., UsA Ferguson Sales ;
Ch\Users\Dave\Do... |7 Girish Mr. usa Karnad Sales
Ch\Users\Dave\Do... [¥  Dennis M., UK Hastert Marketing
Ch\Users\Dave\Do... [¥ Valentine Mr. UK Gravani Marketing
Ch\Users\Dave\Do... [¥  Emst M, UK Mach Packaging
Ch\Users\Dave\Do... [¥ Lou Ms UK Murray Production
C\Users\Dave\Do... [¥  Enrique M, UK Granados Sales il
" | - ; i § - | S
Data Source Refine recipient list
C:\sers\Dave\DocumentsiWe - %,], Sort...
¥ Eiter...

E;l Find duplicates...
3

Find redpient...

:f Validate addresses...

P

Re-click on the Country heading one more time and the records will again be
listed in ascending order, with Australia listed first.

You can also easily edit a record using the Mail Merge Recipients dialog
box. Select the record for the Canadian sales person, called Mr. Amerigo.
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Mail Merge Recipients @
This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove redpients from the merge. When your list is ready, dick OK.
Data Source | r | Firstname: = |Trt|e = | Courtry w | Secondname = | Depanment =
CAUsers\Dave\Do... [¥  Ruth Ms Australia Dreifuss Marketing |-
C\Users\Dave\Do... [¥ Louis Mr. Australia Durnas Marketing
ChUsers\Dave\Do... [¥  Christopher M., Australia Cox Production
" n o i ¢ o PR 0 o
“HeeretBrrerBe—r Srremry fott Friretrata B St
C:\Users\Dave\Do... NIl Amerigo  [Mr. [Canada  [Vespucci _Sales |
EeerstBareBo—v Harcy Pt Egypt Petost totaricetmyg
Ci\Users\Dave\Do.. [¥ Tom M, Egypt Delay Production
CAUsers\Dave\Do... [¥  Mark M., Egypt Kirk Sales
|f||” - S— B B = ' | N
Data Source Refine recipient list
zers\Da Documer e é,l, Sort...
V3 Filter...
3 Find duplicates. ..
i é" Find redpient...
i validate addresses...
Edt.. ||| Refresh

e Within the Data Source area of the dialog box click on the source file.
e Click on the Edit button and you will see the Data Form dialog box displayed.

NOTE: If necessary, use the Forward arrow within the dialog box to display
the record for Amerigo Vespucci.

e Change the department that he works in from Sales to Marketing, using the
Department section of the dialog box.

e Change the country that he works in from Canada to Egypt, using the
Country section of the dialog box.

Data Form IEI
Title: Mr, “ | Add New
] - [
Firstname: Amerigo
Secondname: Vespuca
Department: Marketing
Country: Egypt

Record: 3 @ @ Close

e Click on the Close button to confirm the change. He will then be listed in the
main table working within the marketing department in Egypt.
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Mail Merge Recipients @

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove redpients from the merge. When your list is ready, dick OK.

Data Source | r | Firstname: = |Trt|e = | Courtry w | Secondname = | Department .:
CAUsers\Dave\Do... [¥  Ruth Ms Australia Dreifuss Marketing |-
C\Users\Dave\Do... [¥ Louis Mr. Australia Durnas Marketing [
ChUsers\Dave\Do... [¥  Christopher M., Australia Cox Production
C\Users\Dave\Do... [¥[ Susan Miss Australia Erown Sales

Ml Amerigo M lEgpt |Vespucci [ Marketing |
C\Users\Dave\Do... [¥] MNancy Ms Egypt Pelosi Marketing
Ci\Users\Dave\Do.. [¥ Tom M, Egypt Delay Production
CAUsers\Dave\Do... [¥  Mark M., Egypt Kirk Sales

P — S— o : - : =) b
Data Source Refine recipient list

C:\Users\Dave'\Documents\We »

3 Find duplicates...

é" Find recipient...

gy validate addresses...

e You can also use this dialog box to add and delete records. Within the Data
Source area of the dialog box click on the source file. For instance to add a
record, click on the Edit button again. Click on the Add New button and you
can enter the following information, as in the illustration below. Click on the
Close button to close the dialog box.

Data Form @

Title: Mrs J Add New
|
Firstname: Sue bl
Secondname: Jones
Department: Sales

Record: 27 [E @ Close

e You can also delete records. Re-click on the Edit button (after selecting the
source file). Use the left and right arrow buttons to display the record for Sue
Jones. Click on the Delete button.
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Data Form [ 7 |[=3al
Title: Mrs i | Add New |
Firstname: Sue
Secondname: Jones

Restore
Department: Sales
Country: UK | Find... |

Record: |E| |E| 24 Close

e Close all your open dialog boxes.
e Save your changes and close the document.

Ask fields and bookmarks.

e You can insert an 'Ask’ field into a document that you intend to mail merge
with a recipient list. When you start the actual mail merge process the Ask
field will display a pop-up asking for information, which you can enter and will
then be inserted into each mail merged letter that you produce. The
advantage of using the Ask field is that it takes the input value from you on the
fly and does not need to be contained in your data source. An example of
using an Ask field would be the example of sending out a regular
correspondence to customers which offers discounts on a particular product
range that changes each month. The product range could change from
month to month, and the Ask field would allow you to specify the particular
product range for the current month.

e The Ask field should be inserted near the top of your merge document. When
the Ask field asks you to enter information, this is inserted into the document
at a location defined by a linked bookmark.

e When using the Ask field, you should insert your bookmark first (at the
location that you want the text to be displayed). To insert the bookmark,
always use the keyboard shortcut Ctrl+F9 and then type in the name of your
bookmark.

e Remember that a bookmark cannot contain spaces, but you can use the
underscore character. Always use a short meaningful name for your
bookmarks.

Inserting Ask fields.

e Open a document called Discount of the month. The document contains
the following:
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For the Attention of:

Discount of the month:

Bestwish

Asyou know we hawve a policy of offering generous discounts on a different
product range each month.

This month if you order any products contained within gur__range, you will
receive a discount of 10% off the regular price.

Flease contact me if you have any questions.

25

Susan Lockwood
Sales Manager

We will start the normal mail merge process to produce a mail merged letter,
using data from a file called Customers.

Click on the Mailings tab and within the Start Mail Merge group click on the
Start Mail Merge button. From the drop down list displayed, click on the Step
by Step Mail Merge Wizard command.

(w]| (LR

= @

Envelopes Labels

e Insert Page Layout References

Iy

|
Start Mail Select
Merge = |Recipients =

Create J Letters
Mavigation ~4 E-mail Messages
Search Document | =1 Enyelopes..
z g = labels..
_:tl Directory
This document ¢ |E| Mormal Word Document
contain heading — . )
@N Step by Step Mail Merge Wizard...
To create navigation tabs

create headinas in vour

This will display the Mail Merge side pane. Click on the Letters option and
then click on the Next link at the bottom of the side pane.
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71| Mail Merge ¥ X

I

Select document type
What type of document are you

@ Letters I
T Cnan messages

) Directory

Letters

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

Click Mext to continue.

e This will display the next step within the mail merge process. Click on the
Use the current document option and then click on the Next link at the
bottom of the side pane.

| Mail Merge -

Select starting document

How do you want to set up your
lotizrsd

@ Use the current document I
) Start from a template

() Start from existing document

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

Use the current document

e This will display the next step within the mail merge process. By default the

Use an existing list option is selected. Click on the Browse link.

e This will display the Select Data Source dialog box.

| Mail Merge

. Select recipients

I @ Use an existing list I

() Type a new list

Use an existing list

(7)) Select from Qutlook contacts

file or a database.

Browse...

@ Editredpient list...

Use names and addresses from a
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i

@ Select Data Source
@:.)'| @ v Libraries » Documents » - |¢f| | Search Documents e |
Organize v Mew folder =~ [0 @

(W] Microsoft Word  —  Docume nts library Anangeby: Folder =
Includes: 2 locations
W Favorites Mame Date maodified Type
5§ Libraries E . Adobe 22/01/201011:24 ... Filefolder
[ @ Documents . Bluetooth Exchange Folder 22/01/2010 3:41 PM  File folder
d’ Music . Downloads 19,/02/2010 2:13 PM  File folder
i) Pictures ). KEEP 26/04/201011:35 ... File folder
E Videas | . microsoft 15/08/2009 12:58 ... File folder
. My Call Graphs 1/02/20108:37 PM  File folder
& Homegroup My Data Sources 24/03/2010 9:01 AM  File folder
Oneblote Motebonks 17/03/2010 11:04 ... File folder
/% Computer | . Word 2010 Expert Course 28,/04/201011:46 ...  File folder
& LocalDisk(c) ~ < T | -
’ Mew Source...
File name: - [AII Data Sources vl
Tools = [ Open Iv] [ Cancel l
e Click on the Documents button.
¢ Double click on the Word 2010 Expert Course folder.
e Double click on the Customers document.
(W] Select Data Source
@uv| . %« Documents » Word 2010 Expert Course » - | +4 | | Search Word 2010 Expert Course 0 |
Organize v Mew folder == ~ i @
" Documents library
; T Arrange by:  Folder =
@ Libraries Word 2010 Expert Course e
@ Docurments — -
J1 Music MName Date modified Type i
[=] Pictures [EI._] Cross Reference 04 18/07,2009 4:14 PM Microsoft Word C
B Videos 1] Cross Reference 05 18/07/2009 414 PM  Microsoft Word C

& Homegroup

1M Computer
£, Local Disk (C)
s RECOVERY (D)

Gh MNetwiark

m

18/07/2009 4:14 PM

Microsoft Word Elj

|@|_] Customers

18/07,2009 4:14 PM

Microsoft Word C

f,Eﬂ Deleting caption labels

-

[EI._] Deleting cross-references
) Delimited text

[EI._] Discount of the month
@] Drop down menu forms
@ Fmbeddinn data

18/07/2009 4:14 PM
18/07,/2009 414 PM
18/07/2009 4:14 PM
18/07,/2009 413 PM

18/07/2009 4:13 PM

a in

‘IR.-’iT.-'.-’?ﬂf'IQ 413 PM

[ MNew Source...

File npame: Customers

Microsoft Word C

Microsoft Word C
Microsoft Word C

Microsoft Word C
Microsoft Word C

Microsoft Waord I 7
»

- [AII Data Sources

’]

Tools = [ Open Iv]

| Cancel |
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NOTE: You may have to scroll through the list to see this file.

e You will see the Mail Merge Recipients dialog box displayed.

Mail Merge Recipients (-8

This is the list of recipients that will be used in your merge, Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, did: QK.

Data Source I_ Firstname w | Title ~ | Courtry » | Secondname | Department o
C\Users\Chelten... Dennis | Mr. | UK | Marketing ||
Ci\Users\Chelten... [¥ Mancy Ms Egypt Pelosi Marketing |
Ci\Users\Chelten... [¥ George Mr. Ireland Radanovich Marketing 1
Ci\Users\Chelten...  [¥ Agustin Mr. South Africa  Arriete Marketing
Ci\Users\Chelten... [¥ Ruth Ms Australia Dreifuss Marketing
C\Users\Chelten... [¥  Louis Mr. Australia Dumas Marketing
Ch\Users\Chelten... [¥  Valentino Mr. UK Gravani Marketing
Ch\Users\Chelten... [¥  Birgit Miss USA Wilson Marketing  _
P — — _ — S —— _l. —
Data Source Refine redpient list
Ci\Users\Cheltenham \Documer . ‘El Sort...
W Filter...
3 Find duplicates...
A é—* Find redpient...

:',- Validate addresses. ..

e Click on the OK button.

e Click on the Next link at the bottom of the Mail Merge pane.

¢ Click at the end of the line containing the text 'For the Attention of:’
e Click on the More Items link.

3| Mail Merge X

Write your letter

If you have not already done so,
write your letter now.

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

5] Address block. ..
5 Greeting line...

J Electronic postage. ..
?ﬂ More items... I

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

e This will display the Insert Merge Field dialog box. Select Title and click on
the Insert button.
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Insert:

(") Address Fields @) Database Fields
Fields:
-

Firstname
Secondname
Department
Country

Insert Merge Field @

[Match Fields... ] [ Insert ] [ Cancel

]

Close the dialog box and insert a space by pressing the Spacebar once.

Click on the More Items link and select Secondname. Click on the Insert
button and close the dialog box. Your document will now look like this.

For the attention of: «Titley» «Secondname»

Discount of the month:

As you know we hawve a policy of offering generous discounts on a different

product range each month.

This month if you order any products contained within gur_randgs, you will

receive a discount of 10% off the regular price.

Flease contact me if you have any questions.

Eestwishes

Susan Lockwood
Sales Manager

We can now insert a bookmark. Click between the words 'our' and ‘range’.

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au
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For the attention of: «Title» «Secondnamex!

Discount of the month:

As you know we have a policy of offering generous discounts on a different
product range each month.

This maonth if you order any products contained withirgour_rande fyo will
receive a discount of 10% off the regular price.

Flease contact me if you have any questions.
Bestwishes

Susan Lockwood
Salas Manager

e Press Ctrl+F9. An empty bookmark field will be displayed.

For the attention of: «Titles

Discount of the month:

Asyou know we have a policy of offering generous discounts on a different
product range each month.

This month if you order any products contained withirfour {13 range Jyou will
receive a discount of 10% off the regular price

Flease contact me if you have any questions.
Eestwishes

Susan Lockwood
Sales Manager

e Type in the word ProductRange.

NOTE: A bookmark cannot contain spaces.
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For the attention of: «Title»

Discount of the month:

Asyou know we have a policy of offering generous discounts on a different
product range each month.

This month if you order any products contained within ouliProductRangeI}
range, you will receive a discount of 10% off the regular price’

Flease contact me if you have any questions.
Eestwishes

Susan Lockwood
Sales Manager

Next we need to insert the Ask field.
Click at the top of the document.

Under the Mailing tab, click on the Rules button displayed within the Write
and Insert Fields group.

@. = U&= Discount of the month [Co
Home Insert Page Layout References Mailings Review View Developer Add-

EEIER:

52 B
= ,_j Match Field

5

Envelopes Labels | Start Mail Select Edit Address Greeting Insert Merge
Merge = Recipients = Recipient List Block Line Field =
Create Start Mail Merge Write & Insert Fields

From the drop-down list displayed click on the Ask command.

@' (™ (L Discount of the month [Compatibility
Home Insert Page Layout References Mailings Review View Developer Add-Ins
a <
EIER: 9 3 e
: = = 2 Ask...
Envelopes Labels | Start Mail Select Edit Address Greeting Insert Metge
Merge = Recipients = Recipient List Block Line Field = Eill-in...
Create Start Mail Merge Write & Insert Fields I..Then...Else... L
Mavigation v X Merge Record #
Search Document 0o - Merge Seguence £
Mext Record
E oo | H

Mext Record If...

This document does nat Set Bookmark...

contain headings. I Skip Record If...

This will display the Insert Word Field: Ask dialog box.
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Insert Word Field: Ask [~ B[]
El:lclkn'lark: En:'mpt:

Default bookmark text:

Ask once Cancel

e Within the Bookmark section of the dialog box, enter the name of the
bookmark, in this case ProductRange.

e Within the Prompt section of the dialog box, enter a prompt that will be
displayed when the mail merge is preformed, that will prompt you to enter the
correct type of information. In this case enter the text 'Enter a product range
that will be discounted this month'.

e Within the Default bookmark text section of the dialog box enter the default
text that will be displayed if no information is supplied in response to the
prompt text, when the ask field is run during the mail merge process. In this
case enter the text '‘Books'. This means that if we do not select a product
range that will be offered at a discount, then by default, we will offer the
discount on the book range.

e Click on the Ask once check box. This means that when you run the mail
merge, you will be asked to supply information once. If you forget to click this
check box, you will be asked to supply the information for each letter, which
means that if you are sending a letter to 300 recipients, you would have to
answer the same question 300 times! The dialog box will now look like this.

Insert Word Field: Ask -5 |
Bookmark: Prompt:
ProductRange Enter a product range that will be discounted this

month

Default bookmark text:
Books

| Ask once | OK. | | Cancel |

e Click on the OK button and you will see the Ask pop-up displayed.
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[ Microsoft Ward @

Enter a product range to be discounted this month
Books

e Click on the OK button to continue.
e Click on the Next link at the bottom of the Mail Merge side pane.

Step 4 of 6

& MNext: Preview your letters

4 Previous: Mext wizard step

2 E = 100% (=) [ (F)

H O ow d

e Click on the Next link at the bottom of the Mail Merge side pane.
Click on the Edit individual letters link within the Mail Merge side pane.

Mail Merge v X

|y &1

Complete the merge

Mail Merge is ready to produce
your letters.

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

Merge

g Print...

L Editindividual letters...

¢ You will see the Merge to New Document dialog box displayed. Make sure
that the All button is selected and then click on the OK button.
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Merge to New Document @

Merge records

Current record

From: To:

e The Ask pop-up is displayed containing the default text.

Enter a product range to be discounted this month
Books

[ Microsoft Word @

e Inthis case type in the text Soft Toys.

Enter a product range to be discounted this month
Soft Toys|

[ Microsoft Word @

e Click on the OK button and the letter will be displayed as shown.

For the attention of: Mr. Hastert

Discount of the month:

range each month.

Az yvou know we have a policy of offering generous discounts on a different product

receive a discount of 10% off the regular price

Thiz month if you order any products contained feithin our Soft Toys range, yo

h wrill

Please contact me if vou have any questions.
Best wishes

cusan Lockwood
sales Manager
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e As you can see the bookmark displayed the text that we inserted via the Ask
command, i.e. Soft Toys.

e Save the new merged document that you have just created as My Ask
Document. Close the document.

e Save and close your original document.

Inserting if...then...else... fields.

e Open a document called Sales tax rate. The document contains the
following:

For the attention of:

Sales tax issues when purchasing via our web site:
This is just a quick note to explain the sales taxissues when purchasing items
from our welb site.

If you purchase and live within Australia, you need to add 10% Sales Tax
(known as ST to your order; if you live outside Australia you do nat pay
sales tax.

Asyou are based in your sales tax rate will be
Hope this helps.
Bestwishes

Elliot Jones
Sales Manager.

NOTE: This document is for an Australian based company, selling products
domestically and internationally. Customers within Australia have to pay
sales tax, at a rate of 10%, while customers outside Australia are not charged
sales tax. This sort of sales tax is called different things in different countries,
within Europe it is called VAT, while in Australia it is called GST, and rates
varies from one country to another.

e We will start the normal mail merge process to produce a mail merged letter,
using data from a file called New Customers.

e Click on the Mailings tab and within the Start Mail Merge group click on the
Start Mail Merge button. From the drop down list displayed, click on the Step
by Step Mail Merge Wizard command.
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Wikl 0&

m Home Insert Page Layout References
T =
= & o

Envelopes Labels | (Start Mail|| Select Edit Highlig
Merge = |Recipients = Recipient List | Merge Fir
_ Create  TTRH[ Letters L
Navigation [=] E-mail Messages
Search Document | =1 Envelopes..
= gg _J __.__ﬂ Labels...
g Directory

This dacument ¢ @ Mormal Word Document
contain headipc «?;l

Step by Step Mail Merge Wizard...

To create navigation tabs I __}

e This will display the Mail Merge side pane. Click on the Letters option and
then click on the Next link at the bottom of the side pane.

&
|

Mail Merge v X

Select document type

What type of document are you
L -E 3

@) Letters I
T Eoman Messanes

() Envelopes

) Labels
() Directory

Letters

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

Click Mext to continue,

e This will display the next step within the mail merge process. Click on the
Use the current document option and then click on the Next link at the
bottom of the side pane.

@
B

Mail Merge X

Select starting document

How do you want to set up your
==

I (@ Use the current document I
1) Start from a template

() Start from existing document

Use the current document

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

e This will display the next step within the mail merge process. By default the
Use an existing list option is selected. Click on the Browse link.
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2| Mail Merge v X
. Select recipients
I @) Use an existing list I
() Select from Outlook contacts

) Type a new list

Use an existing list

Use names and addresses from 3
file or a database.

%4 Editredpient list...

e This will display the Select Data Source dialog box.

i

@ Select Data Source
mv| @ v Libraries » Documents » - |¢,-| | Search Documents pe |
Organize v Mew folder =~ [ @

@ Microsoft Word [ Documents library

) Arrange by:  Folder =
Includes: 2 locations

M Favorites Name Date modified Type
5§ Libraries B . Adobe 22/01/201011:24 ... File folder
l & Documents |/ Bluetooth Exchange Folder 22/01/2010 3:41 PM  File folder
J’ Music |/ Downloads 19/02/2010 2:13 PM  File folder
i) Pictures Ju KEEP 26/04/201011:35...  File folder
E Videas | | microsoft 15/08/200912:58 ...  File folder
. My Call Graphs 1/02/20108:37 PM  File folder
“& o My Data Sources 24/03/2010 9:01 AM  File folder
Oneblote Blotehnnks 17/03/2010 11:04 ... File folder
/% Computer | . Word 2010 Expert Course 28/04/2010 11:46 ...  File folder
I
& Local Disk(C) ~ 4| T | '
’ Mew Source...
File name: - [AI.I. Data Sources vl

Tools = [ Open Iv] [ Cancel l

e Click on the Documents button.
¢ Double click on the Word 2010 Expert Course folder.
e Double click on the New Customers document.
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@ Select Data Source

u.| .« Documne... » Word 2010 Expert Course »

COrganize =

@ Microsoft Word

0 Favorites
B Desktop
& Downloads

v
=l Recent Places

4 Libraries
@ Documents

J‘! Music

[&5] Pictures

B videos

#& Homegroup

Mew folder

-

m

-

File name:  New Customers

Toolz - [

X5
- | 3 | | Search Word 2010 Expert Course £ |
=+ 0 @
Documents ||b|’ary Arrange by:  Folder =
Word 2010 Expert Course
Mame : Date modified Type i
] My Combined Document 19/05/2010 16:01 Microsofi
@] My Compared Decument 19/05/2010 15:57 Microsofi
] My Computer Book 19/05/2010 15:39 Microsofi
; t 18/07,/2009 16:42 Microsofi
|@|_] Mew Customers 20/05/201012:33 Microsofi
18/07/2009 16:41 Microsofi ]
) offt 19/05/2010 15:31 Microsofi
] Organising your computer for more effic..  19/05/2010 15:31 Microsofi
@ Organising your computer for more effic...  18/07/2002 16:41 Microsefi
] Qutline Numbering 17/05/2010 16:23 Microsofi
] Qutlines 18/07,/2009 16:40 Microsofl _
4 |_' m | 3
l MNew Source...

- ’AII Data Sources

)

Open

) |

Cancel ]

NOTE: You may have to scroll through the list to see this file.

You will see the Mail Merge Recipients dialog box displayed.

Mail Merge Recipients

This is the list of redpients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dids OK.

Data Source I_ Firstname - | Title | Courtry » | Secondname | Departmert &
CAUsers\Chelten... Dennis 5 | Marketing
Ch\Users\Chelten... [¥  Mancy Ms Egypt Pelosi Marketing | |
Ci\Users\Chelten... [¥ George Mr. Ireland Radanaovich Marketing
Ci\Users\Chelten... [¥ Agustin Mr. South Africa  Arriete Marketing
Ci\Users\Chelten... [¥  Ruth Ms Australia Dreifuss Marketing
Ci\Users\Chelten... [¥  Louis Mr. Australia Durnas Marketing
Ci\Users\Chelten... [¥  Valentino Mr. UK Gravani Marketing
C\Users\Chelten... [¥  Birgit Miss USA Wilson Marketing  _
P — i o — - _|' Ty
Data Source Refine redpient list

Ci\Jsers\Cheltenham\Documer -

‘%l Sort, ..
3 Filter....
53 Find duplicates...

é—"’ Find redpient...

[l Validate addresses...

Click on the OK button.
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¢ Click on the Next link at the bottom of the Mail Merge pane.

e Click at the end of the line containing the text 'For the Attention of:’
e Click on the More Items link.

| Mail Merge ¥y X

. Write your letter

If you have not already dore so,
write your letter now.

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

=] Address block...
2 Greeting line...

J Electronic postage. ..
T Moare items... I

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

e This will display the Insert Merge Field dialog box. Select Title and click on
the Insert button.

Insert Merge Field @

Insert:

i) Address Fields @ Database Fields
Fields:
R

Firstname
Secondname
Department
Country

| MatchFields... | [ Insert | [ cancel |

¢ Close the dialog box and insert a space by pressing the Spacebar once.

e Click on the More Items link and select Secondname. Click on the Insert
button and close the dialog box. Your document will now look like this.
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For the attention of: «Title» «Secondnamex»

Sales tax issues when purchasing via our web site:

This is just a quick note to explain the sales tax issues when purchasing items
from our web site.

If wou purchase and live within Australia, you need to add 10% Sales Tax
(knowin as GST) to your order; if you live outside Australia you do not pay
sales tax.

Asyou are basedin your sales tax rate will be

Hope this helps.

Bestwishes

Elliot Jones
Sales Manager.

e Click within the space between the words 'based in' and 'your sales tax', as
illustrated.

For the attention of: «Title» «Secondnamenx|

Sales tax issues when purchasing via our web site:

This is just a guick note to explain the sales tax issues when purchasing items
from our web site.

If you purchase and live within Australia, you need to add 10% Sales Tax
(known as GST) to your order; if you live outside Australia you do not pay
sales tax.

Asyou are basedin yourleales tax rate will be

Hope this helps.
Bestwishes

Elliot Jones
Sales Manager.

e Click on the More Items link in the Mail Merge side pane. Select Country
and click on the Insert button.
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Insert Merge Field @

Insert:
(") Address Fields @) Database Fields
Fields:

Title -
Firstname
Secondname

DEEarh'nent
1

[Match Fields... ][ Insert ][ Cancel ]

e Click on the Close button to close the dialog box. Your document will now
look like this.

For the attention of: «Title» «Secondname»

Sales tax issues when purchasing via our web site:

This is just a guick note to explain the sales tax issues when purchasing items
from our web site.

If wou purchase and live within Australia, you need to add 10% Sales Tax

(knowen as ST to your order; if you live outside Australia you do not pay
sales tax.

Asyou are based inf«Country=lyour sales tax rate will be

Hope this helps.
Bestwishes

Elliot Jones
Sales Manager.

e Click at the end of the line you are working on, just before the full stop
(period).
e Under the Mailings tab, within the Write & Insert Fields group, click on the

Rules button. From the drop-down list displayed click on the If Then Else
command.
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™ R -
=8 B

Insert Page Layout References Mailings Review

3 B

View

&

Developer

2P Rules - fedp] | |
EE

Discount of the month [Compatibility |

Add-Ins

Ask..
Envelopes Labels | Start Mail Select Edit nt  Address Greeting Insert Merge -
Merge = Recipients = Recipient List | Me elds Block Line Field = FEill-in... g
Create Start Mail Merge Write & Insert Fields | ¥..Then...Else... F
{ I )
Mavigation v X Merge Record #
Search Document 2 - Merge Sequence #

oo | E -

This document does not
contain headings,

e This will display the Insert Word Field: IF dialog box.

Mext Record

Mext Record If...
Set Bookmark...
Skip Record If...

Insert Word Field: IF ==
IF
Eield name: Comparison: Compare to:
S - | Equai to ]
Insert this text:
-~
Otherwise insert this text:
-~
[ Ok J [ Cancel ]

Click on the down arrow within the Field name section and select Country.
In the Comparison section make sure that the Equal to option is displayed.

¢ Inthe Compare to section enter the word Australia.

Insert Word Field: IF

IF
Field name: Comparison: Compare to:
Country |Z| Equal to |Z| Australia

Insert this text:

[ ==

Otherwise insert this text:

J [ Cancel

e |n the 'Insert this text' section enter 10%.
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In the 'Otherwise insert this text' section, enter 0%.

Insert Word Field: IF
IF

Field name: Comparison: Compare to:

Country IZI Equal to IEI Australia
Insert this text:

10%

QOtherwise insert this text:

Yo

OK ] [ Cancel

Click on the OK button to close the dialog box.

Click on the Next link at the bottom of the Mail Merge side pane.

Step 4 of 6

% Mext: Preview your letters I

2] @ Previous: Select recipients

H

In the first letter you will see that the sales tax is listed as 0%. This is

because outside Australia the sales tax rate is 0%.

For the attention of: Mr. Hastert

Sales tax issues when purchasing via our web site:

from our web site.

Ifyou purchase and live within Australia, you need to add 10% Sales Tax
(known as GST) to your order; if you live outside Australia you do not pay
sales tax.

Asvyou are based in UK your sales tax rate wi e 0%,

Hope this helps.
Eestwishes

Elliot Jones
Sales Manager.

Thisis just a quick note to explain the sales tax issues when purchasing items

Click on the double arrow button to preview your letters.
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Mail Merge v X

Preview your letters

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

Redpient] 1

d*’ Find & recipickd

Make changes

You can also change your
recdipient list:

& Edit recipient list. ..

Exclude this recipient

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

e Keep clicking until the fifth letter is displayed and you should see that the
sales tax is displayed as 10%.

5[ bt perge - x|

Preview your letters

Tolurmings
Forthe anention of: Ms Dreifuss [ foecpioni s 2]
+ a . i 7] Find & recivent....
Sales tax issues when purchasingvia our web site: Hake changes

This 15 pust & gquick nole Lo explain Ihe sales lax 1ssues when purchasing items
from our web site

Ifyou purchase and live within Australia, you needto add 10% Sales Tax
(known as GST) o your erder, if you live oulside Auslralia you do nol pay
salestax

Asyou are based in Australia your sales tax rate will be 10%.

Hope this helps
Beslwishes

Elliol Jones
Sales Manager

e Preview the rest of the letters. All letters where the recipient is in Australia
should display a sales tax of 10%. All those outside Australia should display a
0% sales tax rate.

e Save your changes and close the document.

Using merge criteria in a mail merge.

e Open a document called Sales Team. The document contains a letter
intended to go to all sales people based in South Africa who made sales of
over 150,000 last month.
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Hi
What a great month you had in South Africal
Az you made sales valued at over 150,000 last month, you will be eligible for an

addifienal sedes bonus and vou will also be entered into the draw for the holiday in
Vancouver, Canada.

Well done |
Best wishes

Eowan Green
Sales Managsr.

e We will start the normal mail merge process to produce a mail merged letter,
using data from a file called International Sales.

e Click on the Mailings tab and within the Start Mail Merge group click on the
Start Mail Merge button. From the drop down list displayed, click on the Step
by Step Mail Merge Wizard command.

(W] U &=
Home Insert Page Layout References
5 & e e
= H= £y e i

Envelopes Labels | |Start Mail Select Edit
Merge = |Recipients = Recipient List
Create 3| Letters L
Navigation ] E-mail Messages

Search Document | =1 Envelopes...

il

oo J —!
as j Directory

This document ¢ @ Hormal Word Document

contain heading —; . .
JQJ Step by Step Mail Merge Wizard...

To create navigationtab I
create headings in your |

Labels...

e This will display the Mail Merge side pane. Click on the Letters option and
then click on the Next link at the bottom of the side pane.

EE Mail Merge v X

L Select document type

What type of document are you
I 2

(@) Letters

' E-mall messages

) Envelopes
() Labels
() Directory

Letters

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

Click Mext to continue.
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e This will display the next step within the mail merge process. Click on the
Use the current document option and then click on the Next link at the
bottom of the side pane.

|?5_;J|Mail Merge v X

Select starting document

How do you want to set up your
lettarad

I @ Use the current document I
) Start from a template

() Start from existing document

Use the current document

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

e This will display the next step within the mail merge process. By default the
Use an existing list option is selected. Click on the Browse link.

1| Mail Merge v X
. Select recipients
I @ Use an existing list I
() Select from Outlook contacts

() Type a new list

Use an existing list

Use names and addresses from a
file or & database.

Browse. ..

@ Editredpient list...

e This will display the Select Data Source dialog box.
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@ Select Data Source
@Kj}v| @ v Libraries » Documents » - |¢f| | Search Documents e |

Organize v Mew folder =~ 0 @
(W] Microsoft Word  —  Docume nts library Anangeby: Folder =
Includes: 2 locations
W Favorites Mame Date maodified Type
5§ Libraries E . Adobe 22/01/201011:24 ... Filefolder
[ @ Documents . Bluetooth Exchange Folder 22/01/2010 3:41 PM  File folder
d’ Music . Downloads 19,/02/2010 2:13 PM  File folder
i) Pictures ). KEEP 26/04/201011:35 ... File folder
E Videas | . microsoft 15/08/2009 12:58 ... File folder
. My Call Graphs 1/02/20108:37 PM  File folder
& Homegroup My Data Sources 24/03/2010 9:01 AM  File folder
Oneblote Motebonks 17/03/2010 11:04 ... File folder
/% Computer | . Word 2010 Expert Course 28,/04/201011:46 ...  File folder
& Local Disk(C) ~ 4| m | '
’ Mew Source...
File name: - [AII Data Sources vl
Tools = [ Open Iv] [ Cancel l
e Click on the Documents button.
¢ Double click on the Word 2010 Expert Course folder.
@ Select Data Source
@(:)v| .« Docume... » Word 2010 Expert Course » - | ¢1>| | Search Word 2010 Expert Course 0O |
Organize + Mew folder =~ 0 @
(W] MicroseftWord —  Documents library Arrangeby:  Folder

w0 Favorites
Bl Desktop
& Downloads

1= Recent Places

4 Libraries
@ Docurnents

J’F Music

[E5| Pictures

E Videos

vln\% Homegroup

Word 2010 Expert Course

-

-

Mame Date modified Type
&1 Index 01 19/05/2010 16:07 Microsoft
# Index 02 19/05/2010 16:10 Microsoft
= ) index03 29/04/2010 21:17 Microsoft
% International Sales 18/07/2009 16:42 Microsofi
Limited Access 18/07/2009 16:42 |‘v'1icrcscf1|:|
# Line Spacing 17/05/2010 16:12 Microsofi
# Linking applications 19/05/2010 16:30 Microsofi
— B Linking documents 19/05/2010 16:27 Microsofi
®) Macro 01 20/05/2010 10:27 Microsofi
) Mail Merge Sorting and Editing 20/05/2010 12:33 Microsofi
® Memo 19/05/2010 16:25 Microsofi
| m | P
l Mew Source...

File name: International Sales

Tools - [

-

- [AII Data Sources

)

J |

Open

Cancel l
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e Double click on the International Sales document. You will see the Mail
Merge Recipients dialog box displayed.

I

Mail Merge Recipients 7|

This is the list of redpients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dick OK.

Data Source |_ Firstname w | Title | Country w | Secondname w | Department e
CihUsers\Chelten... Dennis : Marketing [f
ChUsers\Chelten.. [¥  Nancy Ms UK Pelosi Marketing |
Ch\Users\Chelten... [ George Mr. UK Radanovich Marketing
C\Users\Chelten... [¥  Agustin Mr. UK Arriete Marketing
C\Users\Chelten... [¥ Ruth Ms UK Dreifuss Marketing
C\Users\Chelten... [¥  Louis Mr. UK Durnas Marketing
Ch\Users\Chelten... [¥  Valentino Mr. UK Gravani Marketing
Ch\Users\Chelten... [« Birgit Miss UK Wilson Marketing  _
P — — . = T
Data Source Refine recpient list

C:\Users\Cheltenham'Docume - ‘%,L Sort...
3 Filter...
:;'J Find duplicates...
[ validate addresses. ..

Find redpient. ..

P

o First of all we want to filter the list to only show sales people within South
Africa. To do this click on the down arrow at the top of the Country column.
From the drop down list displayed, select South Africa.

Mail Merge Recipients [~/

This iz the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the

checkboxes to add or remove recipients from the merge. Wpar . b il
Data Source |7 Firstname: - | Title w | Courtry w» Secondnamdg w | Department =
C\Users\Chelten... Dennis 5 | 4| Sort Ascending =
Ch\Users\Chelten... [¥  Mancy Ms Z|  Sort Descending Marketing
ChUsers\Chelten... [¥  George Mr. Marketing
ChUsers\Chelten...  [¥  Agustin M, (Al Marketing
Ci\Users\Chelten... [¥  Ruth Ms UK Marketing
ChlUsers\Chelten... ¥  Louis M, South Africa Marketing
Ci\Users\Chelten... | Valenting Mr. {Blanks) Marketing
Ch\Users\Chelten... [¥  Birgit Miss Marketing
B —_ . (Menblanks) | . %
< | n 3

o (Advanced...)
Data Source Refine recipient list

C:\Jsers\Cheltenham\Documer - ‘E,I, Saort...

¥ Eilter...

4 Find duplicates. ..
il 479 Find redpient. ..

:lf Validate addresses. ..
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e The list will now be filtered to only display sales people within South Africa.

C:Wsers\Cheltenham\Documer »

Mail Merge Recipients
This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dick OK.
Data Source |7 Firstname - | Title w | Country = | Secondname w | Department o
C\Users\Chelten... Roy | Mr. | South Africa | Blunt
Ch\Users\Chelten...  [¥  Michael Mr. South Africa  Ferguson Sales
ChUsers\Chelten... [¥ Mark Mr. South Africa  Kirk Sales E
C\Users\Chelten... [¥ Robert Mr. South Africa Menendez Sales
Ch\Users\Chelten... |7 Hilda Miss South Africa Solis Sales
CAUsers\Chelten... [¥  Susan Miss South Africa  Brown Sales B
CA\Users\Chelten... |¥  Enrique Mr. South Africa  Granados Sales
Ch\Users\Chelten... |7 lan Mr. South Africa Heweliusz Sales A
P — B T8 B S i b
Data Source Refine redpient list

‘él Sort...

= Filter...

E;l Find duplicates. ..
421 Find redpient...

£ Validate addresses...

#

¢ Next we want to filter the list of sales people within South Africa, to only
show those who made sales worth more than 150,000. To do this, use the
scroll bar, to scroll to the right (if necessary), so that the Sales column is

displayed.

Mail Merge Recipients

checkboxes to add or remove recipients

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the

from the merge. When your list is ready, dick OK.

C:\Users\David Murray'\Docum .

|_ Firstname - | Title w | Courtry — | Secondname | Department w | Sales |
v South Africa | Blunt

|7 Michael MAF. South &frica Ferguson Sales 178,294

|7 Mark MF, South Africa Kirk Sales 99 284 £
|7 Robert MF, South Africa Menendez Sales 105,295

|7 Hilda Miss South Africa Solis Sales 67,384

|7 Susan Miss South Africa Brown Sales 38,393 |
|7 Enrique Mr. South Africa Granados Sales 203,293

|7 lan Mr. South Africa Heweliusz Sales 159 283 A
Iﬁ [— S— = _m T ———— [+
Data Source Refine recipient list

‘El Sort...

I3 Filter...

2;] Find duplicates. ..

é—’ Find recipient. ..

[ Validate addresses...
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Mail Merge Recipients

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dick OK.

(7 /=S

Click on the down arrow at the top of the Sales column and select the
Advanced command.

I

[+ | Firstname - | Title w | Country | Secondname - | Department Sales — AI
=

[ | Mr. | South Africa | Blunt 4] Sort Ascending
- B -
[+ Michael Mr, South Africa  Ferguson Sales % Sort Descending
¥ Mark Mr. South Africa  Kirk Sales
¥ Robert Mr. South Africa Menendez Sales (AL
¥ Hilda Miss South Africa  Solis Sales (Blanks)
¥ Susan Miss South Africa Brown Sales (Nonblanks)
¥ Enrique M, South Africa  Granados Sales (Advanced..)
¥ lan Mr. South Africa Heweliusz Sales e T
—— — S .. - - T ___ -

Data Source Refine recipient list

Ci\Users\Cheltenham\Docume:

- ‘El Sort...

| Filter...
% Find duplicates. ..

2] Find recipient. ..

_:L Validate addresses...

This will display the Query Options dialog box. As you can see the top row
has already been set so that '‘Country' is 'Equal to' 'South Africa'.

Query Options

L7 ==

Field: Comparison: Compare to:
Country |Z| Equal to |Z| South Africa
And |Z| |Z|
o ] [omm ]

Use the controls within the dialog box to also set Sales to greater than
150000.
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Query Options 7 =S
Filter Records | Sort Records
Field: Comparison: Compare to:
Country IZI Equal to IEI South Africa
And Izl Sales IZI Greater than IEI 150000
And |Z| |Z|
o< || coneel |

e Click on the OK button and you will see the final filtered list of sales people in

South Africa who sold more than 150000.

Mail Merge Recipients

2 =S

This is the list of redpients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dick QK.

w | Courtny - | Secondname w | Department - | Sales
South Africa | Heweliusz
|7 Michael M. South Africa Ferguson Sales 178,294
|7 Enrique Mr. South &frica Granados Sales 203,293
|7 Mallika Mrs, South Africa Sarabhai Sales 230,383
P [ 1 | »
Data Source Refine redpient list
C:WUsers\Cheltenham'\Documel - ‘%l Sort...
7 Filter....

3 Find duplicates. ..

] Find redpient. ..

:I/ Validate addresses. ..

Click on the OK button.
Click on the Next button at the bottom of the Mail Merge side pane.
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Step 3 of B

I S Mext: Write vour letber I

oo ow|d

. <@ Previous: Star el g

Now might be a good time to personalise the letter! Click within the document
after the word 'Hi'. Click on the More Items link.

71| Mail Merge ¥ X

Write your letter

If you have not already done so,
write your letter now.

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

2] Address block...
2] Greeting line...

J Electronic postage. ..
i More items...

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

e Select Firstname and click on the Insert button.

Insert Merge Field @

Insert:
(71 Address Fields (@) Database Fields
Fields:

Title -

Firstname
Secondname

Department
Sales
Country

—

[Match Fields... ][ Insert ][ Cancel ]

¢ Click on the Close hutton to close the dialog box.
e Click on the Next button at the bottom of the Mail Merge side pane.
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Step 4 of &6

I & Next: Preview wour letkers I

“ o ow |

4 Previous: Select recipients
>

e You will see a preview of the first letter.
e Use the Forward arrow to preview the other letters.

| Mail Merge v x

B

review your letters

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

Recipient:

4" Find & recipien i

Make changes

You can alse change your
recipient list:

@ Edit recipient list. ..

Exclude this recipient

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

e Save your changes and close the document.
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Passwords & Editing Restrictions.

Adding 'opening' password document protection.

e Open a document called Private.

e Click on the File tab. Click on the Protect Document button and from the
drop down list displayed click on Encrypt with Password.

IE-
Home Insert Page Layout References Mailings Re'
H Save . )
B saen Information about Private
sl Save As
C\Users\Dave\Documents\Word 2010 Expert Course\Priva
[ Open
J Close

Compatibility Mode

m IEJ& Some new features are disabled to pre
previcus versions of Office. Convertini

R i Convert may result in layout changes,
ecen
Mew
n—_— Permissions
Print -]
| ta' i Anyone can open, copy, and change &
Protect
Share Document ~
Help &S Mark as Final
= Let readers know the document is final
0_1 Options and make it read-only.
(=) Encryptwith Password that i
@ Exit \_iil? Require a password to open this ldte n
document. di
cke

k  Restrict Editing
Control what types of changes people
can make to this document.
Restrict Permission by People
Grant people access while removing d file. 1
their ability to edit, copy, or print. Lo
Add a Digital Signature

Ensure the integrity of the document
by adding an invisible digital signature,

ins of

|
o~ 0

e The Encrypt Document dialog box will be displayed

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au




Word 2010 Expert Page 357

[ Encrypt Document @

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive,)

[ Ok ] | Cancel |

e Enter the password CCT (all uppercase) and click on the OK button. The
Confirm Password dialog box will be displayed.

i )

Confirm Password @
Encrypt the contents of this file
Reenter password:
[ 1 1 ]

Caution: If you lose or forget the password, it cannot be
recovered, Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive,)

| oK | | Cancel

e Click on the OK button.
e Save and close the document.
e Now re-open the document. You will see the following dialog box displayed.

s "

Password @

Enter password to open file
C:\...\Word 2010 Expert Course'\Private. docx

e Try using an incorrect password, and see what happens. Then open the
document using the correct password.

e Close the document.

Removing 'open' password document protection.

e Open a document called Password Protected 01. This document is
protected by a '‘password to open' password.

e When prompted enter the correct password, which is CCT.
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I "

Password @

Enter password to open file
C:\...\Password Protected 01.docx

[ oK ][ Cancel ]

NOTE: Use upper case letters to enter your password!

e You should find that you have successfully opened a password protected
document. We now need to resave the document, but without the password
protection enabled.

e Click on the File tab and you will see information about the file displayed.

W]l | Password Protect
Home Insert Page Layout References Mailings Review View Add-Ins

H Save .

en Information about Password Protected 01
e s Ch\Users\Dave\Documents\Word 2010 Expert Course\Password Protected 01.docx
[ Open

[ Close

Compatibility Mode

m IE§ Some new features are disabled to prevent problems when working
previous versions of Office, Converting this file will enable these feat

may result in layout changes.
Recent Convert o s s
New
P Permissions
| ;g password is required to open this document.
Protect
Share Document =
Help
S P . Prenare for Sharina

e Click on the Protect Document button and from the drop down list displayed
click on Encrypt with Password.
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W90 &

Home Insert Page Layout References Mailings Review
[ save

Save As

ﬁ Open
j Cl
 close Compatibility Mode

@j Some new features are disabled to prevent g
previous versions of Office. Converting this

Convert may result in layout changes.

Information about Password Protectt
ChlUsers\Dave\Documents\Word 2010 Expert Course\Password |

Recent

Mew

Permissions

Print [‘fil? A password is required to open this doc

Protect
Document ~

Help = Mark as Final
Let readers know the document is final
Lﬂ Options and make it read-only.
g E'T} Encrypt with Password thit it cont
Exit

Require a password to open this late name a
document.

Share

cked for act

Restrict Editing
Control what types of changes people
can make to this document.

Grant people access while remaving

their ability to edit, copy, or print. file. Most z

Add a Digital Signature

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

s of this fi

Iy Restrict Permission by People
i
%

The Encrypt Document dialog box is displayed.

[ Encrypt Document

Encrypt the contents of this file
Password:
L1 1]
Caution: If you lose or forget the password, it cannaot be
recovered, Itis advisable to keep a list of passwords and

their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

[ OK ][ Cancel l

Delete the dots within the dialog box.
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r Encrypt Document @

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive,)

| Ok | | Cancel |

e Click on the OK button to close the dialog box.
e Save and close your document.

e Reopen the document. You should find that you no longer require the
password to open the document.

e Close the document.

e Open a document called Final Draft.

e This document contains the final draft of a document. We want some people
to be able to view, but not edit the document. We want other people to be
able to view and edit the document.

e Click on the File tab and from the drop-down menu displayed click on the
Save As command. This will display the Save As dialog box.
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W] Save As 5
Y v 3 . e
o) | <« My Documents » Word 2010 Expert Course » - | +y | | Search Word 2010 Expert Course O |

Organize + Mew folder 4= - @
@ Music “  MName . Date modified Type i
=] Pictures . U

. Master Documents 19/04/2010 3:50 PM File folder
E Videos T n X : )
o |E|_] Aplication linking 27/04,2010 9:31 AM  Microsoft Word C
L ] AutoCorrect 01 18/07/2009 4:20 PM Microsoft Word C
&) Homegroup 3 _ . )
@& AuteCorrect 02 18/07/2008 419 PM Microsoft Word C
0 |E|_] AutoFormat 18/07,2009 4:19 PM Microsoft Word C

L t
) EJ oy elr ] Bookmarks 01
= Local Disk (C:)

@ Bookmarks 02
ca RECOVERY (D:)

2/11/2009 8:58 PM
18/07/2009 4:19 PM

- 4|

n |

Microsoft Word C

Microsoft Word C o

k

YR Final Drait

Save as type: ’Word Document

Authors: Cheltenham Courseware

[[] Maintain
compatibility with
previous versions of
Word

“ Hide Folders

Tags: Add a tag

[7] 5ave Thumbnail

Save

Tools - [

J |

Cancel ]

e Click on the Tools drop-down control displayed towards the bottom of the
dialog box. From the drop-down list displayed click on General Options.

previous versions of
Word

= Hide Folders

() | | |

Save

Cancel

Map MNetwork Drive...

Save Options...

General Options...

Web Uphions...

Compress Pictures...

e The General Options dialog box will be displayed. Within the Password to

modify area, type in the password, in this case CCT.
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e Click on the Read-only recommended check box.

General Options @
General Options

File encryption options for this document

Password to open:

File sharing options for this document

Password to modify: |see

Protect Document...

Macro security

Adjust the security level for opening files that might
contain macro viruses and specify the names of —

trusted macro developers,

[ oK l[ Cancel ]

e Click on the OK button. The Confirm Password dialog box will be displayed.
Re-enter your password making sure you use the same capitalisation.

i

Confirrm Password @

Reenter password to modify:

Caution: Password to modify is not a security feature. This
document is protected from unintentional editing. Howewver,
the document is not encrypted. Malicious users can edit the
file and remove the password.

| ok || cancal

e Click on the OK button.

e You will be returned to the Save As dialog box. Click on the Save button to
save your changes.

e Close the document.
e Reopen the document and the Password dialog box will be displayed.

Password @

'Final Draft' is reserved by Cheltenham

Enter password to modify, or open read only.
Password:

Read Only ] [ Ok ]’ Cancel
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Try using an incorrect password, and see what happens. Then open the
document using the correct password.

Close the document.

Removing a 'no modification' document password.

Open a document called Password Protected 02. This document is
protected by a '‘password to modify' password.

When prompted enter the correct password, which is CCT.

Passwaord [=5]

'Password Protected 02' is reserved by Cheltenham

Enter password to modify, or open read only.

Password:

Read Only| [ K, ]| Cancel |

NOTE: Use upper case letters to enter your password!

You should find that you have successfully opened a password protected
document. We now need to resave the document, but without the password
protection enabled.

Click on the File tab and from the drop down list displayed click on the Save
As command.

.ﬂ' Home |

L‘d Save

= Open

___? Close

This will display the Save As dialog box. Click on the Tools button displayed
towards the bottom of a dialog box. From the drop-down menu displayed
click on General Options.

previous versions of
Word

~ Hide Folders (Tools ~) [ sae || Cancel

Map Metwork Drive...

Save Options...

General Options...

Web Upfions...

Compress Pictures..,

The General Options dialog box will be displayed.
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e Delete the dots representing the password within the Password to modify
area of a dialog box.

e Also remove the tick in the Read-only recommended check box.

General Options @

General Options

File encryption options for this document

Password to open:

Eile =haring gotions for this doqument

Password to modify: | gee

| Read-only recommended
Protect Document... |

Macro security

Adjust the security level for opening files that might Macro Security. ..
contain macro viruses and spedfy the names of -
trusted macro developers.

[ OK ]| Cancel |

e Click on the OK button to close the dialog box.
e Save the document.

¢ Close the file and then try re-opening the file. You should find that you no
longer require the password to open and edit the document.

e Open a document called Limited Access.

e At the moment this document is completely unprotected and anyone that
opens this document can make any changes they want.

e Click on the Developer tab and within the Protect group, click on the Restrict
Editing button.

Limited Access [Compatibility Mode] - Microsoft Word

Review View Developer Add-Ins
? Design Mode E 43 Schema Dy (] I J—j
o Structure . . Restrict| |Document Document
1 4= Expansion Packs Editing ||| Template  Panel
ols XML Protect Templates

TIP: Remember, by default, the Developer tab is not displayed.

e The Restrict Formatting and Editing side pane will be displayed to the right
of your document.
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%) Restrict Formatting and Editing * X

l 1. Formatting restrictions

[ Limit formatting to a selection of
styles

Settings...

2. Editing restrictions

[ Allow only this type of editing in
the document:

Mo changes (Read only)

3. start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

fee Ct=rt Erfarcinn Protecton

o

{7y | Restrict Formatting and Editing ¥ X
1. Formatting restrictions

[ Limit formatting to a selection of
styles

Sethings...

2. Editing restrictions
Allow only this type of editing in
the document:

Mo changes (Read only) H

Tracked changes
Comments

Filling in forms Tracked changes
[No changes (Read ary nd

choose users who are allowed to

Treely edit them.
Groups:

[]|Everyane | -

-

Click on the Allow only this type of editing in the document check box.

¢ Click on the down arrow within the Editing Restrictions section of the side
pane and select Tracked changes. The side pane should now look like this.

Restrict Formatting and Editing v X
1. Formatting restrictions

[ Limit formatting to a selection of
styles

Settings. ..
2. Editing restrictions

Allow only this type of editing in
the document:

Tracked changes El

3. start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

[ ‘Yes, Start Enforcing Protection
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e Click on the Yes, Start Enforcing Protection button.

EE] Restrict Formatting and Editing v X
4 | 1. Formatting restrictions

[ Limit formatting to a selection of
styles

Settings...
2. Editing restrictions

Allow only this type of editing in
the document:

Tracked changes El

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

’ Yes, Start Enforcing Protection

e The Start Enforcing Protection dialog box will be displayed.

[ Start Enforcing Protection @

Protection method

i@ Password
(The document is not encrypted. Malicious users can edit the
file and remove the password.)

Enter new password (optional):
Reenter password to confirm:

User authentication

(Authenticated owners can remove document protection. The
document is encrypted and Restricted Access is enabled.)

| ok || cancal |

e If you wish you can add an optional password. In this case do not enter a
password simply click on the OK button.

e Save your changes and close the document.

e Re-open the document and make a change such as selecting an item of text
and then pressing the Del key to delete the selected item. The document will
track the changes, such as this deletion.
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| DRAFT COPY - LIMITED DISTRIBUTION |

« Viruses are small programs that hide themselves on your disks (both

diskettes and your hard disk).HdrtessyeuwsevirusdetecHonseftware;
Bifferentvirgsesarcactvatedindifferentways. BEWARE: Viruses can

destroy all your data.

e Save your changes and close the document.

Marking a document as a Final Version.

e Open a document called Release Version.

e Click on the File tab and then click on the Protect Document button. From
the submenu displayed click on Mark as Final.

(wll = o |
Home Insert Page Layout References Mailings I
H Save . i
Information about Release Versi
Save As
ChUsers\Dave\Documents\Word 2010 Expert Course\Re
[ Open
,__i‘ Close .
) Compatibility Mode
m Iﬁl§ Some new features are disabled to p
previous versions of Office, Convert
may result in layout changes.
Recant Convert Y y g9
Mew
— Permissions
Print A0~
e Anyone can open, copy, and chang
Protect
Share rote
Document =
Help P Mark as Final
Let readers know the document is final
°_1 Options and make it read-only.
Lﬂ -] Encrypt with Password tha
E Exit '53 Require a password to open this late
document.
Restrict Editing der
?‘i" Caontrol what types of changes people e
can make to this document. Fre
ﬁ Restrict Permission by People
_Q Grant people access while removing 4
their ability to edit, copy, or print.
~  Add a Digital Signature il
ile

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

‘\IrerSiDrlSv R | FTIETE dre Tio prewious VETEIONS
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e A warning dialog box will be displayed.

Microsoft Word @

-

l i This document will be marked as final and then saved.

[ K ] [Cancel ] [ Help ]

e Click on the OK button.

e Click on the Home tab and your document will look like this. You will see an
information line displayed across the top of the document, informing you that
this is the final draft.

@' | s = Release Version [Read-Only]
? Homs Insert Page layout Refarence Mailing Reuisw \isw Develope Adc
Marked as Final An author has marked this document as final to discourage editing. Edit Anyway
Na\:igation * X
Search Document P~
= |oa| & M

Computer Security — Release Ver:

4 Security Issues

S Security Issues
Password policies

4 Data Securitv

Table of Contents

e Try making changes to your document such as selecting an area of text and
deleting it. You will find that you are unable to make any changes to the
document.

NOTE: If you click on the Edit Anyway button (top of the screen), you will be
able to edit the document.

e Save any changes and close the document.
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